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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011        Policy No.OM-18 


Revised: August 1, 2016 


WIC Acronym and Logo 


Authority 


42 U.S.C. §1786,  


15 U.S.C. §1051 et seq. 


7 CFR §246 


Policy 


1. Use of the acronym “WIC” and the WIC logo is reserved for the official national, 


regional, state and local agencies administering the WIC Program.  FNS instructions and 


policies restrict use to purposes consistent with the WIC Program regulations. 


2. The State agency shall approve any requests to use the WIC acronym and/or logo in 


conjunction with the USDA/FNS Northeast Region Office. 


Procedure 


1. The WIC logo and acronym cannot be used by for profit organizations.    


1.1. These organizations are not permitted to display the acronym or logo in total, or in 


part, including close facsimiles on any product or materials they produce.   


2. Non-profit organizations may be permitted to use the acronym and/or the logo for non-


commercial educational purposes when such use is essential to public service and will 


contribute to public information and education concerning the WIC Program.   


3. At the discretion of the state agency, in a standard contract or agreement a vendor may be 


authorized to use the acronym and/or logo for the following purposes: 


3.1  To identify the retailer as an authorized WIC food vendor. 


3.2 To identify authorized WIC foods by attaching shelf-stickers stating “WIC-approved” 


or “WIC-eligible” to grocery store shelves. 


3.3 Any use of the WIC acronym and/or logo that the State Agency and/or FNS 


considered inappropriate will be immediately discontinued. 







 


Organization and Management (OM) 


OM-18 WIC Acronym                                                                                        2 


 


4. Any person, who uses the acronym “WIC” or the WIC logo in an unauthorized manner, 


including facsimiles thereof, in total or in part, may be subject to injunction and the 


payment of damages.   


5. Any person who is aware of violators should provide the information to the State agency 


and/or the Food and Nutrition Service (FNS). 
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OM-19 Dietetic Intern Placement 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


 


Effective: October 1, 2012              Policy No.OM-19 


Revised: August 1, 2016 


Dietetic Intern Placements 


Authority 
Commission on Accreditation for Dietetics, Education Eligibility Requirements and 


Accreditation Standards for Dietetic Internship Programs (section 2.1.4) 


Policy 


1. The Maine CDC WIC State Agency will facilitate dietetic intern placement requests for 


WIC rotations when possible.  


1.1 Priority for internship placement shall be given to the University of Maine Dietetic 


Internship program   


1.2 All Local WIC Agencies are required to host an intern, when requested, at least once 


per fiscal year. 


1.3 The Local Agency will have a signed Supervised Practice Agreement with any 


educational institution requesting placement of dietetic intern(s).  


1.4 The intern must be approved in conjunction with the State Agency Nutrition 


Coordinator before any commitments are to be made. If the local agency does not meet 


the caseload threshold that requires a Registered Dietitian (RD) on staff, the State 


Agency Nutrition Coordinator and/or other State Agency staff RD shall serve as a 


preceptor for the intern’s Community Nutrition experience.    


 


Procedures 


1. All requests for dietetic internship placement are to be referred to the State Agency Nutrition 


Coordinator. 


1.1. The State Agency Nutrition Coordinator shall send the request for placement to 


the appropriate Local Agency Director for consideration. 


1.2. Requests for placement will be handled on an individual basis. 


1.3. All requests will be considered according to scheduling of other interns during the 


previous year as well as physical residence location of the intern. 


1.4. If the request for placement is for a full internship rotation (typically four or five 


weeks), the intern will be scheduled for one week with State Agency staff. 


2. The State Agency Nutrition Coordinator shall ensure that a facility agreement is in place 


prior to the start of the intern’s placement. 
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OM-19 Dietetic Intern Placement 


2.1. Facility agreements shall be signed by the intern, the dietetic internship director, 


and the Maine DHHS Commissioner. 


2.2. A multi-year agreement shall be obtained for placement of University of Maine 


interns to reduce administrative burden. 


2.3. Whenever possible, the Maine CDC facility agreement shall be used for all other 


internship programs. 


3. The State Agency will obtain the required Dietetic Internship Competencies and evaluation 


forms for each intern placed. 


3.1. All competencies and evaluation forms shall be sent to the responsible Local 


Agency staff who will be working with the intern. 


4. Intern requests will be considered for partial (one week) or entire (five weeks) rotations to 


satisfy the requirements for any of the following dietetic internship rotations: 


4.1. Community Nutrition 


4.2. Pediatric Nutrition 


4.3. Maternal Nutrition 


5. Depending on the length of the internship, the Local Agency will provide training as time 


permits, to include but not be limited to the following: 


5.1. Certification and Eligibility 


5.2. Nutrition Services 


5.2.1. Nutrition Counseling 


5.2.2. Breastfeeding Promotion and Support 


5.2.3. Food Package Design and Food Prescription Assignment, including 


tailoring 


5.2.4. Value Enhanced Nutrition Assessment (VENA) 


5.2.5. Referrals 


5.3. Food Benefit Delivery 


6. Interns will be given opportunity to observe and conduct counseling appointments during 


Local Agency rotations. 


6.1. Authorized representatives shall be asked to sign informed consent prior to 


appointments being observed or conducted by an intern (Appendix OM-19-A 


Consent Form for Interns) 


6.2. Signed consent forms shall be scanned into the participant record for permanent 


retention. 


6.3. All documentation done in the participant record shall be overseen by the 


responsible staff member working with the intern. 


7. When interns are placed at the State Agency for part of the internship rotation, staff will 


provide training, as time and opportunities permit, including but not limited to the following: 
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OM-19 Dietetic Intern Placement 


7.1. State Agency oversight of program operations 


7.2. Coordination with other Maine CDC programs 


7.3. Evaluation of local agency operations (MER) 


7.4. MIS maintenance and modifications 


7.5. Policy development  


7.6. Program planning 


7.7. Training opportunities (including intern presentation of special research project as 


continuing education item for local agency staff) 


8. Local Agency staff members who have worked with an intern will be requested to provide 


input for the intern’s evaluation. 


8.1. The State Agency will provide evaluation forms from the intern’s dietetic 


internship to the Local Agency. 


8.2. The State Agency will coordinate exit interviews at the conclusion of the intern’s 


rotation. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011 Policy No. OM-1 


Revised: October 1, 2019 
 


State Staffing 


Authority 


7 CFR §246.3(e); §246.4(a)(4) and (24); and §246.8 


22 MRSA §255 and §1951 


Policy 


1. The State Agency shall ensure that sufficient staff is available to administer an efficient and 


effective Program including, but not limited to, the functions of: 


1.1. Nutrition education 


1.2. Certification 


1.3. Food delivery 


1.4. Fiscal reporting 


1.5. Monitoring 


1.6. Training 


2. The State Agency shall enforce hiring practices which comply with the nondiscrimination 


criteria set forth in 7 CFR §246.8. 


Procedures 


1. State-level staff includes at a minimum: 
 
 


Position Required Credentials and Experience Federally Required 


Staffing Description 


Director • Master’s Degree 


• Supervisory Experience 


• Public Health Management 


Experience 


Required 


(Director) 


Breastfeeding 


Coordinator 


• Minimum of Bachelor of Science or 


Bachelor of Arts degree from an 


accredited four-year institution, with 


emphasis in food and nutrition, 


community nutrition, public health 


nutrition, nutrition education, human 


nutrition, nutrition science or 


Required program 


specialist 
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Position Required Credentials and Experience Federally Required 


Staffing Description 


 equivalent 


• At least three years of related 


experience as a nutritionist in 


education, social service, maternal 


and child health, public health, 


nutrition or dietetics 


• Certified Lactation Counselor 


Certificate (CLC) required 


• International Board-Certified 


Lactation Consultant (IBCLC) 


preferred 


 


Nutrition and 


Clinic Services 


Manager (State 


WIC Nutrition 


Coordinator) 


• Bachelor’s degree with emphasis in 


food and nutrition, community 


nutrition, public health nutrition, 


nutrition education, human nutrition, 


nutrition science or equivalent 


required; Master’s Degree is 


preferred 


• At least two (2) years experience as a 


nutritionist in education, social 


service, maternal and child health, 


public health, nutrition, or dietetics; 


• Have at least one of the following: 


Program development skills, 


education background and experience 


in the development of educational 


and training resource materials, 


community action experience, 


counseling skills or experience in 


participant advocacy 


Required 


(Nutrition 


Coordinator) 


Nutritionist • Bachelor’s degree with emphasis in 


food and nutrition, community 


nutrition, public health nutrition, 


nutrition education, human nutrition, 


nutrition science or equivalent 


required; Master’s Degree is 


preferred 


• At least two (2) years’ experience as a 


nutritionist in education, social 
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Position Required Credentials and Experience Federally Required 


Staffing Description 


 service, maternal and child health, 


public health, nutrition, or dietetics; 


•  


 


Vendor and 


Data Specialist 


Manager 


• Bachelor’s degree in 


communications, business, or 


technology 


Required 


(Vendor Manager) 


Vendor 


Specialist 


• Previous training and customer 


service experience 


• Previous experience working with 


retail vendors is preferred 


 


Financial 


Manager 


• Bachelor’s degree in accounting or 


business 


• Previous work experience in financial 


management 


Required program 


specialist 


 
 


2. Educational and professional credentials and requirements may be waived on a case by 


case basis. 


3. The State Agency shall have a WIC organizational chart (Appendix OM-1-A) available 


online showing all positions, titles, and staff names. 


4. The State Agency shall have an overall organizational chart available online that shows 


the WIC Program’s place within the State Health Department. 


5. The State Agency shall maintain updated position descriptions for each of the state-level 


staff positions. 
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OM-20 Occupational Exposure 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                         Policy No. OM-20 


Revised: August 1, 2016 


 


Occupational Exposure 


Authority 


29 CFR §1910.1030-(f) (3) 


Sec. 1. 5 MRSA §19203-A 


Policy 


1. Local agencies shall comply with the most recent edition of the OSHA regulations 29 


CFR §1910.1030, Subtitle: Bloodborne Pathogens, Final Rule November 6, 2000 and 


Needlestick Safety and Prevention Act, P.L. 106-430.  


 


2. The local agency must maintain exposure records in accordance with OSHA regulations 


29 CFR §1910.1030-(f) (3). 


 


3. In the event of an exposure incident, the State Agency will pay for HIV, HCV and HBV 


tests (for those not previously vaccinated for Hepatitis B) for both the source individual 


and the exposed WIC employee. 


 


4. HIV tests performed will be confidential and will not be made a part of either the source 


individual or the WIC employee records.  For further detail regarding occupational 


exposure refer to Sec. 1. 5 MRSA §19203-A.   
 


5. Payment for HBV vaccinations is an allowable WIC expense for WIC Program 


employees who are required, as part of the job description, to perform hemoglobin 


testing. 


 


 








 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2018 Policy No. OM-21 


State Plan Noticing 
 


Authority 


7 CFR 246.4(b) 


Policy 


The State Agency shall establish a procedure to solicit public comment on the WIC annual State 


agency plan. 


Procedures 


1. State Agency shall offer a comment period to the general public on the Maine WIC State 


Plan on the WIC website www.maine.gov/wic. 
 


2. The State Agency shall discuss significant proposed changes with the Local Agency 


Directors at a Directors’ meeting prior to State Plan submission. 


 
3. The State Agency shall accept feedback from the general public and the Local Agency 


Directors continuously on the State Agency plan. The State Agency shall evaluate if the 


change merit’s submitting an amendment to the State Agency plan or wait for the annual 


renewal and revision period. 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Organization and Management (OM) 


OM-21 State Plan Noticing 


Revised: October 1, 2019 1 



http://www.maine.gov/wic.






 


Organization and Management (OM) 


OM-2 Selection of Local Agencies                                                                                        1 


 


 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011                         Policy No. OM-2 


Revised: August 1, 2015 


Selection of Local Agencies 


Authority 


7 CFR §246.4(a)(5); §246.5; and §246.18 


22 MRSA §255 and §1951 


22-A MRSA §214 (Performance-Based Contracts)  


10-144 CMR Chapter 24 (Purchase of Service Rule) 


10-144 CMR Chapter 286, § III.A-C 


State of Maine Executive Order March 16, 2010 


Policy 


1. The State Agency shall ensure that all agreements to purchase direct services are 


performance-based contracts. 


2. The State Agency must select Local Agencies through a competitive request for proposal 


(RFP) process. 


3. All agencies which seek approval as a local agency (both new agencies and currently 


approved local agencies) are required to submit proposals in response to the RFP in the 


format prescribed by the State Agency. 


4. The State Agency enters into a one-year formal written contract with each selected local 


agency. 


5. This contract may be renewed for up to three subsequent years. 


6. Renewal of a purchase of services agreement shall be at the sole discretion of the Maine 


CDC WIC Nutrition Program. 


6.1. Each agreement shall be defined in the agreement and cannot be extended.  All 


agreements must be renewed through a written agreement. 


7. The State Agency may conduct periodic reviews of the qualifications of authorized local 


agencies under its jurisdiction.  Ongoing monitoring and evaluation of local agencies shall 


follow the criteria and schedule outlined in Policy MA-2 Monitoring. 
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7.1. Based upon the result of such reviews, the State Agency may make appropriate 


adjustments among participating local agencies, including disqualification of a local 


agency when the State Agency determines that another local agency can operate the 


program more effectively and efficiently (see Policy OM-3 Disqualification of Local 


Agencies). 


8. Purchases of service agreements shall be legally binding contractual documents enforceable 


under the laws of Maine. 


9. The State Agency shall fund one local agency in each of the Maine CDC Public Health 


districts: 


9.1. District 1—York (York County) 


9.2. District 2—Cumberland (Cumberland County) 


9.3. District 3—Western (Androscoggin, Franklin and Oxford Counties 


9.4. District 4—Midcoast (Waldo, Lincoln, Knox and Sagadahoc Counties) 


9.5. District 5—Central (Kennebec and Somerset Counties) 


9.6. District 6—Penquis (Penobscot and Piscataquis Counties) 


9.7. District 7—Downeast (Hancock and Washington Counties) 


9.8. District 8—Aroostook (Aroostook County) 


Procedures 


1. The State Agency shall maintain a listing of clinic sites that includes the following 


information: 


1.1. Location 


1.2. Type of site (hospital, health department or community action program) 


1.3. Service area 


1.4. Hours of operation 


1.5. Days of operation 


1.6. Health services provided on-site 


1.7. Social services provided on-site 


1.8. Number of participants served 


2. To compete in the RFP process, the Local Agency must fit one of the following categories: 
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2.1. First consideration shall be given to a public or private nonprofit health agency that shall 


provide ongoing, routine pediatric and obstetric care and administrative services. 


2.2. Second consideration shall be given to a public or private nonprofit health or human 


service agency that shall enter into an agreement with another agency for either ongoing, 


routine, pediatric and obstetric care or administrative services. 


2.3. Third consideration shall be given to a public or private nonprofit health agency that 


shall enter into a written agreement with private physicians, licensed by the State, in 


order to provide ongoing, routine pediatric and obstetric care to a specific category of 


participants (women, infants and children). 


2.4. Fourth consideration shall be given to a public or private nonprofit human service 


agency that shall enter into a written agreement with private physicians, licensed by the 


State, to provide ongoing, routine pediatric and obstetric care. 


2.5. Fifth consideration shall be given to a public or private nonprofit health or human 


services agency that shall provide ongoing, routine pediatric and obstetric care through 


referral to a health provider. 


3. The State Agency shall establish selection criteria to create a Local Agency Priority System 


to be used for the selection of new Local Agencies.  The selection criteria cited below shall 


be used to compare applications within each geographic area: 


3.1. Access criteria: 


3.1.1. Location/participant accessibility 


3.1.2. Ability to serve projected caseload 


3.2. Service quality: 


3.2.1. Range and quality of services 


3.2.2. History and performance in other program 


3.2.3. Coordination with other health care providers 


3.3. Financial criteria: 


3.3.1. Projected cost of operations/ability to operate with available funds 


3.3.2. Financial integrity/solvency 


4. The State Agency shall provide a written justification to FNS for not funding the Local 


Agency program serving the highest priority area or special population.  Justification may 


include State or Local Agency inability to administer the program, no agency expressed 


interest in operating the program, or for those areas or special populations which are under 


consideration for expansion of an existing operation, a determination by the State Agency 
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that there is a greater need for funding in an agency serving an area or special population not 


operating the program.  The State Agency shall use the Participant Priority System to 


compare need in such a determination.  See Policy CE-3, Nutritional Risk Determination, 


Documentation, and Priority Assignment for more information. 


5. All contracts issued under the review of the Contract Review Committee that do not qualify 


as sole source or emergency procurements must be competitively bid using an RFP. 


5.1. The RFP must contain at a minimum: 


5.1.1. A clear definition (scope) of the project 


5.1.2. The evaluation criteria and relative scoring weights to be applied 


5.1.3. The proposal opening date and time 


5.1.4. An agency contact person 


5.2. Cost of the contract must be included among the evaluation criteria and must be given a 


weight of at least 25% of the total. 


5.3. Draft RFPs must be submitted to the Contract Review Committee for review prior to 


release.  Review includes, but is not limited to, appropriateness of scope and clearly 


defined evaluation criteria with cost at a minimum of 25%. 


5.4. All proposals shall be opened publicly at the Division of Purchases main office.  


Proposals received at the Division of Purchases main office after the advertised opening 


time shall be rejected, unless the advertised opening date and time have been extended 


by the State Purchasing Agency due to circumstances requiring such an extension time. 


5.5. Local agencies submitting winning bids shall be notified of approval by the Contract 


Review Committee. 


5.6. If the State Agency does not receive an application from a local public or nonprofit 


private health agency that can provide adequate services, it must seek a new Local 


Agency. 


6. When seeking new local agencies, request for proposals (RFPs) must be advertised for a 


minimum of three (3) consecutive days in the Kennebec Journal of Augusta, allowing a 


minimum of fifteen (15) calendar days from the final day of advertising to the proposal 


opening date.  This section does not limit advertising in any other publication, trade 


publication or other media. 


6.1. The notice shall include a brief explanation of the Maine CDC WIC Nutrition Program, 


a description of the local agency priority system and a request that potential local 


agencies notify the State Agency of their interest. 


6.2. Advertisements must include, at a minimum: 
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6.2.1. A brief description of the service requirements of the state 


6.2.2. The name of the department and division issuing the RFP 


6.2.3. The name of the contact person and address where copies of the RFP can be 


obtained 


6.2.4. The bid opening date and the opening time 


6.2.5. The opening location:  Division of Purchases, Burton M. Cross Building, 4
th


 


Floor, 111 Sewall Street, 9 State House Station, Augusta, ME  04333-0009. 


7. Any prospective bidder shall be required to submit a notice of intent to bid at least thirty (30) 


days before the date bids shall be accepted as a precondition to submitting a formal bid.  The 


notice of intent must meet the minimal requirement that it demonstrates a prospective 


bidder’s competence and ability to comply with the requirements of the contract. 


7.1. One informational meeting shall be held at least thirty (30) days before the due date for 


submission of the notice of intent to bid. 


7.2. Pre-bidders conferences shall be allowed, but are not required.  These conferences shall 


be used to be certain that all bidders have an equal understanding of the state 


requirements. 


7.2.1. Pre-bidders conferences must be advertised within the RFP advertisement, 


including location, day and time. Conferences must be scheduled a minimum of 


seven (7) calendar days from the final day of advertising and a minimum of two 


(2) weeks prior to proposal opening date.  The State Purchasing Agent may 


authorize a pre-bidders conference on shorter notice than what has been 


advertised in the RFP. 


7.2.2. The contracting agency shall notify all prospective bidders who requested the 


RFP of the date and time of the pre-bidders conference under these circumstances. 


7.2.3. Conferences must be open to the public.  Questions raised must be documented in 


writing and responses must be written and forwarded to each prospective bidder 


who received an RFP, whether in attendance or not. 


8. No alterations or changes to any requirement or specification within the original RFP can be 


made without notifying all bidders in writing a minimum of seven (7) calendar days before 


opening date. 


9. Proposals received at the Division of Purchases later that the date and time specified shall not 


be accepted and shall be returned unopened or held at the Division of Purchases to be picked 


up by the respondent. 


9.1. Late proposals not picked up within seven (7) calendar days shall be destroyed. 
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10. All opened proposals shall be turned over to the contracting agency’s representative after the 


opening.  A written record of the vendor name, date and time received, cost/price and agency 


representative shall be kept at the Division of Purchases. 


11. The State Agency shall be responsible for reviewing all RFPs based on the criteria 


established within the original RFP document.  The State Agency shall document the scoring, 


substantive information that supports the scoring, and make the award decision.  State 


Agency decision is subject to Contract Review Committee approval. 


11.1. Interviews and/or presentations may be considered within the review for information 


and scoring, if that provision was included within the original RFP documentation. 


11.2. Pricing changes, alterations or negotiations are not allowed prior to the award 


decision and must not be used in scoring.  Minor negotiations after notice of award 


are allowed.  If agreement cannot be reached, the proposal may be rejected and the 


award made to the next highest rated bidder who was in compliance with all terms, 


conditions and requirements. 


11.3. Written records must be kept by each person reviewing or ranking proposals.  These 


records must be made available upon request. 


12. The Award must be made to the highest rated proposal which conforms to the requirements 


of the state as contained in the RFP, including: 


12.1. CFDA number 


12.2. Federal Award Number 


13. The State Agency must notify all bidders responding to an RFP of the award decision in 


writing, postmarked or delivered at least fourteen (14) calendar days prior to contract 


effective date.  This notice must include a statement that the award is conditional pending 


Contract Review Committee approval. 


14. The award decision, a copy of the award notification to bidders, supporting justification of 


award, individual and summarized scoring and a minimum of four (4) copies of the contract 


with the State Agency Head and vendor authorized original signatures must be sent to the 


Contract Review Committee for final review and approval a minimum of fourteen (14) 


calendar days prior to contract effective date. 


15. Upon final approval by the Contract Review Committee, the Chairman shall affix an original 


signature to the contracts, keep one copy, and forward the other copies to Accounts and 


Control for final approval of encumbrance, terms and account coding.  The Controller shall 


keep one copy and the remaining copies shall be returned to the contracting agency for 


distribution to vendor. 


16. Contracts shall not be considered fully executed and valid before final approval of 


encumbrance.  No contract shall be approved based on an RFP which has an effective date 


less than fourteen (14) calendar days after award notification to bidders. 
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17. Attorney General approval shall not be required unless changes have been made to existing 


boilerplate or at the request of the Contract Review Committee, unless the total value of the 


contract is over $3,000,000.  Nothing within this paragraph prevents agency requests for 


Attorney General Review of any contract. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011                                    Policy No. OM-3 


Revised: August 1, 2015 


Disqualification of Local Agencies 


Authority 


7 CFR §246.5(e) 


22 MRSA §255 and §1951 


18-554 CMR Chapter 110, §2 (Department of Administrative and Financial Services, Division of 


Purchases, “Rules for the Purchase of Services and Awards”) 


18-554 CMR Chapter 120 (Department of Administrative and Financial Services, Bureau of 


General Services, Division of Purchases, “Rules for Appeal of Contract and Grant Awards”) 


 


Policy 


1. The State Agency may disqualify a Local Agency in the following situations: 


1.1 When the State Agency determines that the Local Agency has not complied with 


Program regulations; or 


1.2 When the State’s Program funds are insufficient to support the continued 


operation of all its existing Local Agencies at their current participation level; or 


1.3 When the State Agency determines through the RFP procedure outlined in Policy 


OM-02, Selection of Local Agencies, and in 18-554 CMR chapter 110, Section 2, 


that another agency can operate the program more effectively and efficiently; or 


1.4 When a Local Agency uses federal funds for lobbying activities. 


2. The State Agency shall follow the criteria based on the RFP guidelines for 


disqualification of Local Agencies. 


Procedures 


1. The State Agency shall notify the Local Agency of any State-established criteria that 


form the basis for disqualification. 


2. The State/Local Agency must not use federal funds for lobbying for specific federal 


awards and requires recipients of any federal grants, contracts, loans and cooperative 


agreements to disclose expenditures made with their own funds for such purpose. 


3. The State Agency shall consider at a minimum: 
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3.1. The availability of other community resources to participants; 


3.2. The cost efficiency and cost effectiveness of the Local Agency in terms of both 


food and nutrition services and administrative costs; 


3.3. The percentages of participants in each priority level being served by the Local 


Agency in the public health district and the percentage of need being met in each 


participant category; 


3.4. The relative position of the area or special population served by the Local Agency 


in the Outreach Plan (see Policy CM-3, Community Outreach for more 


information) 


3.5. The Local Agency’s rank in the Local Agency Priority System as outlined in 


Policy OM-02, Selection of Local Agencies; 


3.6. Whether another Local Agency or agencies is/are capable of serving the Local 


Agency’s participants. 


4. When disqualifying a Local Agency under the Program, the State Agency shall: 


4.1. Make every effort to transfer affected participants to another Local Agency 


without disruption of benefits; 


4.2. Provide the affected Local Agency with written notice not less than sixty (60) 


days in advance of the pending action.  The notice shall include: 


4.2.1. An explanation of the reasons for disqualification 


4.2.2. The date of disqualification, and 


4.2.3. Except in cases of the expiration of a Local Agency’s agreement, the 


Local Agency’s right to appeal. 


4.3. Ensure that the action is not in conflict with any existing written agreements 


between the State and the Local Agency. 


5. When a RFP application is disapproved, the State Agency shall advise the applicant 


agency of the reasons for disapproval and the right to appeal as set forth in 7 CFR Part 


246.18 and 18-554 CMR Chapter 120 (Department of Administrative and Financial 


Services, Bureau of General Services, Division of Purchases, “Rules for Appeal of 


Contract and Grant Awards”). 


5.1. An aggrieved person or party may request a stay of contract award within ten (10) 


calendar days of notification of contract award by the contracting agency. 


5.2. Requests for stay of contract award must be written and addressed to the Director 


of the Bureau of General Services and must state clearly the specific nature of the 


grievance, demonstrate irreparable injury to the petitioner, a reasonable likelihood 
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of success on the merits of the appeal, and no substantial harm to adverse parties 


or to the general public. 


5.3. The Director of the Bureau of General Services shall notify the petitioner in 


writing of the decision regarding the issuance of a stay within seven (7) days of 


receipt of request. 


5.4. Failure of the petitioner to obtain a stay does not affect the petitioner’s right to a 


hearing of appeal as provided by statute and within these rules. 


5.5. An aggrieved person or party may request a hearing of award decision from the 


Director of the Bureau of General Services in writing within fifteen (15) days of 


notification of contract award. 


5.6. A written request for appeal hearing must contain at a minimum the specific 


nature of the grievance, including the Appeal Criteria outlined below and must 


demonstrate the conditions that make the petitioner an aggrieved person. 


5.7. The Director of the Bureau of General Services shall grant an appeal hearing 


unless it is determined that: 


5.7.1. The petitioner is not an aggrieved person. 


5.7.2. A prior request by the same petitioner relating to the same contract award 


has been granted. 


5.7.3. The request was made more than fifteen (15) days after notification of 


award; or 


5.7.4. The request is capricious, frivolous or without merit.  A hearing shall not 


be granted if the contract award is not approved by the State Purchases 


Review Committee. 


5.8. The Director of the Bureau of General Services shall notify the petitioning agency 


in writing of the decision regarding a request for a hearing of appeal within fifteen 


(15) calendar days of receipt of the request. 


5.9. If the request for a hearing is granted, notification must be made at least ten (10) 


calendar days before the hearing date.  The notification must include the date and 


location of the hearing and the names of the Appeal Committee members. 


5.10. In the event the request for a hearing is denied, the notification shall constitute final 


agency action.  The notification shall include an explanation of the petitioner’s 


right to judicial review of final agency action under 5 MRSA § 11001 et. seq. 


5.11. The burden of proof within the hearing lies with the petitioner.  The evidence 


presented must specifically address and be limited to one or more of the following 


appeal criteria: 


5.11.1. Violation of law; 
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5.11.2. Irregularities creating fundamental unfairness; or 


5.11.3. Arbitrary or capricious award. 


5.12. Evidence of any type that cannot be related to these criteria may be ruled 


inadmissible by the presiding officer. 


5.13. In the event multiple appeal hearing requests are granted on a single contract 


award, the Director of the Bureau of General Services may assign the Appeal 


Committee to hear all petitioners within the same hearing as a combined appeal. 


5.14. The Appeal Committee shall consider all evidence entered into the record and 


shall look for clear and convincing evidence that one or more of the Appeal 


Criteria of these rules has been proven by the petitioner.  The actions of the 


Committee are limited to one of the following: 


5.14.1. Validate the contract award decision under appeal 


5.14.2. Invalidate the contract award decision under appeal 


5.15. A written decision and the reasons that support the decision must be submitted to 


the Director of the Bureau of General Services within fifteen (15) calendar days 


following the final day of the hearing of appeal. 


5.16. The Director of the Bureau of General Services shall notify the petitioner, the 


contracting State Agency, and all interveners of this decision within ten (10) 


calendar days of receipt from the Appeal Committee.  Such notification shall 


include the decision, an explanation of the reasons for the decision and an 


explanation of the petitioner’s right to judicial review of final agency action. 


5.17. This notification is considered final agency action. 


5.18. In the event the decision of the Appeal Committee is to invalidate the contract 


under these rules, the contract immediately becomes void and of no legal effect. 
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program  


Effective: October 1, 2012              Policy No. OM-4 


Revised: October 1, 2019  


Local Agency Staffing Qualifications  


Authority 7 CFR 


§246.4(a)(4)  


22 MRSA §255 and §1951  


10-144 CMR Chapter 286, § II.J  


FNS Nutrition Service Standards – August 2013  


Policy  


1. The State Agency shall require each Local Agency to submit a staffing plan annually 


showing that the Local Agency meets the educational requirements for each position and 


has adequate staffing levels based upon the prior year’s participation.  


2. The State Agency shall recommend a staff to participant ratio of 1 FTE: 375 participants.  


3. The State Agency shall recommend a counseling staff to participant ratio of 1 FTE: 500 


participants.  


Procedures  
1. Local Agency staff credentials and staffing levels are as follows:  


Position  Minimum Educational 


Requirements  


Required Staffing Level   


WIC Program  


Manager/Director  


(required position)  


• Bachelor’s Degree (any field)  


• Supervisory Experience  


• Public Health and Management 


Experience  


• Full-time equivalent 


manager required; waiver 


from State Agency required 


for part-time manager  


Nutrition Coordinator 


(required position)  


• Bachelor’s degree in nutrition  


• Registered/Licensed Dietitian or 


eligible to take RD exam 


preferred  


• One full-time equivalent 


Nutrition Coordinator  


  


  


Breastfeeding  


Coordinator  


(required position)  


• Bachelor’s degree in nutrition 


and/or health-related field or 


Registered Dietetic Technician   


• Certified Lactation Counselor 


(CLC) required (or course 


completed within 12 months of 


hire)  


• IBCLC preferred  


• One full-time equivalent 


Breastfeeding Coordinator  


• If Breastfeeding 


Coordinator is not an 


IBCLC, local agency must 


contract with an IBCLC for 


high-risk breastfeeding 


referrals  
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Position  Minimum Educational 


Requirements  


Required Staffing Level   


Nutrition Counselor II  • Bachelor’s degree in nutrition 


and/or health-related field or 


Registered Dietetic Technician  


  


Nutrition Counselor I  • College level education in 


nutrition or health-related field, 


preferred.  


  


Peer Counselor  • Has breastfed at least one baby 


for 6 months (does not have to be 


currently breastfeeding)  


• Previously or currently a WIC 


participant preferred  


  


Administrative Staff  • Office Experience required  


• Health-related experience 


preferred  


  


2. Educational and professional credentials as well as required staffing levels may be waived on 


a case by case basis.  


3. Current job descriptions for all Maine CDC WIC Nutrition Program staff must be on file and 


must show a clear role delineation as it relates to the WIC certification process.  


4. Local Agency directors must designate another staff person at the Local Agency to serve as 


Temporary Administrator to provide back-up assistance during any absence.  This individual 


must have authority to make programmatic decisions.   


5. The State Agency shall track and analyze local staffing patterns though the Monitoring and 


Evaluation Review (MER) process (see Policy MA-2, Monitoring).  


  
Organization and Management (OM)  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011                         Policy No. OM-5 


Revised: October 1, 2017 


Disaster Recovery 


Authority 


7 CFR §246.7(c), (d)(2)(v)(C), (f)(2)(iii)(A), (g)(2)(3) 


7 CFR §246.12(r)(4) 


22 MRSA §255 and §1951 


Policy 


1. The State Agency is responsible for developing a WIC Program disaster plan.  This plan 


is part of the broader Maine CDC disaster plan. 


2. The State Agency’s WIC Program disaster plan shall include the following components: 


2.1   Procedures to assess the extent of a disaster and report findings 


2.2   Provisions for access to program records 


2.3   Alternative certification and food issuance sites and procedures 


2.4   Food package adjustments 


2.5   Emergency food delivery systems 


2.6   Information System (IS) Recovery 


2.7   IS alternate procedures 


2.8   Emergency authorization of vendors 


2.9   Back-up computer systems 


2.10 Disaster staffing arrangements 


2.11 Use of wireless equipment in Local Agencies 


3. Local Agencies shall have individual disaster plans addressing WIC Program operations 


which shall be updated annually and forwarded to the State Agency office.  Local 


Agency disaster recovery plans must address all of the same components outlined above 


in the State Agency WIC Nutrition Program disaster plan. 
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4. Local Agencies shall be required to have Business Continuity Plans in place which 


address how they shall continue to provide essential WIC functions and services in the 


event of business disruptions such as theft or vandalism, equipment or information 


technology systems failure, loss or illness of key staff, corporate mergers or shut-downs 


impacting vendors and participants. These plans shall be updated annually. 


5. The State Agency shall designate a staff person to coordinate disaster planning. 


6. In the event of a disaster, Local Agency supervisors shall contact the State Agency to 


report the Agency’s status. 


7. Disaster-related evacuees who seek WIC benefits shall be considered as special 


nutritional risk applicants and receive expedited certification processing. 


8. In case of disaster, the State Agency may authorize Local Agencies under its jurisdiction 


to establish shorter certification periods on a case-by-case basis.  If the State Agency 


exercises this option, it shall issue guidance for use by Local Agencies in establishing the 


shorter periods. 


Procedures 


1. When a disaster occurs, the Local Agency WIC director shall contact the State Agency to 


check in with readiness level.  


2. The annual Management Evaluation Review (MER) shall monitor the timeliness of 


changes to the Local Agency plans. 


3. All plans must be approved by the Department of Health and Human Services and shall 


be reviewed for compliance and consistency with the State Agency disaster plan. 


4. Local Agency plans shall include: 


4.1. Contact information for: WIC staff, State Agency staff, and local emergency or other 


services phone numbers. 


4.2. Site information, including: 


4.2.1. Driving directions to the office and/or clinic. 


4.2.2. Description of agency site, including elevators and stairs, and location of WIC 


office within the agency. 


4.2.3. General agency building information (e.g., if electricity is out, is power provided 


by generator?  If so, how long?) 


4.2.4. Floor plan of WIC office, specifically identifying location of necessary 


equipment, keys to locking cabinets, special formula log, location of food 


instruments or e-WIC card stock. 
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4.2.5. Identification of alternate site options, (other state offices, clinics, other 


community options) 


5. State and Local Agency business continuity plans shall cover the following topics: 


5.1. Assessment of the likelihood of a particular crisis occurring and its possible 


frequency 


5.2. Determination of the potential impact the crisis has on business operations 


5.3. Plan to minimize the potential impact of the crisis upon business 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


 


Effective: October 1, 2012              Policy No. OM-6 


Revised: October 1, 2017 


Employee Fraud and Abuse 


Authority 


7 CFR §246.4(a)(26) 


22 MRSA §255 and §1951 


Policy 


1. Employees participating in the Maine CDC WIC Nutrition Program shall have the 


same rights, responsibilities and obligations as any other WIC participant. 


2. Employees shall not certify themselves, family members or close friends in the Maine 


CDC WIC Nutrition Program. 


3. As participants in the Maine CDC WIC Nutrition Program, employees shall not make 


case file documentation notes or issue benefits (food instruments/ cash-value 


vouchers or eWIC cards) to themselves, family members or close friends. 


4. Local Agencies must have routine clinic staffing patterns that ensure that two (2) staff 


people are involved in certification of each applicant and participant.  


5. In the event that one person must complete the certification process alone, the Local 


Agency director or designee shall perform chart audits of all nonbreastfeeding infant 


records and at least 20% of children and women records certified.   


6. All one staff member certification chart audits shall be available for review during the 


Local Agency Management Evaluation Review. 


Procedure 


1. For any clinics that are operated by only one staff person, the Local Agency director 


shall have safeguards in place to prevent fraudulent activities, including but not 


limited to: 


1.1. Rotate assigned staff members  


1.2. Have adjunctive eligibility determination done by another staff member at the 


main site 


1.3. Perform routine chart audits and create a log of findings (Appendix OM-16-A 


Separation of Duties File Review Form) 
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1.3.1. Local Agency Director or designee other than the certifier must conduct a 


post-clinic file review of all nonbreastfeeding infant certification records and 


at least 20 percent of all other certification records within two (2) weeks of the 


certification.  


1.3.2. Documentation of all file reviews must be maintained at the Local Agency for 


review during the State Agency Management Evaluation Review or upon 


request. 


1.4. Conduct unscheduled site visits 


2. Certifications done in clinics staffed with multiple WIC staff members must have 


documentation of more than one staff member performing certification duties of 


determining income eligibility and nutrition risk. 


3. When WIC staff member(s) are program participants or have relatives/close friends 


enrolled in the program, local agency management staff shall conduct regular file 


audits to ensure WIC staff members are not actively documenting in the records or 


involved in any way with benefit issuance. 


4. Any deliberate effort to defraud or abuse the Maine CDC WIC Nutrition Program 


(whether or not the employee is a WIC participant) including, but not limited to the 


following, shall be considered an act of employee misconduct: 


4.1. Illegally taking WIC checks or eWIC cards 


4.2. Certifying fictitious participants 


4.3. Giving false/misleading information in order to become certified for WIC benefits 


4.4. Theft of formula or other food 


5. Suspected intentional fraud or abuse shall be investigated by the Local Agency with 


assistance from the State Agency and may require investigation through the DHHS 


Fraud Recovery Unit, Maine Office of the Attorney General and/or the local police 


department. 


6. Action to be taken as a result of an investigation of fraud or abuse (whether or not the 


employee is a WIC participant), beyond sanctions applicable to WIC participants (see 


Policy OM-7, Participant Abuse for an explanation of the participant sanction 


system), shall depend on Local Agency personnel policy and procedures concerning 


employee misconduct. 


7. The State Agency shall require that the Local Agency promptly remove any Local 


Agency employee suspected to be abusing the Maine CDC WIC Nutrition Program 


from WIC benefit issuing or processing responsibilities until the Local Agency 


investigation is completed.   
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2012                                                                                    Policy No. OM-7 


Revised: October 1, 2017 


 


Participant Fraud and Abuse of WIC Funds and Services 


Authority 


7 CFR §246.12(u); §246.23; §246.9 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, § II.I 


 


Policy 


1. State and Local Agency staff shall immediately investigate all claims of participant fraud 


and abuse of WIC funds and/or services. 


2. Any findings of participant abuse shall be sanctioned appropriately.  


3. WIC food benefits are intended only for the enrolled WIC participant who is a resident of 


the state of Maine. 


Procedures 


1. Examples of participant fraud and/or abuse of the Maine CDC WIC Nutrition program 


include but are not limited to the following: 


1.1 Participating in more than one WIC program simultaneously (dual participation; see 


Policy OM-9 Dual Participation).  


1.2 Providing fraudulent information, or intentionally making a false or misleading 


statement, or intentionally misrepresenting, concealing or withholding facts to obtain 


or retain benefits, including but not limited to:  information concerning income, 


family size, residence and/or medical history. 


1.3 Failing to provide proof of the ending of a pregnancy, other than by live birth, within 


30 days of receiving benefits based on that pregnancy. 


1.4 Redeeming WIC checks at a vendor (store, farm stand or farmers’ market) that is not 


authorized to accept them. 


1.5 Trafficking of or the attempt to traffic WIC food instruments, breastpumps or WIC 


food items, including but not limited to selling, exchanging or offering to sell, or 
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exchange of WIC food instruments, breast pumps, or WIC food items to other 


individual parties for cash, credit, non-food items, or unauthorized food items. 


1.6 Trafficking of or the attempt to traffic WIC food instruments or WIC food items for 


cash from vendors, or credit from vendors toward the purchase of unauthorized foods, 


controlled substances or other items of value in place of approved foods. 


1.7 Trafficking of or attempting to traffic WIC food instruments, WIC food items or 


breast pumps, by offering, selling, or attempting to sell in print or online, or by any 


other method. 


1.8 Returning WIC foods to a vendor for cash, credit or non-WIC foods. 


1.9 Giving away WIC food instruments or foods obtained with WIC food instruments, 


instead of returning them to a local WIC agency. 


1.10 Forging, altering, tampering with or making changes to a WIC food instrument or 


medical formula voucher.  


1.11 Speaking to WIC staff, vendor personnel, and/or other WIC participants in a 


threatening or derogatory manner. 


1.12 Threatening to harm or physically harming WIC clinic staff, vendor personnel and/or 


other WIC participants. 


1.13 Intentionally damaging WIC clinic or vendor property. 


1.14 Any other violation of state or federal statutes or rules. 


2. The local agency director shall contact participants who are suspected of selling a WIC 


food, formula or breastpump.  


2.1 Contact with the authorized representative shall be made immediately upon 


notification of the potential sale.  


2.2 A letter addressing the online sale shall be sent to the last known mailing address if 


in-person and phone contact cannot be made immediately.   


2.2.1 Sample letter addressing online sales is included in Appendix OM-7-A.  


3. If the State Agency determines that program benefits have been obtained or disposed of 


improperly as the result of participant abuse, the State Agency shall establish a claim 


against the participant for the full value of such benefits.   


3.1 For all claims, the State Agency shall issue a certified letter (see Appendix OM-7-B 


Sample Participant Abuse Letter) requiring repayment, including: 


3.1.1 Notification that the participant shall pay full value of the claim or request 


a repayment schedule which specifies repayment frequency and amount; 
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3.1.2 A warning statement that failure to pay the claim or any subsequent 


violation shall result in disqualification; 


3.1.3 Information on the process to appeal the decision requiring repayment of 


the claim, including the procedures to follow to obtain a fair hearing, 


pursuant to DHHS Administrative Hearing Rule, Chapter 1 (see Appendix 


OM-17-A Notification of Appeal Procedure). 


3.2 If full restitution is not made, or a repayment schedule is not agreed on within thirty 


(30) days of receipt of the letter, the State Agency shall take additional collections 


action until restitution is made or a repayment schedule is agreed upon, unless the 


State Agency determines that further collections action would not be cost effective. 


3.2.1 Cost benefit analysis shall include number of State Agency and/or local 


agency staff hours, legal expenses, total value of claim involved, and/or 


the nature of the fraudulent actions. 


3.3 Failure to pay the claim shall result in: 


3.3.1 Referral to the DHHS Fraud Investigation and Recovery Unit 


3.3.2 Mandatory disqualification 


3.4 Restitution may not include offsetting the claim against future program benefits, even 


if agreed to by the participant or the parent or caretaker of an infant or child 


participant. 


4. The State Agency shall document the disposition of all participant claims using the 


standard repayment form (Appendix OM-7-C). In addition to establishing a claim, the 


State Agency must determine whether participant disqualification is required pursuant to 


7 CFR §246.12(u)(2). 


4.1 At the time the State Agency notifies a participant of disqualification, the State 


Agency shall advise the participant of the procedures to obtain a fair hearing (See 


policy OM-16 Fair Hearing and Appendix OM-16-A Notification of Appeal). 


4.2 The State Agency shall require mandatory one year disqualification whenever one or 


more of the following is assessed: 


4.2.1 A claim of greater than or equal to $100 


4.2.2 A claim of dual participation 


4.2.3 A second claim or subsequent claim of greater than or equal to $2.00 


4.3 The State Agency may decide not to impose a mandatory disqualification if: 


4.3.1 Within thirty (30) days of receipt of the letter requiring repayment, full 


restitution is made; 


4.3.2 A repayment schedule is agreed on; or  
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4.3.3 In the case of a participant who is an infant, child or under age 18, the 


State Agency approves the designation of a proxy 


4.4 The State Agency may permit a participant to reapply for the Program before the end 


of a mandatory disqualification period in the following circumstances: 


4.4.1 Full restitution is made or a repayment schedule is agreed upon or, 


4.4.2 In the case of a participant who is an infant, child or under age 18, the 


State Agency approves the designation of a proxy. 


4.5 The State Agency may suspend participants from the Maine CDC WIC Nutrition 


Program for up to three (3) months when notified, by local agency reports or other 


sources, of the following circumstances: 


4.5.1 When a participant or any other person acting on behalf of the participant 


speaks to clinic staff, vendor personnel, and/or other WIC participants in a 


threatening, discriminatory or derogatory manner.  


4.5.2 When a participant or any other person acting on behalf of the participant 


physically assaults clinic staff, vendor personnel, and/or other WIC 


participants.  Local Agency staff shall also contact the local police and the 


State Agency in such an instance.   


4.5.3 When a participant or any other person acting on behalf of the participant 


intentionally damages WIC clinic or vendor property. 


4.5.4 When a participant or any other person acting on behalf of the participant 


alters a WIC food instrument, including the client or authorized 


representative names, authorized representative or proxy signatures, 


identification numbers, dates or quantities or types of foods, or an eWIC 


card, including the personal account number (PAN). 


4.6 In all cases of disqualifications from the program, the participant must receive written 


notice of disqualification not less than fifteen (15) days before the disqualification.   


4.6.1 The State Agency shall send written notice of disqualification from the 


program to the participant.  


4.6.2 A copy of the written notice shall be maintained in the participant’s 


electronic record. 


4.6.3 The Notification of Appeal Procedure form (Appendix OM-16-A) must be 


completed, including documentation of the specific program abuse, and 


sent along with the written notice of disqualification to the participant.    


5. The State Agency shall refer cases of program fraud and abuse of food benefits and/or 


services to the DHHS Fraud Investigation and Recovery Unit when fraud and/or program 


abuse is suspected or confirmed. 
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5.1 Local Agency staff shall report all cases of suspected fraud and/or program abuse to 


the State Agency, including all known details of the situation. 


5.2 Suspected fraud/abuse of the program which shall be referred includes but is not 


limited to: 


5.2.1 Sale of, or intent or attempt to sell WIC foods  


5.2.2 Sale of, or intent or attempt to sell WIC FIs (including eWIC benefit cards 


and/or WIC checks)  


5.2.3 Sale of, or intent or attempt to sell WIC loaner electric breastpump(s)  


5.2.4 Refusal to return WIC loaner electric breastpump when authorized loaner 


period has expired 


5.2.5 Intentional misrepresentation of family size and/or income 


5.2.6 Intentional misrepresentation of Maine residence 


5.2.7 Intentional misrepresentation of relationship to WIC participant 


5.2.8 Continued redemption of WIC FIs by a parent/authorized representative 


for a child who is no longer in the parent or authorized representative’s 


care or custody  


5.2.9 Continued redemption of WIC FIs after a participant  has moved out of the 


state 


5.2.10 Misrepresentation of being pregnant, less than 6 months postpartum, or 


breastfeeding 


5.3 All actions taken as a result of participant abuse must be documented in the 


participant’s file.  This includes, but is not limited to, verbal warnings, written 


warnings, and/or disqualification. 


5.4 The State agency shall send the participant a warning letter before imposing 


sanctions.  If a warning letter is sent, the local agency must send a copy of the letter to 


the State Agency. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012               Policy No. OM-8 


Revised: October 1, 2018 


Parental and Custodial Rights 


Authority 


22 MRSA §255 and §1951 


Policy 


1. The authorized representative for a child enrolled in the Maine CDC WIC Nutrition 


Program may be a parent (mother or father), a foster parent, legal guardian, or relative 


who have been granted custodial care of a child.   


2. Only parents or guardians who have rights of contact may be named as authorized 


representative for minor child participants.  


3. In cases of allocated/shared parental rights, regardless of the amount of time that a parent 


has visitation of his/her children, either parent may apply and be certified to receive 


Maine CDC WIC benefits.  


4. When a change in custody occurs, official documentation shall be presented in order to 


update authorized representative information. 


5. Maine CDC WIC Nutrition Program benefits follow the child/children.  Parents are 


responsible for fair distribution of food benefits as specified in court-orders.   


Procedure 


1. In allocated/shared custodial rights situations, the parent/guardian who applies first shall 


be authorized as the child/children’s representative.  


1.1. If a parent named as authorized representative for a minor participant(s) decides to 


discontinue participation in the program, the other parent with allocated/shared 


parental rights may choose to apply for WIC benefits for the minor participant(s).   


2. In allocated/shared custodial rights situations, the parent/guardian who serves as the 


authorized representative shall be expected to share the benefits between households to 


accurately reflect the actual allocation of responsibility between parents for feeding the 


child/children.   


2.1. Custodial rights arrangements as stated in court-ordered paperwork shall determine 


the allocation of responsibility between parents/guardians for feeding the 


child/children.   
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2.2.   In the event that two parents/guardians who share custodial rights request WIC 


benefits for a child/children, the parent/guardian named as having primary residence 


for the child will be the WIC authorized representative. 


3. Proof of custodial changes must be presented before a change in WIC authorized 


representative is finalized.  Official documentation includes, but is not limited to, the 


following: 


3.1. Court ordered custody papers 


3.2. Guardian ad litem signed letter 


3.3. DHHS Office of Child and Family Services Social Worker documentation 


3.4. Birth certificate (used when one parent has chosen to discontinue child’s participation 


in the program and the other biological parent chooses to apply for that child) 


4. Local Agency staff shall follow the steps below when determining benefit reissuance in 


the case of custodial changes: 


4.1. Verify custody change with appropriate documentation. 


4.2. If child is in a household with other children not changing custody or their mother 


who is no longer the custodial parent, change the Household ID. 


4.3. Change Authorized Representative, proxy(s) and demographic information to reflect 


new custody arrangement. 


4.4. Determine if child has outstanding benefits. 


4.4.1. If no, issue benefits to new authorized representative. 


4.4.2. If yes, establish contact with previous authorized representative and do the 


following: 


4.4.2.1. Inactivate eWIC card account immediately and reissue outstanding 


benefits to new authorized representative eWIC card account, or 


4.4.2.2. Determine if paper food instrument benefits can be returned. Explain 


to previous authorized representative that benefits are to follow the 


child and cannot be cashed as the child is not in their custody. 


4.4.2.2.1. If benefits can be returned, wait one calendar week for their 


return. Formula can be provided from the Local Agency’s 


supply, if needed and available. Referrals should be made 


to local area resources if food is needed immediately.  


4.4.2.2.2. When benefits are returned, issue replacement benefits for 


the remainder of the issuance month to the new authorized 


representative.  
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4.4.2.3. If unable to contact previous authorized representative or benefits are 


not returned, send a letter to last known address stating that the eWIC 


account has been deactivated (those with eWIC benefits) or that 


benefits follow the child and need to be returned (those with paper 


food instruments).   See Appendix OM-8-A Sample Letter for Custody 


Change. 


4.4.2.3.1. For those with outstanding paper food instruments, issue 


one month of benefits to the new authorized representative 


for the child, and document the situation in a General Note 


in the WIC electronic record. Do not void outstanding 


benefits issued to previous authorized representative. 


Monitor outstanding benefits for redemption. 


4.4.2.3.2. If benefits are redeemed, see OM-7 Participant Abuse for 


process to recover funds.  


4.4.2.3.3. Change benefits issuance frequency to tri-monthly when 30 


days after Last Date to Use (LDTU) of last outstanding 


benefits has elapsed, as vendors have 30 days after the 


LDTU to process the WIC check.   


5. The Local Agency shall inform the State Agency in situations when disagreements about 


allocation of benefits and feeding responsibility between parents/guardians cannot be 


resolved. 


6. Local Agency staff shall request authorized representatives to promptly notify the Local 


Agency when changes in custodial rights arrangements which affect the fair distribution 


of food benefits have occurred.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 
Effective: October 1, 2011                                                                                   Policy No. OM-9 


Revised: August 1, 2016 


Dual Participation 


Authority 


7 CFR §246.4(16); §246.7(j),(l); §246.12(u)(2); and §246.23(c)(1)  


Policy 


1. Participating in more than one WIC program simultaneously is considered to be 


participant abuse. 


2. The State Agency shall have written procedures to prevent and detect dual participation 


within each Local Agency and among Local Agencies. 


3. The State Agency shall have written agreements with two Indian Tribal Organizations 


(ITOs) in Maine and New Hampshire for the detection and prevention of dual 


participation.  These agreements shall be renewed annually. 


4. All participants, parents or caretakers shall be informed of the illegality of dual 


participation during the certification process. 


5. Participants found in violation due to dual participation shall be immediately terminated 


from participation in one of the programs. 


6. In cases of dual participation resulting from intentional misrepresentation, improperly 


issued benefits shall be collected in accordance with 7 CFR Part 246. 23(c)(1) and the 


participant shall be disqualified from both programs for one year in accordance with 7 


CFR 246.12(u)(2), following fair hearing procedures and the sanctioning system outlined 


in Policy OM-7, Participant Fraud and Abuse. 


Procedure 


1. The WIC Management Information System (MIS) shall generate a Dual Enrollment 


Report which identifies possible duplicate enrollment.  The report shall be compiled 


monthly by the State Agency. 


2. The State Agency shall screen the Dual Enrollment Report and forward unexplained 


possible dual participant questions to the Local Agencies for investigation and 


verification.   


2.1. The State Agency shall inactivate one of the records upon confirmation from Local 


Agency staff that the records belong to the same participant.   
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3. The State Agency runs the electronic Dual Participation query monthly after end-of-


month is completed to identify possible duplicate records between Maine participants and 


the ITOs within the state borders.  If records of possible duplicate participation are 


identified, the State Agency shall follow up with the ITO and the Local Agency involved 


as appropriate.   


4. The State Agency shall investigate suspected dual participation with New Hampshire 


and/or any other state upon report from local agency staff and/or reports from other 


participants or the general public. 


4.1. Local Agency staff shall ask about participation in any other state WIC Program at 


enrollment appointments of families enrolling for the first time or reapplying for 


benefits. 


4.2. When asking authorized representatives to sign for program rights and responsibilities 


local Agency staff shall inform WIC applicants that it is illegal to participate in more 


than one WIC Program simultaneously. 


4.3. Local agency staff shall request VOC information when an applicant reports: 


4.3.1. Recent move from another state 


4.3.2. Recent change in custody for a child enrolled in WIC in another state 


4.3.3. A child receives Medicaid benefits in another state 


4.3.4. WIC participation in another state but applicant does not have most recent VOC 


information 


5. Local Agencies must take follow-up action and report to the State Agency within sixty 


(60) days of the date of notification of dual participation. 


6. All actions taken as a result of participant abuse must be documented in the participant’s 


file.  This includes, but is not limited to, verbal warnings, written warnings, suspensions, 


and terminations. 


7. If the State Agency determines that program benefits have been obtained or disposed of 


improperly as the result of a participant’s dual participation, the State Agency must 


establish a claim against the participant, as outlined in Policy OM-7 Participant Abuse. 


8. In addition to establishing a claim, the State Agency must determine whether 


disqualification is required by 7 CFR Part 246.12(u)(2) and if so, follow the procedures 


outlined in Policy OM-7 Participant Abuse. 
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Maine Center for Disease Control and Prevention  


WIC Program Conflict of Interest Statement 


 


Appendix OM-13-B 


Revised 10/01/2018 


 


This is to acknowledge that the Department of Health and Human Services, or its designee, has explained the 


following to me: 


I am signing this form to acknowledge that the Department of Health and Human Services, or its 


designee, has explained to me the necessity of and legal requirement to have no conflict of interest in the 


work I perform with WIC authorized vendors and WIC participants. 


I hereby agree to recuse myself from any authorization, review, monitoring, or investigation of a vendor 


with whom I have any affiliation, relationship or direct interest, or from a WIC applicant with whom I 


have a personal relationship. 


“Interest” and “personal relationship” may include, but is not limited to: current or former ownership in 


the business; current or former employment with the business; current or former personal contractual 


relationship with the business (example: paid consultant); familial relationship; personal friendship; 


and/or current or former relationship to an owner or employee which could reasonably be construed to 


constitute a conflict of interest (personal relationships may be perceived by the public as a potential 


conflict of interest); I assure that I do not have any bias in favor of, or in opposition to, any of the vendors 


or to the WIC applicants and/or participants I certify and/or issue benefits to. 


In addition: 


 I will not release program vendor information except for the vendor’s name, address, telephone 


number, website/e-mail address, store type and authorization status.  All other vendor 


information is confidential and may not be released without the prior approval of the State 


WIC Agency. 


 I will not endorse any WIC authorized vendor or discourage WIC participants from using a 


specific authorized vendor. 


 I will not engage in any promotions for a WIC authorized vendor. 


 I will not receive any gratuities including cash, food or coupons from any WIC authorized 


vendor or vendor applicant 


 In situations where I inadvertently access confidential information documentation (paper or 


electronic records), concerning individuals to whom I am related or have a personal 


relationship, I shall immediately terminate my access to the information and make my 


supervisor aware of the incident or inadvertent access. 


Please Note: FAILURE TO ADHERE TO THE PROVISIONS OF THIS AGREEMENT COULD 


RESULT IN DISCIPLINARY ACTION UP TO AND INCLUDING TERMINATION. 


 


  


 Date: ______________________ 


 


 Employee Name (Print): _________________________ Signature: _____________________________ 


 


 


Witness Name (Print): ___________________________ Signature: _____________________________ 


 






Lisa Fournier

		Maine Center for Disease Control and Prevention                                                                                                                                                                                                 Maine CDC WIC Nutrition Program



		Staff Continuing Education Log

		Minimum training requirements:                                                                                                                                                                   

		15 AND approved CPEs (annually): RD/LD

		10 AND approved CPEs (annually): DTR/DTL/All other Counselors								þ

		15 CERPs (annually): IBCLC 

		6 CERPs (annually): CLC  

		4 CERPS (annually): All non CLC/ IBCLC Staff

		Blood borne pathogens (annually): All Staff								þ

		Civil Rights training (annually): All Staff								þ

		Anthropometric/Hematological training (biannually): All Certifying Staff



		FFY:  2015

		Staff Member Name:  Lisa Fournier

		Staff Member Position, including Credentials:  Nutrition Counselor II, Bath Clinic Manager, IBCLC, BF Coordinator



		Date		Meeting Attended		Provider		Continuing Education Units Earned

								RD-DTR CPEs		Civil Rights		L-CERPs		E-CERPs		R-CERPs		Other		Total Hours

		10/31/14		wic turns 40		maine cdc wic		5												5

		nov 6 and 7 2014		trusting moms , trusting the process		best connection						12								12

		11/14/14		Helping cheldren eat and grow well in childcare 		Ellyn Satter institute 		6												6

		2/23/15		spirit upgrade 		heidi morin												0.75		0.75

		1/29/15		anthro training 																0

		3/25/15		BBP		me public health nurse 												BBP		0

		05/028/2015		civil rights						x										0

		6/25/16		data security 		wic policy manual														0

		09/21/2015-09/24/2015		carseat tech training 		safe kids international 												34		34

								11		0		12		0		0		34.75		57.75



				NOTE:  need civil rights topics covered, # hours

				NOTE:  Need name of anthropometrics training provider

				NOTE:  need date of last hematological training























































Sara D

		Maine Center for Disease Control and Prevention                                                                                                                                                                                                 Maine CDC WIC Nutrition Program



		Staff Continuing Education Log

		Minimum training requirements:                                                                                                                                                                   

		15 AND approved CPEs (annually): RD/LD								þ

		10 AND approved CPEs (annually): DTR/DTL/All other Counselors

		15 CERPs (annually): IBCLC 

		6 CERPs (annually): CLC  								þ

		4 CERPS (annually): All non CLC/ IBCLC Staff

		Blood borne pathogens (annually): All Staff								þ

		Civil Rights training (annually): All Staff								þ

		Anthropometric/Hematological training (biannually): All Certifying Staff



		FFY:  2015

		Staff Member Name:  Sarah Donohoe, RD

		Staff Member Position, including Credentials:  Nutrition Counselor II



		Date		Meeting Attended		Provider		Continuing Education Units Earned

								RD-DTR CPEs		Civil Rights		L-CERPs		E-CERPs		R-CERPs		Other		Total Hours

		10/31/14		WIC Turns 40		Maine CDC WIC Nutrition Program		5												5

		11/7/14		Trusting Moms, Trusting the Process		The BEST Connection		6												6

		11/14/14		Helping Children Eat and Grow		Ellyn Satter		6												6

		2/24/15		SPIRIT Training Upgrade		Karen Gallagher														0

		1/29/15		Anthro Training														X		0

		3/16/15		BBP Training		Maine Public Health Nurses												X		0

		5/28/15		Civil Rights Training		Sarah Lash				x										0

		6/1-6/5/2015		CLC Training		Healthy Children Project		45												45

		8/17/15		Safe Sleep		Dawn Flag												1.5		1.5

		9/30/15		Substance Use in Pregnancy		DHHS												6.5		6.5

								62		0		0		0		0		8		70

				NOTE:  need civil rights topics covered, # hours

				NOTE:  Need name of anthropometrics training provider

				NOTE:  need date of last hematological training























































Sarah L

		Maine Center for Disease Control and Prevention                                                                                                                                                                                                 Maine CDC WIC Nutrition Program



		Staff Continuing Education Log

		Minimum training requirements:                                                                                                                                                                   

		15 AND approved CPEs (annually): RD/LD								þ

		10 AND approved CPEs (annually): DTR/DTL/All other Counselors

		15 CERPs (annually): IBCLC 

		6 CERPs (annually): CLC  								þ

		4 CERPS (annually): All non CLC/ IBCLC Staff

		Blood borne pathogens (annually): All Staff								þ

		Civil Rights training (annually): All Staff								þ

		Anthropometric/Hematological training (biannually): All Certifying Staff



		FFY:  2015

		Staff Member Name:  Sarah Lash, RD

		Staff Member Position, including Credentials:  Nutrition Coordinator



		Date		Meeting Attended		Provider		Continuing Education Units Earned

								RD-DTR CPEs		Civil Rights		L-CERPs		E-CERPs		R-CERPs		Other		Total Hours

		10/31/14		WIC 40th Anniversary Conference		State WIC Staff		5												5

		11/6/2014-11/7/2014		BEST Connection: Trusting Moms, Trusting the Process		Carol Thomason & Cheryl Scott						12								12

		11/14/14		Helping Children Eat and Grow Well in Childcare		Pam Estes, Ellyn Satter Institute		8												8

		2/23/15		SPIRIT Upgrade Traning		Heidi Morin												0.75		0.75

		1/29/15		Anthropometric Training		Sarah Donohoe												X		0

		3/16/15		Blood Borne Pathogens		Melissa Scholz												1		1

		3/27/15		6 for ME Breastfeeding Learning Collaborative		Maine Health/Let's Go!						6								6

		5/13/15		Farmers' Market Training		Heidi Morin												0.5		0.5

		6/3/15		Civil Rights		Sarah Lash				X										0

		6/16/15		Data Security		WIC Policy Manual												X		0

		6/16/15		AND Practice Paper: Promoting and Supporting Breastfeeding		AND		1												1

		6/27/15		Anatomy & Physiology of Lacation		Lacation Education Resources		2												2

		8/17/15		Safe to Sleep		Dawn Flagg												1.5		1.5

								16		0		18		0		0		3.75		37.75



				NOTE:  need civil rights topics covered, # hours

				NOTE:  need date of last hematological training

















































ContinuingEducationLog

		Maine WIC Nutrition Program

		Staff Continuing Education Log



		Minimum training requirements:                                                                                                                                                                   

		15 hours appropriate to provision of WIC services (annually): all staff except BFPCs

		6 breastfeeding hours (annually): all staff  

		Blood borne pathogens (annually): all staff 

		Civil Rights training (annually): all Staff, including volunteers

		Mandated Reporter training (annually): all staff

		Anthropometric training (biennually): all certifying staff

		Hematological training (biennually): all certifying staff



		FFY:  

		Staff Member Name:  

		Staff Member Position



		Date		Training		Provider		Continuing Education Units Earned

								Nutrition and Health		BF		Civil Rights		Mandated Reporting		Blood Borne Pathogen		Other				Total Hours

																						0

																						0

																						0

																						0

																						0

																						0

																						0
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																						0
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																						0

																						0

																						0
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																						0

																						0

																						0

		Total Hours						0		0		0		0		0		0				0










 


 
 


Mandated Reporter Worksheet 


 


The following is information that will be requested/required at the time a report is made to Child Protective 
Intake.  It is not necessarily expected that you will have all of this information available when you file a report, 


however this is information that you can anticipate being asked for.  The more information you have available, 
the clearer the decision regarding CPS response.  


 


When the worksheet is complete with information that the reporter has available; the next step is to call Maine 
Child Protective Intake @ 1-800-452-1999.   


 
Name of Referent (reporter):  __________________________ Agency:     ________________ 


Address:   ____________________________ Tel :      ________________ 
    ____________________________  


 


Requesting Confidentiality:   Yes  No 
 


Name of primary caregiver: ____________________________ 
Address:   ____________________________ Tel :      ________________ 


    ____________________________ Work tel.: _________________ 


 
Other adults in home: ____________________________ 


    ____________________________ 
 


Name of child:____________________________ Age:_______  Gender:___________________ 


Name of child:____________________________ Age:_______  Gender:___________________ 
Name of child:____________________________ Age:_______  Gender:___________________ 


Name of child:____________________________ Age:_______  Gender:___________________ 
 


Out of home parent:  ____________________________ 
Address:   ____________________________ Tel :      ________________ 


    ____________________________ Work tel.: _________________ 


 
Visitation/custody arrangement:_______________________________________________________ 
 


 


Child Care/Educational Status:_____________________________________________________ 
 


 
Primary Language:_________________________________ 


 


Native American Heritage:  Yes No 
 


Presenting Issue (Concern):__________________________________________________________________ 
 


 


 


 







 


 


Presenting Issue (continued) 


 


 


 


 


 


 


 


Domestic Violence Concerns:_________________________________________________________________ 
 


 


 


 


Mental Health Concerns/Diagnoses:__________________________________________________________ 


 


 


 


 
Substance Abuse Concerns:_________________________________________________________________ 


 


 


 


 


Service Providers: __________________________  Agency:    ________________________ 
Address:  ____________________________ Tel :      ______________________ 


   ____________________________  


 
Provider:  __________________________  Agency:    ________________________ 


Address:  ____________________________ Tel :      ______________________ 
   ____________________________  


 


Provider:  __________________________  Agency:    ________________________ 
Address:  ____________________________ Tel :      ______________________ 


   ____________________________  
 


Relative Resources: ____________________________ Relationship:____________________ 


Address:  ____________________________ Tel :      ______________________ 
   ____________________________ 


 
Relative:  ____________________________ Relationship:____________________ 


Address:  ____________________________ Tel :      ______________________ 
   ____________________________ 


 


Relative:  ____________________________ Relationship:____________________ 
Address:  ____________________________ Tel :      ______________________ 


   ____________________________ 
 








 


Office of the Commissioner 


Health Information Privacy and Security - 


Minimum Necessary Policy 


 


Policy#: DHHS-03-13 Issue Date: 7/17/13 


 Revised Date: 10/01/2019 


 1. SUBJECT 
Health Information Privacy and Security - Minimum Necessary Policy 


 11.POLICY STATEMENT 
The Department of Health and Human Services (the Department) and its offices, programs and 
facilities will make reasonable efforts to use and disclose only the minimum necessary protected 
health information (PHI), or other consumer-identifiable information (together, "Protected 
Information" or PI) in any format to accomplish the intended work-related purpose(s). 


 111. RATIONALE 


The minimum necessary policy is required by the Health Insurance Portability and 
Accountability Act (HIPAA) Privacy Rule and good business practice. Since the 


Department is also subject to other federal and state legal requirements that require the protection 


of PI, the minimum necessary policy applies to the entire Department, and all programs, 


facilities, and offices that create, maintain, access, transmit or receive PI. 


IV.      PROCEDURE STATEMENT 


1. Our workforce will not use or disclose more than the PI necessary to accomplish 
the intended purpose of such use or disclosure. 


2. The minimum necessary policy does not apply in the following situations: 
 Disclosures to or requests by a health care provider for treatment purposes. 
 Disclosures to the individual who is the subject of the information. 
 Uses or disclosures made pursuant to an individual's authorization. 
 Uses or disclosures required for compliance with the HIPAA Administrative 


Simplification Rules. 
 Disclosures to the U.S. Department of Health and Human Services (HHS) 


when disclosure of information is required under the Privacy Rule for 
enforcement purposes. 


 Uses or disclosures that are required by other law. 
 Where an entire record is disclosed, the reason for such disclosure should be noted. 


 In the event that more than the minimum necessary PI is disclosed, even where the 
disclosure is inadvertent or unintentional, that disclosure is required by law to 
be reported to the applicable Privacy/Security Liaison and, in collaboration 
with the Director of Healthcare Privacy, investigated for potential breach 
notification under federal and state law. 


Policy  







 


3. The right to access PI in any format, including on computer systems, must be documented 
and maintained by the Office Director or his/her designee, in collaboration with the Office 
of Information Technology, which grants electronic access at the direction of the 
Department. Such documentation must identify the persons or classes of persons within 
the Department who need access to PI to cårry out their job duties, the categories or types 
of PI needed, and conditions appropriate to such access. For example, hospitals may 
implement policies that permit a category (i.e. providers) including doctors, nurses, or 
others involved in treatment, to have access to the entire medical record, as needed. 


4. Routine disclosures must always be limited to the minimum amount necessary to 


accomplish the purpose of the disclosure, and to no more than the specific PI requested. 


Standard protocols for repeated requests must be developed and utilized. Criteria must be 


established and used to ensure that no more than the minimum necessary PI is disclosed 


in responding to non-routine requests. 


5. Reasonable Reliance - the Department is permitted, but not required, to reasonably rely 


on the judgment of the party requesting the disclosure as to the minimum amount of PI 


that is needed in certain circumstances. This reliance is permitted when the request is 


made by: 


 A public official or agency who states that the PHI requested is the minimum 


necessary for a purpose permitted under 45 CFR 164.512 of the Rule, such as for 


public health purposes (45 CFR 164.512(b)). 
 Another covered entity. 


 A professional who is a workforce member or business associate of the covered 


entity holding the PI and who states that the PI requested is the minimum necessary 


for the stated purpose. 
 A researcher with appropriate documentation from an Institutional Review Board 


(IRB) or Privacy Board, after consultation with the Director of Healthcare Privacy 
and Human Protections Administrator. 


6. Intentional failure to follow this policy will result in sanctions, up to and including 


termination of employment, as set forth in our Health Information Privacy and Security 


Sanctions Policy. 


V.       DEFINITION 
Protected Health Information is information about an individual, including demographic 


information, that may identify the individual, which relates to the individual's past, present, or 


future physical or mental health condition, related health care services or payment for such 


services. 


VI.       DISTRIBUTION 
All Staff via e-mail and posting on the Department Intranet. 
 Date


  Commissioner 
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Office of the Commissioner 


including HIPAA: uses and Disclosures 


 Permitted or Required by Law 


 


 Policy#: DHHS-04-16 Issue Date: 04/11/16 


 Revised Date: 10/01/2019 


SUBJECT 


Health Information Privacy and Security, Including HIPAA: Uses and Disclosures 
Permitted or Required by Law 


 11. POLICY STATEMENT 


The Maine Department of Health and Human Services (the Department) is 
permitted by the Health Insurance Portability and Accountability Act (HIPAA) 
Privacy Rule to use and disclose Protected Health Information (PHI) for 
treatment, payment and healthcare operations (TPO), and other limited purposes 
generally required or permitted by law without obtaining individual permission 
or an opportunity for the individual to agree or object. This policy will also serve 
as a basis for uses and disclosures of confidential consumer identifiable 
information (together with PHI, "Protected Information" or 
"PI") in law-related contexts. 


 111. PURPOSE 


This policy describes the circumstances, other than T PO, and other than 
disclosures permitted by client Authorization to Release confidential information, 
under which the Department is permitted to use and disclose PI without client 
permission. 


GENERAL RULE 


1. In general, any request for PI shall be reviewed and either approved or denied 
by the appropriate program official, in consultation with the General Counsel 
and/or Director of Healthcare Privacy. A statement of legal 
authority/verification underlying the request should be requested. 


2. When PI in any format is disclosed under this policy, it should be restricted to 
the minimum necessary amount of information needed for the stated purpose, 
except when and as required by law. 
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3. Prior to disclosing PI, the following information must be documented and 
maintained in the Department file: the nature of the 


PI; the date; to whom (with title) the PI was given and/or to what 


entity it was released; and a copy or summary of the PI released. 


4. The original record is not to be provided unless ordered by a court. 


PROCEDURE 


The General Counsel and or Director of Healthcare Privacy must be consulted 
whenever a demand or request for disclosure is made for PI and law 
enforcement/legal/judicial/outside governmental 


processes such as the following are involved: 


 Court orders; 


 Court-ordered warrants; subpoenas or summons; 


 Grand jury, inspector general, or administrative subpoena or demand; 


 Any investigative demand or request; 


 Attorney request for discovery or any other document 


containing PI and related to a civil, criminal, workers 


compensation or other legal matter. 


Note: Although we will make reasonable attempts to validate legal and law 
enforcement documentation, our workforce should never 


physically interfere with the execution ofa search warrant. 


PUBLIC HEALTH AND PUBLIC BENEFIT DISCLOSURES 


The General Counsel and or Director of Healthcare Privacy must be consulted 
whenever the following demands or requests for disclosure are made: 


 To provide PI regarding military and veterans' activities as deemed necessary 
by military command authorities to ensure proper execution of a mission; 


 To authorized federal officials conducting lawful intelligence, 
counterintelligence, or other national security 


activities authorized under the National Security 


Act; 


 To authorized federal officials providing protective services to the President of 
the United States, or other authorized persons, or for authorized investigations; 
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 To correctional institutions or law enforcement officials about lawfully 
detained individuals if necessary to provide care to the individual or to protect 
the health and safety of the individual, other inmates, officers, or workforce, 
either at the institution or while transporting the individual. This does not apply 
to PI about inmates released on parole, probation, or who are no longer in 
custody. 


PUBLIC HEALTH AND PUBLIC BENEFIT DISCLOSURES BY OUR HIPAA-COVERED ENTITIES 


The following public health or public benefit-type disclosures of PHI by our 
HIPAA covered entities do not require General Counsel approval (but consultation 
with the General Counsel and/or Director of Healthcare Privacy is advisable where 
questions or concerns around confidentiality exist): 


 To report disease, injury, and vital events statistics (e.g., births and deaths), 
public health surveillance activities, investigations, and interventions; 


 To report child or elder abuse or neglect as required by state law; 


 To the Food and Drug Administration (FDA): For reports about the quality, 
safety, or effectiveness of an FDA regulated product 


or activity, to report adverse events to food or dietary 


supplements, product defects or problems (including the use or labeling of a 
product), or biological product deviations, to track products, to enable product 
recalls, repairs, or replacements, including locating and notifying individuals 
who have received the product, or to conduct required post-marketing 
surveillance; 


 To respond in matters of health oversight activities, including: inspections, 
licensure, or disciplinary actions; 


 Disclosures for certain law enforcement purposes, 


such as to report a crime on the premises or report 


an imminent threat to the health or safety of the 


individual or another; 


 To provide information regarding decedents: To coroners and medical 
examiners made to assist in identifying a deceased 


person, to determine cause of death, or for other duties authorized 


by law, or for all other uses related to decedent information, if authorized by 
the executor or administrator of the estate; 


 To funeral directors as necessary to perform their duties, including disclosures 
made in reasonable anticipation of the individual's death; 







Policy#: DHHS-04-16 Page 4 of 4 


 For organ donation purposes: To organ procurement organizations to facilitate 
organ, eye or tissue donation and transplantation; 


 For research purposes where an Institutional Review Board or HIPAA Privacy 
Board has waived certain authorization requirements and we have received 
valid documentation to that effect. Note that all 


research-related disclosures are to be referred to the Director 


of Healthcare Privacy before fulfilled; 


 To federal, state, or local disaster management 


agencies coordinating response activities to assist them in 


locating or identifying victims or to assist in obtaining medical care 


needed as a result of emergency, disaster or 


bioterrorist acts. 


Vllln DEFINITION 


Protected Health Information (PHI) is information about a patient, including 
demographic information that may identify a patient, which relates to the patient's 
past, present or future physical or mental health or condition, related health care 
services or payment for such services. 


DISTRIBUTION 


All Staff via e-mail and posting on the Department Intranet. 


 Date


 ry C. Mayhe 


Commissioner 
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Policy  DHHS-02-13       Issue Date: 7/17/13  


          Revised Date: 10/01/2019 


1, SUBJECT 


HIV/AIDS - Confidentiality of Information 


POLICY STATEMENT 


Pursuant to Maine law (5 M.R.S.A. Section 19203-D), the Department of Health and Human 
Services (DHHS) maintains this policy to ensure that protected health information (PHI) in any 
format containing HIV/AIDS infection status or test results is kept confidential. 


III.  RATIONALE 


We maintain this policy to comply with Maine law and to protect the confidentiality of our patient's 
and member's PHI. 


IV. PROCEDURE STATEMENT 


 


Department workforce members with access to medical records containing HIV/AIDS infection 
status information or test results shall comply with this written policy providing for confidentiality 
of all patient information. 


HIV/AIDs infection status information or test results shall only be disclosed pursuant to specific 
written authorization of the individual patient to whom the HIV/AIDS information applies or 
consistent with this policy. 


If no specific written permission to release HIV infection status information is obtained by our 
office, and the items in Section D below do not apply, then only non HIV-related PHI may be 
released pursuant to the patient or personal representative's authorization. 


C. Intentional or repeated failure to comply with this policy shall result in disciplinary procedures 
by our office for violation of this policy, as required by Maine law. 


D. A medical record containing results of an HIV test may not be disclosed, discoverable or 
compelled to be produced in any civil, criminal, administrative or other legal or administrative 
proceedings without the written permission of the person who is the subject of an HIV test, except 
in the following cases: 


1 Proceedings held pursuant to the communicable disease laws; 
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Proceedings held pursuant to the Adult Protective Services Act; 


Proceedings held pursuant to the child protection laws; 


 4. Proceedings held pursuant to the mental health laws; 


5. Pursuant to a court order upon a showing of good cause, provided that the court order limits the 
use and disclosure of records and provides sanctions for misuse of records or sets forth other 
methods for ensuring confidentiality. 


The General Counsel or the Director of Healthcare Privacy should be contacted where appropriate, 
prior to release of HIV/AIDS information for the law-related reasons listed in this section, or for 
other non-authorized disclosure, 


E. Patients/members are to be advised by DHHS of the potential implications of authorizing the 
disclosure of HIV status information. 


Utilization review, audits, program evaluation - by law, utilization review committees or peer 
review organizations are permitted to review our PHI, which may include HIV/AIDS information. 
Such organizations must agree to keep such PHI confidential and may not disclose the identities of 
any person whose PHI was reviewed. Additionally, qualified personnel may conduct approved 
scientific research, management audits, financial audits or program evaluation with the use of our 
PHI after appropriate approval, however, they may not identify, directly or indirectly, any 
individual patient's infection status or test results in any report of such research, audit, evaluation 
or otherwise disclose the identities of persons tested in any manner, 


Sanctions - DHHS will investigate allegations of misuse or wrongful disclosure of 


HIV status information and apply disciplinary sanctions as required by federal and Maine privacy, 
security and breach notification law, up to and including termination of employment. 


 DEFINITIONS 


HIV/AIDS is a combined acronym or abbreviation for Human Immunodeficiency Virus (HIV), the 
virus that causes Acquired Immune Deficiency Syndrome (AIDS). 


Protected Health Information is information about a patient, including demographic information, 
which may identify a patient, which relates to the patient's past, present or future physical or mental 
health condition, related health care services or payment for such services. 


VI.  DISTRIBUTION 


All Staff via e-mail and posting on the DHHS Intran 


7 17 /3  


 Date Mary C. Mayhew 


Commissioner 
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Employees’ Confidentiality Statement  
  


This is to acknowledge that the Department of Health and Human Services, or its designee, has explained 
the following to me:  


I am signing this form to acknowledge that the Department of Health and Human Services, or its 


designee, has explained to me the necessity of and legal requirement to keep client information 


confidential and to make sure that my access to confidential information is restricted to that whatever 


is needed to perform my job-related tasks.  I have received training about confidentiality, and I 


acknowledge that I am responsible for knowing what information is by law, statute and rule required 


to be held confidentially.  I am responsible for knowing what confidential information is necessary for 


me to perform my job-related tasks here in the department. By signing this form, I agree to meet the 


requirements of those laws at all times during and after my employment, for as long as I hold or have 


access to any confidential information.  


This information may be related to any individual receiving services from or through any program 


administered or funded by any entity of the Department of Health & Human Services.   


I understand that seeking, obtaining, receiving, retrieval or dissemination by me of any such 


information, whether retrieved or derived from paper or computer sources or in any other manner, 


except in the course of and for the purposes of performing my duties, is expressly prohibited.  


In the situation where I inadvertently discover confidential information in client records, either paper or 


computer or any other manner, concerning individuals to whom I am related or have a personal 


relationship, I shall immediately terminate my access to this information.  I will make my supervisor 


aware of the incident of inadvertent access.  


If I have any questions regarding any aspect of confidentiality, I understand that I should consult my 


supervisor.    


Please Note: FAILURE TO ADHERE TO THE CONFIDENTIALITY PROVISIONS OF STATE LAW 
MAY RESULT IN DISCIPLINARY ACTION UP TO AND INCLUDING TERMINATION.  


I understand that the unauthorized disclosure of confidential information may also result in civil or 


criminal penalties as set out in law.  


______________________  


Date  


  


  __________________________________  


 


Employee Name (Print)  Employee Name (Sign)  


  


__________________________________  


  


  


 


Witness Name (Print)  


  


  


Witness Name (Sign)  


 Distribution:  Original: .................. Return to Personnel for employee’s personnel file.  
 Copy: ...................... Employee  Copy: ...................... 


Supervisor’s fact file  


  
Revised October 1,2019 








 Maine WIC Nutrition Program 


11 State House Station 


Augusta, Maine 04333 


207-287-3991 or 1-800-437-9300        


TTY Users: Dial 711 


Fax: 207-287-3993 


 


Appendix OM-16-A    


Revised: 08/20/2018 
 


Notification of Appeal Procedure 


 


Date of Notice: _________________ Local WIC Agency: ________________________________________________ 


 


Based on information available to the WIC Program, (name) ________________________________________ is not 


eligible to receive WIC benefits. 


                       


Reason (s) for the decision: ___________________________________________________________________________  


 


WIC Representative: _____________________________                _______________________________    
                                                            Name                                                               Title  
 


What can I do?  You can contact the Maine CDC WIC Nutrition Program to discuss your ineligibility and/or request an 


administrative hearing. In an administrative hearing you can tell why you think you were not treated fairly. You tell your 


reasons to an Administrative Hearing Officer who does not work for the WIC program.   
 


How do I ask for an administrative hearing? You or your representative may ask for an administrative hearing by 


signing and returning this form to the Hearing Examiner, Policy and Compliance, Maine Center for Disease Control and 


Prevention, 286 Water Street, 8th Floor, 11 State House Station, Augusta, Maine 04333-0011.  The request must be 


received within sixty (60) calendar days from the date of this notice.  The Office of Administrative Hearings will schedule 


the hearing and send you a letter with the date, time and location of the hearing.  
 


Who makes the decision at an administrative hearing?  After listening to both you and WIC staff and reviewing 


program rules, the Hearing Officer makes a decision, on behalf of the Commissioner of the Department of Health and 


Human Services. Both you and the Maine CDC WIC Nutrition Program will be notified in writing of the decision, by 


mail, approximately thirty (30) days after the hearing is closed.   
 


What can I do if I do not like the decision?  You can appeal the decision within thirty (30) days for judicial review to 


the appropriate Superior Court.  
 


 


I do not agree with the decision made by the WIC program and I request an administrative hearing. 


 Signature ________________________________________________                   Date signed__________________ 


 


 
USDA Non-Discrimination Statement 


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the 


USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from 


discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any 


program or activity conducted or funded by USDA. 


Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, 


American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits.  Individuals who are deaf, 


hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, 


program information may be made available in languages other than English. 


To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online 


at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in 


the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 


completed form or letter to USDA by: 


(1) (1) Mail: U.S. Department of Agriculture 


Office of the Assistant Secretary for Civil Rights 


1400 Independence Avenue, SW 


Washington, D.C. 20250-9410; 


(2)  Fax: (202) 690-7442; or 


(3) Email: program.intake@usda.gov 


 


This institution is an equal opportunity provider. 
 


 



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html






DEPARTMENT OF HEALTH & HUMAN SERVICES 
Division of Administrative Hearings 


Marquardt Building, #11 State House Station 
Augusta, ME  04333 (207)287-3610 


Facsimile (207)287-8448 
 


FAIR HEARING REPORT FORM 


 


       Date Form Prepared:  


 


 
CLIENT NAME:                                                                                  CASE NUMBER: 
 


ADDRESS:  
  
DATE OF REQUEST FOR HEARING:  
 


 


DEPARTMENT CONTACT PERSON:                                   TITLE:  
 
ADDRESS:                                                                                              TELEPHONE # 


 
DHHS OFFICE WHERE THIS HEARING SHOULD BE HELD:  
 


WHO WILL ATTEND FOR THE DEPARTMENT:  
 


WHO WILL ATTEND FOR/WITH THE CLIENT (If you know):  
____________________________________________________________________________________________ 


 


DEPARTMENT ACTION WHICH CLIENT IS APPEALING:  
 


REGULATION UNDER WHICH THE ACTION WAS TAKEN BY THE DEPARTMENT: 
MANUAL TITLE:                                                                                CHAP.      SEC.      PG. 
  


REASON FOR DEPARTMENT’S ACTION:  
 
 
 
 
 
 
 
 
 
 
____________________________________________________________________________________________ 


For Office Use Only:    
hoa: _______________ hd: ________________/Place: ________________/Time: _____________ 






[bookmark: _GoBack]

The Maine WIC Nutrition Program has  agreed to host  intern’s name, Dietetic Intern for a learning experience  in the WIC offices of Agency name.  In order for intern’s name to take part in this WIC appointment today, your consent is needed.





I give my consent for intern’s name, Dietetic Intern, to take part in my WIC appointment today.  By signing below, I give my consent for intern’s name to:



1. observe my appointment

1. ask questions related to my concerns and needs

1. provide information that may be helpful for me and my family







			

Authorized Representative/Proxy Signature					Date









WIC Staff Member Signature



[image: ]	Department of Health and Human Services

Center for Disease Control and Prevention

WIC Nutrition Program

11 State House Station

Augusta, Maine  04333-0011

Tel: (207) 287-3991; Fax: (207) 287-3993

TTY Users:  Dial 711 (Maine Relay)
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Staff_CertLog

		Staff member name		Clinic #/Location		Date of Clinic		# Infant-NBF Certified		# All Other Certifications		WIC ID #s Certified		Category

		Example: Heidi Morin		State office		10/7/16		2		4		10000123		Pregnant

												456		Infant-NBF

												789		Breastfeeding

												147		NBF Mom

												258		Child

												369		Infant-NBF

		Example: Heidi Morin		State office		10/14/16		1		1		987		Pregnant

												654		Infant-NBF

		Example: Heidi Morin		State Office		10/21/17		0		2		10000001		BF Mom

												10000002		Infant FBF







Staff_File Review

		Maine CDC WIC Nutrition Program Local Agency Separation of Duties File Review

		Federal Requirement:  LA Director or designee must review records certified by one staff member within 2 weeks of the certification.  Review must include all certifications of nonbreastfeeding infant records and at least 20% of all other certification records.

		File reviews must be retained for review at Management Evaluation Reviews





		Local Agency

		Clinic



		All Nonbreastfed Infant Records Certified (ID numbers)		ID# Example				ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#

		LA Reviewer Name		KG

		Date of Review		10/11/16

		Certification Effective Date		10/7/16

		Participant DOB		10/1/16

		Annual income amount		12,000

		Household size		2

		Adjunctive Eligibility documented		MC

		Income Proof		self-declared

		ID proof		Hospital ID

		Residency proof		MC

		Anthro:  length		21 in

		Anthro:  weight		8 lbs 2 oz.

		Nutrition assessment note individualized		Y

		Health information:  Feeding level		NBF

		Formula assigned		Sensitive

		Formula type (powder / concentrate / RTU)		P

		Formula amount per month (current)		9 cans

		Referrals		211, car seat

		Authorized representative R&R  signature (Y/N)		Y

		Authorized representative benefit signature (Y/N)		Y



		20% of all other certified records (ID numbers)		ID# Example				ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#		ID#

		LA Reviewer Name		KG

		Date of Review		10/11/16

		Category		Pregnant

		Certification Effective Date		10/7/16

		Participant DOB		1/28/88

		Annual income amount		32,159

		Household size		4

		Adjunctive Eligibility documented		No

		Income Proof		paystubs

		ID proof		Drivers License

		Residency proof		Drivers License

		Anthro:  length/height		66 inches

		Anthro:  weight		170 lbs

		Hemoglobin		12.5

		Nutrition assessment note individualized		Y

		Health information:  Feeding level		NA

		Food Prescription (women and children)		Default

		Formula assigned (Infants and FPIII)		NA

		Formula type (powder / concentrate / RTU)		NA

		Formula amount per month (current)		NA

		Referrals appropriate (Y/N)		Preg packet, 211, voter reg card

		Authorized representative R&R  signature (Y/N)		Y

		Authorized representative benefit signature (Y/N)		Y
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Staff member name


Clinic #/Location


Date of Clinic


Example: Heidi Morin


State office


10/7/2016


Example: Heidi Morin


State office


10/14/2016



[bookmark: _GoBack]SAMPLE LETTER—FORMULA/WIC FOOD SALE ADS

(LA Letterhead)



Authorized Representative Name

Mailing Address

Town, ME   Zip



Dear Participant Name,



Social media and sale websites are monitored for the sale of WIC foods and formula to maintain program integrity. It has been brought to our attention that you have posted an advertisement on social media site for specific WIC formula or food item listed.  As a WIC participant, you agreed to the WIC program rules at enrollment in the program.  Selling, trading or giving away WIC foods and formula is considered fraud and a violation of WIC program rules.

We ask that you remove your advertisement posted on social media site immediately.  A staff member from our office has been unsuccessful at reaching you by phone to discuss this sale. . This does not mean you or your child or children will be removed from being eligible for the WIC Program.  Please call me at 207-xxx-xxxx number if you have any questions or to discuss further. 

Sincerely,

Staff member name

_____________________________________________________________________________________

USDA Non-Discrimination Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.  Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than English. To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: 

1. Mail: U.S. Department of Agriculture 
Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410; 

2. Fax: (202) 690-7442 or 

3. Email: program.intake@usda.gov

This institution is an equal opportunity provider.



Sample script—Formula/WIC Food Sale Ads

· When you enrolled with the WIC Program, we informed you of your rights and responsibilities as a participant

· Your signature was obtained at certification, which indicated you agreed to abide by the rights and responsibilities outlined in your participant handbook (open handbook to R&R page)

· Your responsibility as a WIC participant includes agreement not to sell, trade, or give away any of the benefits you receive from WIC, including formula or food

· It has been brought to our attention that you have posted an ad to sell (the same kind of formula) (specific WIC food item) that you have received from your WIC benefits

· Any (formula) (WIC food) not used must be returned to our office 

If you are told that the formula was purchased by them or received as a gift:

· Thank you for letting me know that the (formula) (WIC food item) was (purchased with your own money) (given to you as a gift)

· We are contacted on a regular basis by people who see (formula) (WIC food item) ads online and want to make sure that WIC participants are not defrauding the program

· We also have staff members who follow up on such ads when they are seen online

· It is my responsibility to make sure you understand that the sale of any (WIC formula) or (WIC food items) is a violation of program participation

If the participant states that she/he did post the ad and sold the formula or food item:

· I appreciate your honesty about this situation

· Because the sale of (WIC formula) (WIC foods) is a violation of program participation, it is my responsibility to follow up with our state office about this.

· If our state office determines that you must repay the program, a staff member from their office will contact you.













Procedure Guidance WIC Staff: Formula/WIC Food Advertised for Sale

		Local Agency is informed of WIC formula, and/or food item(s)  

advertised by WIC participant/authorized representative/proxy



		Call the WIC participant/authorized representative within 2 business days of notification



		Did you reach participant/authorized representative via phone call?



		IF YES

		IF NO



		

		If no answer, leave voicemail asking for return call as soon as possible regarding food benefits



		Discuss situation, utilizing script

		If unable to leave a voicemail or no return phone call with 2 business days, send letter using template



		Does Participant/authorized representative admits to placing advertisement to sell WIC provided formula, food item(s) ?

		Record Household Alert in participant record (if one does not already exist)



		IF YES

		IF NO

		Follow up at next appointment utilizing script



		· Request advertisement be removed 

· Request formula/food item be returned to WIC office as soon as possible

· Review Rights & Responsibilities

· Document contact in participant record 

		· Review Rights & Responsibilities

· Document contact in participant record

		At next appointment, does Participant/Authorized Rep admit to placing advertisement to sell WIC provided formula, food item(s)? 



		Email State Agency staff concerning outcome

		Email State Agency staff concerning outcome

		IF YES

		IF NO



		

		

		· Request advertisement be removed immediately and return of formula/food item(s) as soon as possible

· Review Rights & Responsibilities

· Document contact in participant record 

		· Review Rights & Responsibilities

· Document contact in participant record



		

		

		Email State Agency staff concerning outcome
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Department of Health and Human Services 
Center for Disease Control and Prevention 


WIC Nutrition Program 
286 Water St 4th Floor 


Augusta, Maine  04333-0011 
Tel: (207) 287-3991; Fax: (207) 287-3993 


TTY Users:  Dial 711 (Maine Relay) 


 


Authorized representative name 
Participant Mailing Address 
City, ME  Zip 
Date 
 
Dear Authorized Representative name, 
 
On date, give details of situation. 
 
It has come to our attention that give details of what has happened 
 
You are required to pay the Maine CDC WIC Nutrition Program $xxx.xx.  Failure to pay this amount may 
result in your disqualification from participation in the WIC Program.  If necessary, you may request a 
repayment schedule that includes a frequency of payment and the amount you are able to pay.  All 
payments must be made by either check or money order made out to Treasurer, State of Maine.   
Payments may be given to the WIC Director or a WIC staff member at your local WIC clinic or mailed to 
the State WIC office at the following address: 
 
Maine CDC WIC Program 
11 State House Station 
Augusta, Maine 04333 
 
You may contact me at the phone number below to set up a payment plan or to pay the full amount of 
$xxx.xx.   You must contact me within 30 days of receipt of this letter. 
 
If you believe this information concerning summary of situation is incorrect, you may appeal the 
required repayment of $xxx.xx.  Please see the instructions in the attached document, Notification of 
Appeal Procedure. 
 
 
Sincerely, 
 
 
State Agency Staff Member Name 
Title 
Maine CDC WIC Program 
286 Water Street 4th Floor 
Augusta, Maine 04333 
Phone:  207-287-3991 
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Department of Health and Human Services 
Center for Disease Control and Prevention 


WIC Nutrition Program 
286 Water St 4th Floor 


Augusta, Maine  04333-0011 
Tel: (207) 287-3991; Fax: (207) 287-3993 


TTY Users:  Dial 711 (Maine Relay) 


 


Participant Check 
number 


Food items Total spent 
 
Signature on check 


Date 
processed at 
bank 


Total of 
checks spent 


Name 
 
 


xxxxxxx Food items $xx.xx 
 
Name of signer 


date 


$xxx.xx 
xxxxxxx Food items $xx.xx 


 
Name of signer 


date 


Name 
 


xxxxxxx Food items $xx.xx 
 
Name of signer 


date 


$xxx.xx 
xxxxxxx Food items $xx.xx 


 
Name of signer 


date 


 
USDA Non-Discrimination Statement 
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in 
or administering USDA programs are prohibited from discriminating based on race, color, national 
origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity 
conducted or funded by USDA.   


Persons with disabilities who require alternative means of communication for program information (e.g. 
Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) 
where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities 
may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program 
information may be made available in languages other than English. 


To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint 
Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any 
USDA office, or write a letter addressed to USDA and provide in the letter all of the information 
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 
completed form or letter to USDA by:  


1. Mail: U.S. Department of Agriculture  
Office of the Assistant Secretary for Civil Rights  
1400 Independence Avenue, SW  
Washington, D.C. 20250-9410;  


2. Fax: (202) 690-7442 or  
3. Email: program.intake@usda.gov 


This institution is an equal opportunity provider. 



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html

mailto:program.intake@usda.gov






 


Revised: October 1,2019  


Maine WIC Nutrition Program 
Repayment Agreement Form 


 


 


  


Client Name    


Participant ID #    Household ID #    


Local Agency Name    Repayment 


Amount Due  
$  


Payment Plan Created?  Yes □                  No □                 N/A □  


Repayment Schedule  $____________      Weekly □          Monthly □            Other □  
     


  


Summary:  


  


The undersigned Responsible Person accepts and agrees to fully abide by the terms and conditions 


for repayment referenced herein.  


 


______________________________      ____________________________         _________  
Signature of Responsible Person                                                     Printed Name of Responsible Person                                           Date  


  


The undersigned members of the DHHS WIC Program accept the terms and conditions of repayment 


referenced herein.  


  


_______________________________       __________________________            _________  
Signature WIC Representative (LA Director or SA Staff)                  Printed Name WIC Representative                                            Date  


Make checks payable to: Treasurer State of Maine  Send Payment to:  Financial Manager  
                                    Maine WIC Nutrition Program  


                                 286 Water St., 4th floor 


                                    Augusta, ME 04333 


USDA Non-Discrimination Statement  
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 


policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA 


programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or 


retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.  
Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 


large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 


applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 


through the Federal  
Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than 


English.  
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 


(AD3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write 


a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy 


of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:  
(1) Mail: U.S. Department of Agriculture     
Office of the Assistant Secretary for Civil Rights   
1400 Independence Avenue, SW     
Washington, D.C. 20250-9410;  


(2) Fax:  (202) 690-7442; or  
(3) Email: program.intake@usda.gov  
  
This institution is an equal opportunity provider.  



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html

http://www.ascr.usda.gov/complaint_filing_cust.html





 


Revised: October 1,2019  


Funds not repaid to the Department will be referred to the DHHS Fraud and Investigation Unit for 


recovery.  


  


  
   
Payments Received  


Maine WIC Nutrition Program 


Repayment Agreement Form  


Date of Payment  Amount Paid  Responsible Person’s Signature  Staff Member’s Signature  


        


        


        


        


        


        


        


        


        


        


        


        


        


        


        


        


        


        


        


        


        


  


USDA Non-Discrimination Statement  
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 


policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA 


programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or 


retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.  
Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large 


print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for 


benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal  
Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than 


English.  
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 


(AD3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a 


letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of 


the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:  



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html

http://www.ascr.usda.gov/complaint_filing_cust.html
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(1) Mail: U.S. Department of Agriculture     
Office of the Assistant Secretary for Civil Rights   
1400 Independence Avenue, SW     
Washington, D.C. 20250-9410;  


(2) Fax:  (202) 690-7442; or  
(3) Email: program.intake@usda.gov  
  
This institution is an equal opportunity provider.  


 






[bookmark: _GoBack]Directions to LA Staff:  personalize this letter by printing on your letterhead, and individualizing the information for all of the items that appear in blue font.



Insert Agency Letterhead

Previous Authorized Representative Name

Address



Date

Dear previous Auth Rep name,

Our records indicate that you have received WIC checks for your child that are valid until (insert LDTU). These checks are solely for the nutrition needs of your child. Given the change in your custodial rights and your child’s placement into foster care, the WIC checks must be returned to our office.  

If the WIC benefits for your child are cashed, you will be required to reimburse the State of Maine for the redeemed value of the WIC checks. 

You can mail the WIC checks for child’s name to:

Agency Mailing address

If you prefer, you can bring the WIC checks to our office:

Office physical address

Consider inserting clinic hours of operation here

Please call office phone number if you have any questions or concerns. 

Thank you, 

Your name

Name of WIC Program






Vendor Management (VM) 


VM-10 Confidentiality of Vendor and SNAP Retailer Information  1 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011 


Revised: August 1, 2014             Policy No. VM-10 


Confidentiality of Vendor and SNAP Retailer Information 


Authority 


7 CFR §246.26(e) and (f) 


Policy 


1. Any information about a vendor that individually identifies the vendor, except for name, 


address, telephone number, website/e-mail address, store type and authorization status, is 


confidential information. Use or disclosure of confidential information is limited to: 


1.1. Persons directly connected with the administration or enforcement of the WIC or 


SNAP Programs who the State Agency determines has a need to know the 


information for purposes of these Programs.  This includes personnel from Local 


Agencies, other WIC state and local agencies and persons investigating or 


prosecuting WIC or SNAP violations under federal, state or local law. 


1.2. Persons directly connected with the administration or enforcement of any other 


federal or state law or local law or ordinance. Prior to release of information to 


one of these parties (other than a federal agency), the State Agency shall enter 


into a written agreement with the requesting party specifying that such 


information may not be used or disclosed except for purposes directly connected 


to administration or enforcement of a federal or state law. 


1.3. A vendor that is subject to an adverse action, including a claim, to the extent that 


the confidential information concerns the vendor subject to the adverse action, 


and is related to the adverse action. 


2. Information about SNAP retailers obtained from the SNAP program, including 


information provided pursuant to 7 U.S.C. 2018(c) and 7 CFR 278.1(q), is confidential 


information.  Use or disclosure of the information is limited to persons directly connected 


with the administration or enforcement of the WIC Program. 


3. The State Agency shall provide the U.S. Department of Agriculture and the Controller 


General of the United States with access to all WIC records, including confidential 


vendor information, pursuant to 7 CFR §246.25(a)(4). 


4. The State Agency shall disclose confidential vendor information pursuant to a valid 


subpoena or search warrant in accordance with the procedures described in 7 CFR 


§246.26(i).     








Vendor Management (VM) 


VM-11 Vendor Price Lists 


Maine Center for Disease Control and Prevention 


 WIC Nutrition Program 
 


Effective: October 1, 2012       Policy No.VM-11 


Revised: August 1, 2016 


Vendor Price Lists 


Authority 


7 CFR § 246.4 (a)(14)(vi) 


Policy 


1. Price list information shall be collected from vendors.  The State Agency shall collect price 


data at a minimum of twice a year, but may collect more frequently at the State Agency 


discretion. 


Procedures 


1. Data collected has food prices for: 


1.1. All brands and sizes of supplemental foods; 


1.2. Highest price supplemental food items within food categories; and 


1.3. All authorized vendors. 


2. The State Agency verifies price data provided by vendors during routine monitoring visits 


and if the vendor is identified as a high-risk vendor. 


3. The State Agency analyzes price data on a routine or as needed basis and uses it to: 


3.1. Calculate the Maximum Allowable Redemption value for each food item based upon 


peer grouping; 


3.2. Generate estimated food instrument values; 


3.3. Determine competitive pricing to inform WIC staff on vendor selection decisions; 


3.4. Develop vendor peer groups; and 


3.5. Flag individual food instruments that appear to be overcharges. 
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Maine Center for Disease Control and Prevention 
WIC Nutrition Program 


Effective: October 1, 2012        Policy No. VM-12 
Revised: May 4, 2016              


Vendor Operations 


Authority 
7 CFR §246.4(a)(14); §246.12(e), (f), (g), (h) and (k); 
22 MRSA §255 and 1951; 
10-144 CMR Chapter 286, § IV  


Policy 
1. An authorized vendor shall meet the following general requirements: 


1.1 Maintain compliance with the WIC vendor selection criteria throughout the Vendor 
Agreement period, including conforming to any changes to the criteria. 


1.2 Maintain inventory records used for federal tax reporting purposes; maintain records 
in accordance with generally accepted accounting procedures; and assure that records 
reflecting justification and receipt of WIC funds, WIC checks (food instruments, 
cash-value vouchers, electronic benefit cards), and all other program-related records 
of the vendor are available for inspection or audit by Federal, State or other 
authorized personnel.   


1.3 Cooperate with Federal and State WIC Program and other authorized personnel 
during announced and unannounced on-site vendor reviews, inspections and audits.  


1.4 Provide the State Agency with dated purchase invoices from wholesalers, with names 
and addresses of suppliers, when requested. 


1.5 Submit a current price list within the timeframes given and in the format requested by 
the State Agency. 


1.6 Comply with the nondiscrimination provisions of 7 CFR §15, 15A and 15B. 
1.7 Purchase infant formula for sale to WIC participants from sources on the Maine WIC 


Program authorized list of infant formula wholesalers, distributors and retailers. 
1.8 Keep all information pertaining to authorized WIC participants confidential. 
1.9 Never publicly identify, call unnecessary attention to, or allow discourteous treatment 


of a WIC participant.   
1.10 Never demand identification other than the WIC ID Folder from a WIC participant 


for WIC items. 







Vendor Management (VM) 
VM-12 Vendor Operations  2 


1.11 Appropriately redeem valid WIC checks for the types and quantities of food specified 
on the WIC checks. The prices charged for WIC foods shall be the same as, or less 
than, the prices charged to non-WIC customers. 


1.12 Never provide a customer with cash, non-food items, or credit in exchange for a WIC 
check. 


1.13 Never request or accept cash payment from a WIC participant for the authorized 
quantities of foods specified on WIC checks. 


1.14 Never substitute one WIC approved product for another. 
1.15 Allow WIC participants to use WIC checks to purchase less than (but never more 


than) the authorized amount of food, if they so desire. 
1.16 Never transact WIC checks outside of the authorized store. Vendors offering delivery 


services may deliver WIC foods after the transaction has been completed in the store. 
1.17 Never attempt to seek restitution from participants/authorized representatives for 


redeemed WIC checks that were rejected by the Program’s bank and/or for cash 
refunds requested by the State Agency.  


1.18 Direct questions concerning payment only to the State Agency. Customers are not to 
be contacted concerning this or any other problem area. 


1.19 Allow WIC participants to take advantage of manufacturer or vendor promotions that 
provide foods free of charge when purchasing WIC foods. The vendor shall also 
accept manufacturers’ “cents off coupons” from WIC participants for foods being 
purchased with WIC checks and deduct the value of the coupon from the cost of the 
WIC foods being purchased. 


1.20 Never provide incentive items or other free merchandise, except food or merchandise 
of nominal value (less than $2.00), to WIC participants unless the vendor provides to 
the State Agency proof that the vendor obtained the incentive items or merchandise at 
no cost. 


1.21 Only accept WIC checks at the time of the actual purchase and never issue “rain 
checks” or credit slips to WIC participants for WIC-approved foods. 


1.22 Allow exchange of an identical item only when the original item is defective, spoiled, 
or has exceeded its expiration date. 


1.23  Never improperly refuse to accept a WIC check from a WIC participant. 
1.24  If the vendor is a WIC pharmacy or combination food store/pharmacy, ensure that 


authorized WIC participants can receive, within 72 hours of a request from a 
participant or the WIC Program, any authorized prescription infant formula and/or 
WIC-eligible medical foods. 


1.25 If the vendor is a pharmacy, be willing to “break a case” if it is necessary to provide 
the number of cans/bottles printed on the WIC checks. 







Vendor Management (VM) 
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1.26 If the vendor is a WIC pharmacy that has not been authorized as a WIC food vendor 
as well, accept WIC checks for authorized prescription infant formula and/or WIC-
eligible medical foods only. 


1.27 If the vendor is a WIC food vendor that has not been authorized as a WIC pharmacy 
as well, never accept WIC checks for authorized prescription infant formula and/or 
WIC-eligible medical foods. 


1.28 Report to the State Agency any irregularities in the use of WIC checks by WIC 
participants. 


1.29 Report to the State Agency if a WIC participant requests cash or credit in exchange 
for returned WIC products. 


1.30 If the vendor owner receives WIC checks as a WIC participant or is an authorized 
representative for a WIC participant, they must redeem WIC checks at different 
authorized vendor location other than the location they own. 


1.31 If a cashier working for an authorized WIC vendor receives WIC checks as a WIC 
participant or is an authorized representative for a WIC participant, they cannot 
conduct their own transaction(s) to redeem WIC benefits. 


1.32 Maintain a “WIC Accepted Here” sticker provided by the State Agency at the 
primary entrance to the store. 


2. The State Agency shall hold each vendor accountable for maintaining prices at a level 
consistent with the selection criteria applied to the vendor at the time of authorization. 
Failure to remain price-competitive is cause for termination of the Vendor Agreement.  More 
specifically, vendors shall:  
2.1 Provide WIC products at prices that are competitive. Vendors whose prices are high 


when compared to other authorized vendors (of the same peer group) will experience 
rejection of WIC checks and related banking fees. 


2.2 Never charge the WIC Program for WIC products not actually purchased and 
received by the WIC participant. 


2.3 Never charge the WIC Program for WIC products provided in excess of those listed 
on the WIC checks. 


2.4 Never price WIC transactions by WIC check type instead of pricing each WIC check 
for the actual, authorized WIC products purchased and received. 


2.5 Never collect sales tax on WIC food purchases. 
2.6 Never charge the WIC Program for bottle deposits or bag fees. 
2.7 Ensure that prices charged to WIC participants for approved foods are equal to or less 


than prices charged to non-WIC customers. 
2.8 Ensure that the price affixed to a scanned item’s UPC code in an electronic cash 


register with scanning capability/point of sale device is not greater than the price 
displayed on the package, container, shelf, or other signage in the store for the 
purchased item. 







Vendor Management (VM) 
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3. The State Agency will make payment to the vendor upon receipt of validly transacted and 
redeemed WIC FIs for food costs incurred in providing WIC approved foods to WIC 
customers. 


4. To ensure compliance with the applicable maximum allowable reimbursement (MAR), the 
State Agency shall reduce payment on WIC checks submitted in excess of the MAR for the 
WIC products. In such cases, the State Agency shall pay no more than the MAR. Payment of 
the reduced amount will be made by direct deposit credit to the vendor’s bank account. In the 
case of paper-form WIC checks, the WIC check will be returned to the vendor and bank fees 
may apply. 


5. When the State Agency determines that the vendor has committed a violation that affects the 
payment to the vendor, the State Agency shall delay payment or establish a claim. Such 
vendor violations may be detected through compliance investigations, WIC check reviews or 
other reviews or investigations of a vendor’s operations. See Policy VM-14 Vendor Claims 
for vendor claim procedures. 


6. The State Agency will not reimburse a vendor for a WIC check when it is determined that the 
vendor intentionally attempted to defraud and/or abuse the Program. 


7. If, during an appeal of a reduction or rejection, the State Agency determines that state or 
federal violations were committed, the vendor may be subject to the corresponding penalties 
including disqualification.   


8. The State Agency does not pay vendors for WIC checks from other states.   
9. Vendors may not seek reimbursement of money or return of food from WIC participants for 


any rejected check or resulting bank fees. 
10. All payment inquiries regarding specific WIC checks must be submitted in writing by mail.  


Telephone inquiries of this type will not be researched. Telephone requests for general 
information are welcomed. 


Procedures 


1. During transaction of paper-form WIC checks (WIC checks), vendors shall: 
1.1 Request that the WIC participant present a WIC ID Folder that has the name and 


signature of the authorized representative on the back cover. 
1.2 Review the WIC check to confirm that there are no visible alterations. Checks with 


alterations must be refused. 
1.3 Confirm the WIC check is being transacted within the printed “to use” dates. WIC 


checks presented before or after the allowed dates to use must be refused. 
1.4 Confirm the foods being purchased match the food item descriptions and quantities 


on the presented WIC check. 
1.5 Request that the WIC participant write the actual cost of the WIC foods purchased in 


the space provided on the face of the WIC check prior to signing the WIC check.  
Exception: a computer may print the actual cost of the WIC foods on the WIC check 
if an automated system exists in the store. 







Vendor Management (VM) 
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1.6 Request that the WIC participant write his/her signature in the lower right hand 
corner of the WIC check after he/she has written in the price. Witness the signing of 
the check. 
1.6.1 If a pre-signed WIC check is presented, require the customer to cross out the 


signature and observe the WIC participant signing the check in a space in or 
beside the signature box. 


1.6.2 In cases where a WIC participant signs with an “X”, witness the transaction 
by signing beneath the “X” mark. 


1.7 Compare the signature on the WIC check with the signature(s) on the ID Folder; if 
the signature on the WIC check does not match one of the signatures on the ID 
Folder, do not accept the WIC check. 


2. During transaction of eWIC card benefits, vendors shall: 
2.1 Only allow the WIC participant/authorized representative to purchase food items with 


UPC codes that correspond to the eWIC approved APL and the participant’s benefit 
balance. 


2.2 Scan or manually enter the actual UPC code that is affixed to the item actually being 
purchased by the WIC participant/authorized representative. 


2.3 Not scan any UPC code that is not affixed to the item being purchased by the WIC 
participant/authorized representative, or any UPC code as a substitute or replacement 
for the item being purchased. 


2.4 Not require the WIC participant/authorized representative to provide any other form 
of identification besides entering the pin number associated with the eWIC card. 


3. During the transaction of any WIC check type, vendors shall: 
3.1 Collect Maine Bottle Bill deposits from the WIC participant and not from the WIC 


program. 
3.2 Provide the WIC participant with an itemized receipt that indicates the cost of each 


food item purchased with the WIC check. 
4. Vendors must deposit transacted WIC checks to the bank account indicated on their vendor 


application or more recently submitted vendor update form. 
4.1 Checks must be deposited within sixty (60) days from the “FIRST-DATE-TO-USE”. 
4.2 Vendors must review WIC checks for possible errors prior to deposit. Errors resulting 


in rejection of WIC checks may incur bank fees for the vendor. Checks should be 
reviewed for: 
4.2.1 Completeness including total sale amount, WIC customer signature, and 


clearly stamped vendor number; 
4.2.2 Legibility; 
4.2.3 Date within 60 days of “First Date to Use”; and 
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4.2.4 The register receipt should also be reviewed to ensure that the correct foods 
have been provided. 


5. All WIC checks presented to WIC’s fiscal intermediary undergo a visual and automated 
review or pre-edit screening.  
5.1 Provided no errors are present on WIC checks, the fiscal intermediary will transfer 


the funds via ACH to the bank of first deposit within sixty (60) days. 
5.1.1 ACH payments are “warehoused” or held for one week. Payments are 


“cycled” each Friday and one deposit for all WIC checks submitted by each 
vendor the previous week is made. 


5.1.2 Vendors receive a detailed report of each ACH transaction included in that 
credit by Wednesday of the following week. 


5.2 If a WIC check does not pass pre-edit it will be rejected unpaid and returned to the 
vendor’s depository bank stamped with an explanation indicating why it was not paid. 
The vendor’s bank will debit the vendor’s account and return the WIC check to the 
vendor. Bank fees may apply for rejected WIC checks. WIC checks will be rejected 
and returned to the vendor’s depository bank for the following reasons: 
5.2.1 Over the maximum redemption price for that food instrument type 
5.2.2 Early cashing (before the “first day to use”) 
5.2.3 Stale date (check deposited more than 60 days after the “first day to use”) 
5.2.4 Missing WIC participant signature on the right side of the WIC check 
5.2.5 Obvious alterations 
5.2.6 Invalid /unauthorized vendor number 
5.2.7 Second Presentment- the WIC check has already been paid 
5.2.8 Check is not from Maine WIC Program 
5.2.9 Encoding Error- the vendor bank has scanned WIC check and coded check for 


different amount than written on WIC check. The vendor should contact their 
depository bank for correction and re-deposit within sixty (60) days from “the 
first date to use” date. 


5.2.10 Missing/unreadable vendor stamp.  To receive payment, the vendor shall 
stamp these WIC checks clearly and re-deposit within sixty (60) days from 
“the first date to use” date. WIC checks re-deposited after this date will not be 
paid and will not be replaced by the State Agency.  


5.3 The State Agency shall not be held liable for any costs charged by the vendor’s bank 
for a rejected or partially paid check unless the WIC check was rejected in error by 
the State Agency. 


5.4 If check is rejected it is critical that immediate follow-up training be completed with 
store personnel.  Follow-up training with the cashier and/or other store personnel 
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involved in the transaction must be done to prevent future occurrences, thus saving 
the vendor money and protecting the vendor's record with the State Agency. 


5.5 To ensure compliance with the applicable maximum allowable reimbursement 
(MAR), the WIC Program shall reduce payment on WIC checks submitted in excess 
of the MAR for WIC products. In such cases, the Maine WIC Program shall pay no 
more than the MAR. Payment of the reduced amount will be made by direct deposit 
credit to the vendor’s bank account. In the case of WIC checks, the WIC check will 
be returned to the vendor and bank fees may apply. 


6. For vendors who believe a payment denial has been made incorrectly, or believe there is a 
justifiable reason why payment should be made, a written payment reconsideration request 
must be submitted to the State Agency within ninety (90) days of the “FIRST-DATE-TO-
USE” printed on the check for reconsideration.   
6.1 Reconsideration requests for denied WIC checks must include:  


6.1.1 One completed WIC check appeal form (found in Appendix VM-12-A) for 
each rejected check. A brief explanation on the form describing the 
circumstances, the reason why payment should be reconsidered, and what 
steps have been taken to prevent problem(s) in the future.  


6.1.2 Vendor stamp number, date mailed, check number, complete store name with 
address, contact name and a phone number. 


6.1.3 The check image with the denial/rejection stamp and receipt copy of the 
original receipt or journal transaction. 


6.1.4 A corrective action plan demonstrating to the Department how the problem(s) 
will be prevented in the future. 


6.1.5 Consideration will be given to the documentation submitted.  Incomplete 
appeal forms or appeals that do not include the check and the receipt will be 
denied.   


7. For vendors who believe a payment reduction has been made incorrectly, or believe there is a 
justifiable reason why additional payment should be made, a written payment reconsideration 
request must be submitted to the State Agency within ninety (90) days of the “FIRST-DATE-
TO-USE” printed on the check for reconsideration.   
7.1 Before appealing a reduction, the vendor is strongly urged to review the following: 


7.1.1 Depository bank statement reflecting WIC direct deposit credits; 
7.1.2 WIC ACH statement detailing the direct deposit credit transaction under 


consideration;  
7.1.3 Copy of the receipt verifying that the correct items in the correct amounts 


were sold; and 
7.1.4 The additional amount being requested. Amounts less than $4 will not be 


reconsidered for payment. 
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7.2 If the vendor is satisfied that the reduced payment was not due to an error on his part 
the vendor shall send to the State Agency:   
7.2.1 One completed WIC check appeal form for each check for which additional 


payment is being requested, including a brief explanation on the form 
describing the circumstances, the reason why additional payment should be 
considered, and what steps have been taken to prevent problem(s) in the 
future; 


7.2.2 A copy of the customer receipt; and 
7.2.3 A copy of the WIC check. 


7.3 Consideration will be given to the documentation submitted. 
7.3.1 Incomplete appeal forms will be denied. 
7.3.2 If the appeal is approved the State Agency will process the payment as an 


ACH. 
7.3.3 If the appeal is denied the State Agency will inform the vendor of the denial 


and return the documentation to the vendor. 
 


 





		Maine Center for Disease Control and Prevention WIC Nutrition Program

		Vendor Operations
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2014 


Revised: October 1, 2018             Policy No. VM-13 


Conflict of Interest  


Authority 


7 CFR §246.12(t) 


5 MRSA§18(2) 


Policy 


1. This policy applies to members of the State WIC Agency staff, staff of the contracted 


Local Agency, and any other contracted employees of the WIC program who conduct 


proceedings with WIC authorized vendors, including WIC authorized farmers. 


2. “Conflict of interest” in this policy is defined as an employee participating in their 


official capacity in any proceeding in which, to their knowledge, any of the following 


have a direct and substantial financial interest: 


2.1 The employee, the employee’s spouse or dependent children. 


2.2 The employee’s business partners. 


2.3 A person or organization with whom the employee is negotiating or has agreed to 


an arrangement concerning prospective employment. 


2.4 An organization in which the employee has a direct financial interest.  


3. “Proceeding” in this policy includes, but is not limited to: proceeding, application 


processing, request, hearing, ruling, determination, award, contract, claim, controversy, 


charge, accusation, or other matter related to action or inaction by the employee in 


conducting vendor related tasks. 


Procedures 


1.   Annually, all employees will read and sign Appendix OM-12-B Conflict of Interest 


Statement, attesting to a lack of conflict of interest with the vendors or farmers with 


whom they interact. 


2. If, in the course of their work, an employee becomes aware of a conflict of interest with a 


vendor or farmer with whom they are working, that employee will immediately inform 


their immediate supervisor who will then reassign the task to another staff member. 


3.   Failure to disclose a known conflict of interest may result in civil penalties as set out in 5 


MRSA§18(5). 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2015             Policy No. VM-14  


Vendor Claims 


Authority 


7 CFR §246.12(h)&(k), §246.18(a) 


22 MRSA §255 and 1951; 


10-144 CMR Chapter 286, § IV  


Policy 


1. When a vendor has intentionally or unintentionally charged the WIC Program more for 


authorized supplemental food than is permitted under the vendor agreement, or has 


committed another error or violation that has resulted in an unjustified payment by the 


WIC Program to the vendor, the State Agency shall establish a claim.  


2. The vendor claim shall be for the full purchase price of each food instrument that 


contains the vendor overcharge or other overpayment error. 


3. The State Agency shall provide the vendor with an opportunity to justify or correct a 


vendor overcharge/overpayment error. 


4. If the vendor cannot correct or justify the full amount of the vendor claim, the State 


Agency shall issue a final claim to the vendor. 


5. The vendor shall pay any final vendor claim assessed within 30 days of receipt of the 


final claim. In some cases the State Agency may allow the vendor to create an alternate 


plan for repayment of the claim. 


6. Payment of a claim does not alleviate any other sanctions the State Agency may impose 


on the vendor due to the vendor overcharges. 


7. Failure to repay a claim shall result in disqualification from the WIC Program and denial 


of an application for reauthorization. 


 


Procedures 


1. Within 90 days of the State Agency detecting the vendor overcharge or of completing the 


review or investigation giving rise to the claim, the State Agency shall notify the vendor 


of the claim and request repayment or justification of the claim. 


2. The vendor shall be allowed 15 days to respond to the request for justification. 
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2.1. If satisfied with the justification or correction provided by the vendor, the State 


Agency will issue a notice of resolution within 30 days of receipt of the 


justification. 


2.2. If the justification submitted by the vendor only satisfies the claim in part, the 


State  Agency will issue a final claim reflecting the revision to the original claim 


within 30 days of the justification due date. 


2.3. If the State Agency does not receive justification of the overcharge from the 


vendor or is not satisfied with any portion of the justification, the State Agency 


will issue a final claim within 30 days of the justification due date. 


3. The vendor shall submit a money order or certified check written to “Treasurer, State of 


Maine” via mail or hand delivery to the State Agency within 30 days of the date of 


issuance of the final claim. Any request for consideration of an alternative re-payment 


plan must be received within 15 days of the date of the final claim issuance. The State 


Agency may consider a request for an alternate repayment plan at its discretion on a case-


by-case basis. 


4. Failure to pay a final claim within 30 days of the date of the notice shall result in the 


claim being referred to the Department of Health and Human Services Fraud 


Investigation and Recovery Unit for collection.  


5. For vendors actively enrolled in the WIC Program, failure to pay a final claim within the 


30 days of the due date shall result in termination for cause and disqualification from the 


WIC Program for one year. 
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Maine Center for Disease Control and Prevention 
WIC Nutrition Program 


Effective: October 1, 2012               Policy No. VM-1 


Revised: October 1, 2017 


Vendor Selection and Authorization 


Authority 


7 CFR §246.4(a)(14)(i), (ii) and (iii), §246.12(a)(1), §246.12(g)(2), (3) and (4), §246.12(h), and 
§246.12(l)(3) 


22 MRSA §255; and 


10-144 CMR Chapter 286 §IV(A), (B), (C) and (D) 


Policy 


1. The Maine CDC WIC Nutrition Program uses a retail purchase system for distribution of 
supplemental foods. Maine CDC does not allow home delivery or direct delivery distribution 
of supplemental foods. Delivery is only allowed after purchase transaction in store. 


2. Maine CDC contracts with a limited number of retail vendors in the operation of its retail 
purchase system to: 


2.1. Ensure the lowest practicable food prices consistent with adequate participant access; 
and 


2.2. Ensure effective management, oversight and review of authorized vendors.   


3. Only vendors selected and authorized by Maine CDC may participate in the WIC Program. 


4. Maine CDC does not authorize vendors that derive more than 50 percent of their annual sales 
revenue from WIC food instruments/cash-value vouchers. 


5. Maine CDC considers vendor applications on a semi-annual basis – beginning on April 1 and 
October 1 – unless more frequent consideration is necessary to ensure adequate participant 
access.  For each consideration period, only those applications received prior to the start date 
will be processed during that period.  If more frequent consideration is necessary due to 
inadequate participant access, Maine CDC will post a notice on its website informing 
retailers of the need for additional authorized vendors in particular areas of the state.  


6. Vendors must meet the following selection criteria: 


6.1. Carry a minimum variety and quantity of supplemental foods as identified in the 
current Minimum Inventory Requirements in Appendix VM-1-A. 
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6.1.1. Expired foods are not counted toward meeting minimum inventory. 


6.1.2. Stand-alone pharmacies are exempt from minimum stock requirements. 


6.2. Have competitive prices, based on comparison of vendor applicant price lists and a 
State Agency standard drawn from a price survey completed by vendors that are 
authorized in the Peer Group that the applicant would be assigned to, unless denial for 
this reason would result in WIC participants having inadequate access to an 
authorized WIC Vendor. 


6.2.1. Pharmacies that provide only exempt infant formula or WIC-eligible medical 
foods to participants are exempt from Maine CDCcompetitive price criterion 
for vendor authorization.  


6.2.2. Commissaries are exempt from competitive price criterion for vendor 
authorization.  


6.3. Possess a valid Food Establishment License from the Maine Department of 
Agriculture, Food and Rural Resources (or its equivalent from another state) or 
registration as a pharmacy through the Maine Board of Pharmacy (or its equivalent 
from another state). 


6.4.  Currently be authorized as a Supplemental Nutrition Assistance Program (SNAP) 
retailer, and provide the SNAP authorization number. 


6.5. Have a location that improves WIC participant’s access to supplemental foods 
provided with WIC food instruments (FIs) per the limiting criteria listed in Section 
3.3 of the Procedures portion of this policy.  


6.6. Obtain infant formula for sale to WIC participants from sources on the WIC Program 
authorized list of infant formula wholesalers, distributors and retailers or 
manufacturers registered with the U.S Food and Drug Administration (Appendix 
VM-1-B).  


.  


6.7. Be an established business, open to the public for at least one year in the current 
location. This condition may be waived by Maine CDC for a currently authorized 
Vendor in good standing that is adding an additional location or to the new owner of a 
currently authorized store in good standing. 


6.8. Have a fixed location that includes refrigeration and freezer equipment in the retail 
area. 


6.9. Carry foods intended for home preparation and consumption in addition to the WIC 
required minimum stock items including: 


6.9.1. Fresh or frozen uncooked meat, fish, poultry, or meat substitutes; 
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6.9.2. Whole grain bread and cereal products; 


6.9.3. Dairy or dairy-substitute products; and 


6.9.4. Fresh fruits and vegetables. 


6.10. Be open to the public for business at least ten hours per day, six days per week. 


6.11. Have at least 1000 square feet of space devoted to the sale of grocery items unless 
denial for this reason would result in inadequate participant access. 


6.12. Clearly mark all items for sale in the store with prices, or clearly indicate prices with 
shelf labels or other signage. 


6.13. Have the capacity to receive an ACH credit (direct deposit) through their bank.  


6.14. Have maintained compliance with the previous Vendor Authorization Agreement, if 
previously authorized. 


6.15. Maintain business integrity which excludes: 


6.15.1. Selling a store to circumvent a WIC sanction. 


6.15.2. The vendor’s owners, officers, or managers having a history of criminal 
convictions or civil judgments for activities listed in 7 CFR 246.12(g)(3)(ii) 
during the previous six (6) year period, unless denying authorization would 
result in inadequate participant access. 


6.15.3. Having a history of WIC sanctions. 


6.15.4. Failing to pay a vendor claim. 


6.15.5. Being disqualified from SNAP or incurring a civil money penalty for hardship 
from SNAP, unless denying authorization would result in inadequate 
participant access. 


6.15.6. Being disqualified or incurring a civil money penalty for hardship from the 
New Hampshire WIC Program, unless denying authorization would result in 
inadequate participant access. 


7. The Maine CDC shall routinely verify the FNS field office information provided by vendor 
applicants regarding the status of their SNAP retailer authorization. 


8. Vendors are assigned to Peer Groups for selection/authorization and for reimbursement 
purposes. Peer Groups are used to set the competitive price range for WIC foods, to assess 
whether a vendor applicant’s prices are competitive, and to establish maximum 
reimbursement amounts (MARs) for WIC foods  


9. The Maine CDC classifies authorized vendors into groups based on the store business model. 


10. Peer groups are as follows: 







Vendor Management (VM) 
VM-1 Vendor Selection and Authorization 
  4 


10.1. Group 1– Chain stores including mass merchandisers, national and regional chains, 
and other stores supplied through the same wholesale distributor as a national or 
regional chain (chain affiliates) (Peer A) 


10.2. Group 2 – Convenience and independent grocery stores (Peer C) 


10.3. Group 3 – Rural stores/special circumstances stores- Island Locations (Peer D) 


10.4. Group 4 – Commissaries/Pharmacies (Peer E) 


10.5. Group 5 – Farmers Accepting FMNP Coupons and WIC Cash Value Vouchers (Peer 
H) 


11. The State Agency may reassess an authorized vendor’s peer group designation at any time 
during the vendor’s agreement period. The vendor may be placed in a different peer group if, 
upon reassessment, the State Agency determines that the vendor is no longer in the 
appropriate peer group. Peer groups shall be adjusted as needed to ensure cost containment. 


12. The State Agency shall assess the effectiveness of its peer group system on an ongoing basis 
using redemption data from the peer groups to compare food package costs. 


13. All vendors shall have a written agreement with Maine CDC. The Agreement is a standard 
agreement that is used statewide (see Appendix VM-1-C).  


13.1. Agreements between the State Agency and authorized vendors will be valid for a 
maximum of three (3) years.  Occasionally, an Agreement period may be for a shorter 
timeframe in order to ensure administrative efficiency.  


13.2. The Vendor Agreement is non-transferable. Any transfer of ownership or sale of the 
business by the vendor shall render the Agreement and the vendor stamp null and 
void. The Agreement also shall be null and void if the vendor ceases operations or 
leases the business. 


13.3. Both parties to the Vendor Agreement shall represent that there is no conflict of 
interest between the Maine CDC WIC Nutrition Program, the local WIC agencies and 
the Vendor. 


13.4. The Vendor Agreement is subject to change in accordance with any changes in federal 
and state requirements governing the Maine WIC Nutrition Program. 


13.5. Neither the vendor nor the State Agency has an obligation to renew the Vendor 
Agreement upon expiration. 


Procedures 


1. Each retail store applying for WIC authorization shall submit all the required application 
forms to the Maine CDC WIC Nutrition Program office (see Appendix VM-1-D).  
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1.1. Application forms shall be completed in full, signed by an appropriate vendor 
representative, and submitted to the State Agency for consideration by the beginning 
of the upcoming application period.  


1.1.1. Vendor corporate offices shall complete applications for all vendor outlets of 
their chain. Individual stores in a chain are not required to submit an 
application.  Each individual store is required to receive an approved form of 
training prior to authorization and to meet all authorization criteria and 
requirements such as minimum stocking requirements. 


1.2. Incomplete or unsigned applications will be returned to the vendor.   


1.2.1. Applicants shall submit the missing information to the State Agency within 
thirty (30) days of notification of the incomplete application. 


1.2.2. Applicants who fail to return the missing information within 30 days may be 
not be considered for authorization. 


2. Prior to the consideration of complete applications, the State Agency will determine the 
participant access needs for each of the towns for which applications have been received. 


3. If multiple vendor applicants that meet the selection criteria apply in the same town: 


3.1.  Applicants that would be placed in the Peer A grouping will receive first 
consideration for authorization. 


3.2. The State Agency will also consider any other applicants in the same town that meet 
vendor limiting criteria based upon the applicant’s location and participant density in 
that area. 


3.3. The State Agency will limit the number of vendors authorized using the following 
criteria: 


3.3.1. Redemption of a minimum number/volume of food instruments (no less than 
an average of 15 WIC checks or of $200.00 in value of WIC checks redeemed 
per month based upon the most recent 12 months of redemption).  


3.3.1.1. Any Peer A store redeeming fewer than 50 food instruments per 
month averaged over the previous 12 months that is located within a 
1 mile radius of another Peer A vendor redeeming more than 50 food 
instruments per month will be terminated. 


3.3.2. In towns with more than 5,000 residents, a store that would be placed in the 
Peer C classification that meets all vendor selection criteria may be authorized 
if it is in a location: 


3.3.2.1. More than 1 mile from an authorized Peer A store; 
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3.3.2.2. More than 0.5 miles from the nearest Peer C store; and 


3.3.2.3. Where there are 25 or more WIC participants residing in a 0.25 mile 
radius. 


3.3.3. In towns with between 2,000 and 5,000 residents, no more than 2 Peer C 
stores will be authorized in a 5 mile radius. In addition, a Peer C store will 
only be authorized if it is located: 


3.3.3.1. More than 1 mile from the nearest authorized Peer A store; 


3.3.3.2. More than 0.5 miles from the nearest authorized Peer C store; and 


3.3.3.3. There are 50 or more WIC participants residing within a 5 mile radius 
of the applicant store. 


3.3.4. In towns with fewer than 2,000 residents, no more than 1 vendor will be 
authorized. In addition, a store may not be authorized if: 


3.3.4.1. There are fewer than 10 participants within a 5 mile radius of the 
applicant store. 


4. Prior to declining applicants that do not meet the selection criteria listed as 6.2, 6.11, 6.16.2, 
6.16.5, and 6.16.6 in the Policy above, the State Agency will determine if there would be 
inadequate participant access if the vendor was declined. If a finding of inadequate 
participant access is made, a least vendor must be authorized. 


4.1. The definition of inadequate participant access for the purposes of vendor selection 
when the applicant vendor does not meet all other selection criteria or is being 
considered for disqualification is: 


4.1.1. For towns with a population of 5,000 people or more, no vendors within a 5 
mile radius of the applicant vendor/vendor to be sanctioned; or 


4.1.2. For towns with a population of less than 5,000 people, no vendors and at least 
25 WIC participants within 10 miles of the location of the applicant 
vendor/vendor to be sanctioned.  


5. For vendor applicants meeting selection and limiting criteria the State Agency will: 


5.1.  Notify the vendor within 90 days unless an earlier notification is necessary in order 
to ensure adequate participant access; 


5.2. Conduct an on-site preauthorization visit to verify information received during the 
application process; and 


5.3. Require a representative of the store (store owners, managers, and/or store staff) to 
successfully complete vendor training. Initial training shall be in a face-to-face 
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format. This training may be held during the on-site visit or at another time and 
location to be decided by the State Agency. 


6. Once training has been completed, the vendor applicant and the State Agency will sign a 
Vendor Agreement.  


6.1. Vendors who receive an unsigned State Agency-Vendor Agreement in the mail shall 
sign and return it within two (2) weeks from the date it was mailed by the State 
Agency. 


6.2. Vendors who fail to return the signed Agreement by the prescribed deadline will be 
terminated from the Program until the contract is signed and returned to the State 
Agency. Signed contracts received after the contract period ends will not be accepted. 
The vendor will be required to apply as a new vendor. 


7. Upon initial authorization, one self-inking vendor stamp will be provided to the vendor. 
Vendor stamps will be mailed via certified mail. 


7.1. Vendors may not duplicate vendor stamps.  Upon request from a vendor, the State 
Agency may issue a duplicate stamp to a vendor. 


7.2. If a vendor stamp is lost by or stolen from a vendor, the vendor shall notify the State 
Agency immediately.  The State Agency shall order a replacement stamp. The State 
Agency may charge a fee to the vendor. The stamp shall be mailed via certified mail 
to the vendor. 


7.3. If a stamp is worn out or broken, the vendor may obtain a replacement free of charge 
by contacting the State Agency. The stamp shall be mailed via certified mail to the 
vendor. 


7.4. A vendor may use mechanical/electronic means other than the vendor stamp issued 
by the State Agency to print its vendor number on FIs for redemption, with State 
Agency approval. 


7.5. The vendor stamp is invalid upon Agreement termination, disqualification or 
voluntary withdrawal from the Program. 


8. The Agreement between the Vendor and the State Agency may be terminated as follows: 


8.1. The Agreement may be terminated for cause by the State Agency with fifteen (15) 
days’ advance written notice. 


8.2. The State Agency shall terminate the Vendor Agreement if the vendor is disqualified 
for any reason. 


8.3. The State Agency may terminate the Vendor Agreement with thirty (30) days 
advance written notice without cause. 
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9. To remain authorized the vendor shall comply with all of the requirements of the Maine CDC 
WIC Nutrition Program, including, but not limited to: 


9.1. Attend mandatory training  


9.2. Maintain minimum stock of all WIC foods 


9.3. Meet minimum redemption requirements  


9.4. Provide price surveys upon request  


9.5. Maintain competitive pricing  


9.6. Satisfy all claims for overcharges within the time requested 


10. The State Agency may reassess authorization of any authorized vendor at any time and as 
often as it deems necessary during the vendor’s contract period, using the vendor selection 
criteria in effect at the time of the reassessment.  The State Agency shall terminate the 
agreements with those vendors that fail to meet the criteria.  


11. Vendors will receive an application for renewal of authorization at least thirty (30) days 
before the agreement expires.  This shall include notification that failure to return the renewal 
application prior to the date of expiration of the current Agreement will result in loss of 
authorization. 


12. The State Agency will maintain a file on each authorized vendor that includes at a minimum 
the following: 


12.1. Vendor data sheet/price survey forms 


12.2. Vendor Agreement 


12.3. Completed on-site monitoring forms 


12.4. All written correspondence relating to the vendor 


12.5. Any participant complaints 


12.6. Record of training activities 


12.7. Log of vendor contracts 


13. All vendor files will be maintained as inactive files for a three-year period from the date the 
vendor’s most recent contract is terminated or expired. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program  
  


Effective:  October 1, 2011                     Policy No. VM-2 


Revised: October 1, 2019  


Vendor Training Authority  


7 CFR §246.4(a)(14)(xi), and §246.12(i);  


22 MRSA §255; and  


10-144 CMR Chapter 286 § IV.E  


  


Policy  


1. The State Agency shall provide vendor training designed to assure the most effective, 


efficient and courteous delivery of service to WIC participants. To accomplish this goal, 


annual vendor training for all appropriate vendor personnel shall cover the following:  


1.1. Purpose of the WIC Program Supplemental foods authorized by the State Agency  


1.2. Minimum varieties and quantities of supplemental foods that must be stocked  


1.3. The requirement to obtain infant formula only from sources included in the State 


Agency’s list of state licensed infant formula wholesalers, distributors, and 


retailers, and manufacturers registered with the U.S. Food and Drug  


Administration Procedures for transacting and redeeming FIs (food instruments)  


1.4. Vendor sanction system   


1.5. Vendor complaint process  


1.6. Claims procedures  


1.7. Procedures for obtaining prior State Agency approval to provide incentive items 


to WIC participants  


1.8. Changes in program requirements since the last training  


1.9. Terms of the Vendor Agreement  


1.10. Recordkeeping requirements  


1.11. Vendor requests for technical assistance  


1.12. Reauthorization  


1.13. Reporting changes of ownership, location, or cessation of operations  


1.14. Procedures for appeal/administrative review  


1.15. Training employees  


1.16. WIC/SNAP sanction reciprocity and information sharing  
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2. Each authorized WIC vendor is required to participate in, or to designate a representative 


such as the store manager and /or other authorized employee(s) of the store to participate in 


all required training programs or sessions at which WIC procedures and requirements are 


taught. This includes, but is not limited to, WIC interactive vendor training sessions 


scheduled every three (3) years by the Maine CDC WIC Nutrition Program. If the vendor 


fails to attend a mandatory interactive WIC vendor training session, the Vendor Agreement 


shall be terminated, and the vendor will be required to wait twelve (12) months before they 


are eligible to apply for authorization.   


3. Vendor training will also be provided in the form of newsletters. Vendors are required to use 


the newsletter as a training tool for staff and relay the provided information to the appropriate 


staff.  


4. The vendor shall accept training on WIC policies and procedures whenever deemed 


necessary by the State Agency.  


5. The State Agency will provide interactive training at the request of the vendor.   


6. Vendors are responsible for training all staff who transact food sales and WIC redemptions 


regarding correct WIC procedures and program requirements.   


7. Following any form of training, including but not limited to interactive training, receipt of 


newsletters or other forms of notification, and receipt of revised food lists, the vendor 


representative who receives the training/ training materials must train all other personnel who 


transact food sales and WIC redemptions within 30 days. Vendors must document the 


training of these employees.  


8. Vendors will be held liable for the actions of all owners, officers, managers, agents, 


employees and personnel, paid or unpaid, who may be involved in WIC transactions at the 


Vendor’s store or pharmacy.  


Procedures  


1. Vendors shall receive training through one or more of the following:  


1.1. On-site (in-store) meetings/conferences  


1.2. Off-site meetings/conferences  


1.3. During routine monitoring visits (e.g., educational buys)  


1.4. Telephone calls, conference calls, and interactive webinars  


1.5. Specialized technical assistance upon request  


1.6. Written materials, including but not limited to, newsletters and letters  


1.7. The State Agency website   


2. The State Agency shall provide mandatory face-to-face (interactive) training at authorization 


and at least once every three (3) years to at least one representative of each vendor. Training 
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sessions may be held at various locations statewide for all vendors, with one alternate 


training date offered for each location. Sign-in sheets will be used to verify attendance.   


3. In the case of a vendor whose Vendor Agreement has been terminated for failure to attend a 


mandatory training, a new application for authorization may be submitted at the end of the 


termination period. The new application will be subject to the State Agency’s vendor 


selection criteria in effect at that time.  


4. The State Agency shall maintain all Vendor Management Policy and Procedures online at the 


ME CDC WIC Nutrition Program website www.maine.gov/WIC .  


5. The State Agency will annually provide written copies of the WIC Minimum Stocking 


Requirements for WIC Approved Foods and the WIC List of Infant Formula Wholesalers, 


Distributors, and Retailers Licensed in the State, and Infant Formula Manufacturers 


Registered with the FDA.   


6. The State Agency shall provide annual training, and document the contents of its training 


through media contacts such as, but not limited to, the following:  


6.1. Quarterly newsletters and other mailings  


6.2. Fax and/or email messages  


6.3. Online videos   


6.4. The on-line Vendor Management Policies and Training Manual available at the 


ME CDC WIC Nutrition Program website www.maine.gov/WIC. 


7. Vendor education and training visits may be utilized to ensure vendor compliance with 


Program rules and regulations. Training may be conducted at the vendor’s location or by any 


other method deemed appropriate by the State Agency.  


8. Vendors or vendor representatives will be required to sign an acknowledgment of training 


when they have received monitoring visits.   


9. Vendors must keep a training log on-site to document the training of all personnel 


responsible for food transactions in WIC Policies and Procedures. Appendix VM-2-A 


contains the form for documentation. It must be available to WIC Program Staff upon 


request.   


10. The following methods will be used to evaluate the effectiveness of vendor training:  


10.1. Evaluation forms provided with training materials  


10.2. Educational buys  


10.3. Informal feedback from vendors and/or participants  


10.4. Vendor advisory councils  



http://www.maine.gov/WIC

http://www.maine.gov/WIC
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Effective: October 1, 2011              Policy No. VM-3 


Revised: October 1, 2019  


High-Risk Vendor Identification Systems  


Authority    
7 CFR §246.12(j)(3)  


Policy  
1. A high-risk vendor is identified by the State Agency as a vendor having a high 


probability of committing a vendor violation.  The State Agency utilizes, but is not 


limited to, the following criteria to make its determination:  


1.1 Statistical analyses, including low variance in the redemption price and high 


mean value of WIC Instruments  


1.2 Participant/staff complaints and/or observations  


1.3 Review of vendor redemption reports and queries  


1.4 Vendor history of program violations/non-compliance  


1.5 Suspicious pattern of redemptions  


1.6 Previous WIC or Supplemental Nutrition Assistance Program (SNAP) suspension  


1.7 SNAP determination of high-risk  


Procedures  
1. The State Agency maintains a formal system for receiving complaints about vendors 


through the following:  


1.1 A toll-free number handled by State Agency staff  


1.2 A standard complaint form that the complainant sends to the State Agency  


1.3 E-mail  


2. The State Agency uses the following in its high-risk vendor analysis:  


2.1 A full monthly food package for a woman, child or infant  


2.2 A standard food instrument type with multiple food items (e.g. milk, cheese and 


cereal)  


2.3 A three-month aggregate of the vendor’s redemptions  


3. Vendor redemption patterns are compared to applicable peer group patterns.  


4. The State Agency will identify high-risk vendors and generate high-risk vendor reports at 


least once per year.  
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Effective: October 1, 2011               Policy No. VM-4 


Revised: August 1, 2016 


Routine Monitoring 


Authority 


7 CFR 246.4(a)(14)(iv) and 246.12(j);  


22 MRSA §255; and 


10-144 CMR Chapter 286 §IV.F 


Policy 


1. Routine monitoring visits will be conducted by State Agency staff. 


2. During each fiscal year, at least five (5) percent of all authorized vendors (excluding high-


risk vendors) will be monitored. 


3. The State Agency will use a combination of periodic, scheduled reviews and complaints to 


determine whether a vendor is selected for routine monitoring. 


Procedures 


1. During a routine monitoring visit State Agency staff will: 


1.1 Check the vendor’s inventory and/or inventory records to determine if the vendor 


meets the State Agency’s minimum requirements for the variety and quantity of 


supplemental foods. 


1.2 Determine whether the vendor accepts forms of payment other than WIC FIs (food 


instruments including cash value vouchers, WIC checks, and eWIC), such as cash, 


personal checks, and credit cards, to provide information on whether the vendor is an 


above-50%-vendor (refer to policy VM-1 Vendor Selection and Authorization). 


1.3 Check vendor’s receipts for purchase of infant formula to ensure that the infant 


formula is obtained only from the State agency’s list of infant formula manufacturers 


registered with the Food and Drug Administration, and infant formula wholesalers, 


distributors, and retailers licensed under State law. 


1.4 Receive the vendor’s shelf prices and/or validate the vendor’s price list. 


1.5 Review FIs in the vendor’s possession for vendor violations. 


1.6 If possible, observe FI transactions. 


1.7 Perform an educational buy. 


1.8 Interview the manager and/or employees. 


1.9 Review employee training procedures. 








Maine Center for Disease Control and Prevention  


WIC Nutrition Program  


Effective:  October 1, 2011                      Policy No. VM-5 


Revised: October 1, 2019  


Compliance Investigations Authority  


7 CFR §246.4(a)(14)(iv) and §246.12(j)(4);   


22 MRSA §255; and  


10-144 CMR Chapter 286, § IV.F  


Policy  


1. The State Agency shall conduct compliance investigations on a minimum of five percent 


(5%) of the number of vendors authorized as of October 1st of each year.  Investigations 


may take the form of compliance buys or inventory audits.    


2. The State Agency shall give priority to high-risk vendors in conducting compliance 


investigations (refer to VM-03, High Risk Vendor Identification Systems). If fewer than 


five percent (5%) of authorized vendors are high-risk, the State Agency will randomly 


select additional authorized vendors, up to the five percent (5%) requirement, on which to 


conduct compliance investigations.   


3. The State Agency shall use the following criteria to determine which vendors are selected 


for a compliance investigation:  


3.1. Vendor identification using the high-risk vendor identification criteria  


3.2. Geographical considerations  


3.3. Participant complaints  


4. The State Agency shall use the following factors to determine which vendors selected for 


compliance investigations will receive inventory audits rather than, or in addition to, 


compliance buys:  


4.1. Vendors at highest risk based on State Agency’s high-risk identification criteria  


4.2. Suspicion that vendor is exchanging cash, credit, services, non-food items such as 


firearms, explosives, ammunition, controlled substances (trafficking), alcohol, or 


tobacco products, or unauthorized food items, including foods in excess of those 


listed on the participant’s FI (food instrument)  


4.3. Inconclusive compliance buy results  


4.4. When compliance buys are not an effective means of evaluation   


4.5. Complaints  


5. The State Agency shall conduct the following types of compliance buys:  


5.1. Short buys   


5.2. Major substitution buys   


5.3. Minor substitution buys  







5.4. Over buys- attempting to purchase more WIC food than allowed by the FI  


5.5. Trafficking buys –these are used rarely as they are more complex and generally 


require the involvement of law enforcement   


6. The State Agency shall conduct the following types of inventory audits:  


6.1. On-site inventory audits  


6.2. State Agency inventory desk audits (vendor sends records to agency)  


Procedures  


1. Compliance buys and inventory audits are conducted by WIC State Agency staff, state 


investigators, and investigators retained on a contract basis.  


2. Special investigative FIs are used for compliance buys. These FIs are entered into the 


WIC system at the State Agency.  


3. The State Agency shall conduct a standard number of compliance buys per compliance 


investigation based on the level of evidence necessary to impose vendor sanctions or 


document vendor compliance with policies.   


4. The investigator will complete a Compliance Buy Reporting Form (see Appendix VM-


5A) summarizing the compliance-buy actions immediately upon exiting the store unless 


doing so would compromise his/her cover. In such a case the report will be completed as 


soon as possible. The investigator also will complete a Compliance Buy Check Log and 


Food Distribution form documenting distribution of the food purchased for the 


investigation (see Appendix VM-5-B).   


5. Once in receipt of the Vendor Compliance Buy Reporting Form, the State Agency will 


complete a Vendor Compliance Determination Form (see Appendix VM-5-C) 


documenting the next steps for the compliance investigation. The State Agency shall 


provide written notice to a vendor determined to have engaged in conduct which 


constitutes the initial act of a pattern of conduct subject to sanctions at least 15 days prior 


to the next compliance buy or activity, unless such notification would compromise the 


integrity of a pending State Agency investigation.  If notifying the vendor would 


compromise the integrity of a pending investigation the State Agency shall document this 


on the Vendor Compliance Determination Form placed in the vendor file.   


5.1. Store inventory counts for all WIC food categories at the time of the initial instore 


inventory count, and all store inventory for specific foods designated as the audit 


focus during subsequent inventory counts.   
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5.2. At the time of the initial inventory count, the vendor must provide documentation 


that infant formula is obtained from an authorized infant formula distributor as 


specified in Appendix VM-1-B.   







5.3. At the time of each inventory count, any unredeemed FIs in the vendor’s 


possession must be reviewed and documented.  


5.4. A vendor representative must review each inventory count performed by State 


Agency investigators at the time of completion of the count, indicate whether they 


agree with the results, and if not, why.   


5.5. The vendor must provide all invoices/receipts for the specific foods designated as 


the audit focus purchased by the vendor between the time of the previous 


inventory count and the current count. Invoices and receipts for infant formula 


must show the name of the authorized supplier, the date of purchase, a transaction 


or invoice number, and the quantity and description of the specific formula 


product or they shall not be considered an acceptable record of inventory nor 


justification against a Vendor claim. Hand written receipts for formula will not be 


accepted.  


5.6. The State Agency will review and document all food instruments redeemed by the 


vendor and redemption reports for the foods designated as the audit focus with a 


total number of units of each food redeemed.  


5.7. If the State Agency determines that the vendor has redeemed more of the specific 


foods than they can provide inventory documentation for, the State Agency will 


provide the vendor with an opportunity to provide any additional receipts or 


justification for the discrepancy. If the vendor is unable to fully justify the 


discrepancy, the State Agency will initiate appropriate vendor sanctions and 


claims as defined in Policies VM-6 and VM-14.  


6. A compliance investigation may be closed when an inventory audit is complete; two 


compliance buys have been conducted in which no vendor violations are found, or a 


sufficient number of compliance buys have been conducted to provide evidence of vendor 


noncompliance.  


7. The State Agency shall provide the vendor with a written notice summarizing any 


deficiencies, any sanction points applied, and any corrective action to be taken as a result 


of the investigation within thirty (30) days of the completion of a compliance 


investigation.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011               Policy No. VM-6 


Revised: October 1, 2019 


Vendor Sanction System 


Authority 


7 CFR §246.4(a)(14)(iii), §246.12(h)(3)(xviii) and (xx), and §246.12(l);  


22 MRSA §255; and 


10-144 CMR Chapter 286 § IV.G, H, I, J and K 


Policy 


1. The Maine CDC WIC Nutrition Program may initiate administrative action to terminate, 


disqualify or assess a civil money penalty, in lieu of disqualification, against a vendor for 


non-compliance on the basis of an incident of violation or a pattern of violations. 


1.1. An incident is defined as one isolated event at a single point in time or any single 


occurrence of a violation. 


1.2. A pattern is defined as two or more incidences of a violation, unless otherwise stated 


in the description of the specific violation listed below. 


1.3. A violation includes but is not limited to the occurrence of a violation and the intent 


to commit a violation.    


1.4. All incidents of a violation occurring during the first compliance buy visit shall 


constitute only one incident of that violation for the purpose of establishing a pattern 


of violations.  


1.5. The Vendor Agreement specifies that failure to meet certain of its requirements 


provides cause for immediate termination of the Agreement.  


2. Mandatory sanctions are applied to the violations defined in 7 CFR 246.12(l). The federally-


defined violations (Federal Violations) and resulting sanctions are listed in Class I and Class 


II below. Sanctions range from one-year to permanent disqualification from the WIC 


Program. 


3. Patterns of state-defined violations (Class III State Violations) constitute grounds for 


termination from the Maine CDC WIC Nutrition Program. State Violations will be reported 


but will not be added to a mandatory federal sanction within the same compliance 


investigation unless a mandatory federal sanction from the same investigation is not upheld 


on appeal. Initial and subsequent incidents of a Class III State Violation will have the 


following consequences:  


3.1. First incident- the vendor will receive a warning letter; 
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3.2. Second incident- the vendor will be required to attend additional training; 


3.3. Third incident- the vendor will be required to submit a corrective action plan, 


including a written plan for additional training to staff;  


3.4. Fourth incident- the Vendor Agreement will be terminated. The vendor will need to 


wait 12 months to reapply for authorization with the WIC Program. 


4. Notwithstanding the imposition of any mandatory or state sanctions, a WIC vendor who 


violates any WIC rules or Program requirements as set forth in the vendor policies and 


procedures is also subject to potential reciprocal Supplemental Nutrition Assistance Program 


(SNAP) sanctions, and potential disqualification by the New Hampshire WIC Program.  


5. A vendor committing fraud or abuse of the Maine CDC WIC Nutrition Program is liable to 


prosecution under applicable federal, state or local laws. In addition, a claim can be 


established for any moneys inappropriately paid to the vendor. 


6. Except when specifically stated with Class I and II violations below, if the disqualification or 


termination of the vendor would result in inadequate participant access, the State Agency 


shall impose a civil money penalty in lieu of disqualification or termination 


Federal Violations 


1. CLASS I VIOLATIONS: One instance of these violations shall constitute grounds for 


disqualification from the Maine CDC WIC Nutrition Program for a minimum of three (3) 


years and up to permanent disqualification:  


1.1. A conviction for trafficking (buying or selling) WIC FIs (food instruments), or a 


conviction for selling firearms, ammunition, explosives, or controlled substances in 


exchange for WIC FIs.  Length of disqualification – permanent. 


1.2. One incident of trafficking (buying or selling WIC FIs) or selling firearms, 


ammunition, explosives, or controlled substances in exchange for WIC FI.  Length of 


disqualification – six (6) years. 


1.3. One incident of the sale of alcohol, alcoholic beverages or tobacco products in 


exchange for WIC FIs. Length of disqualification – three (3) years. 


1.4. When a vendor violates 1.2 or 1.3 above after having previously received a sanction 


for violation of either provision, the length of disqualification shall be doubled.  Civil 


money penalties in lieu of disqualification also shall be doubled, up to the maximum 


penalty allowed under 7 CFR 246.12(l)(1)(x)(C) and described in Procedures below. 


1.5. When a vendor violates 1.2 or 1.3 above after having previously received two (2) or 


more sanctions for violation of either provision, the length of disqualification shall be 


doubled for that violation and all subsequent violations. Civil money penalties shall 


not be imposed in lieu of disqualification for third and subsequent sanctions.      


2. CLASS II VIOLATIONS:  These violations require a pattern of incidents to be documented 


before a sanction can be imposed. Unless otherwise noted, “pattern” is defined as two or 
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more incidents of these violative behaviors described below that occur during the period the 


vendor is under contract.  


2.1. Claiming reimbursement for the sale of any WIC item that exceeds the store’s 


documented inventory of that food item for a specific period of time.  Length of 


disqualification – three (3) years.  


2.1.1. This violation is typically identified through an inventory audit. An individual 


“incident” for this violation is defined based upon the largest quantity of the 


inventory item redeemed by the vendor on a single paper FI, or, if the item is 


obtained from a wholesale distributor, by the standard case size for the item.  


Using infant formula for an example, if a vendor’s invoices show that it purchases 


a specific infant formula by the case and the case contains six units of formula, 


the inability to show documentation for eighteen units of that specific infant 


formula would represent three incidents of this violation. If the vendor purchases 


infant formula by the individual unit and the largest number of units on a paper FI 


redeemed by the vendor for a specific infant formula allowed 5 units, the inability 


of the vendor to show documentation for eighteen units of that specific infant 


formula would represent four incidents of this violation.  


2.1.2.  When incidents of this violation occur for multiple WIC foods, the incidents are 


additive. For example, three incidents of insufficient inventory for Formula A, 


two incidents of insufficient inventory for Formula B, and 1 incident of 


insufficient inventory for Formula C would constitute six total incidents. 


2.2. A pattern of vendor overcharges- intentionally or unintentionally charging the State more 


for authorized WIC foods than is permitted under the vendor agreement. For the purpose 


of this violation, if the overcharge is less than two dollars per food instrument, four 


incidents will be required to define a pattern. Length of disqualification – three (3) years. 


2.3. Receiving, transacting, and/or redeeming WIC FIs outside of authorized channels, 


including the use of an unauthorized retailer and/or an unauthorized person. Length of 


disqualification – three (3) years. 


2.4. Charging the Maine CDC WIC Nutrition Program for WIC foods not received by the 


WIC customer. Length of disqualification – three (3) years. 


2.5. Providing credit or non-food items, other than alcohol, alcoholic beverages, tobacco 


products, cash, firearms, ammunition, explosives, or controlled substances, in exchange 


for WIC FIs. Length of disqualification – three (3) years. 


2.6. Providing unauthorized food items in exchange for FIs, including charging for 


supplemental foods provided in excess of those listed on the FI. For the purpose of this 


violation, a pattern shall be defined as four or more incidents for all foods except infant 


formula. Two incidents of selling the incorrect infant formula or excess infant formula 


will be considered a pattern. Length of disqualification – one (1) year. 


2.7. If a vendor receives a second disqualification sanction for any violation of provisions 2.1 


through 2.6 above, the length of disqualification shall be doubled.  Civil money penalties 
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in lieu of disqualification also shall be doubled, up to the maximum penalty allowed 


under 7 CFR 246.12(l)(1)(x)(C).  


2.8. If a vendor receives a third or subsequent disqualification sanction for any violation of 


provisions 2.1 through 2.6 above, the length of disqualification shall be doubled for that 


violation and all subsequent violations.  Civil money penalties shall not be imposed in 


lieu of disqualification for third and subsequent sanctions.   


 


State Violations 


3. CLASS III VIOLATIONS are state-defined and primarily administrative in nature. State 


Violations are: 


3.1. Contacting a WIC customer to recover funds for a WIC FI that was not reimbursed or for 


which overcharges were requested.   


3.2. Refusing to accept a valid WIC FI from a WIC customer.   


3.3. Transacting WIC FIs outside of the authorized store location.   


3.4. Altering information on a WIC FI.   


3.5. Failing to submit information requested by the State Agency, in the format requested, 


within the time specified, including, but not limited to, food price lists and food stocking 


information.   


3.6. During a WIC transaction, providing WIC-approved food that is beyond the expiration,  


last sale date, or best before date imprinted on the product packaging by the product’s 


manufacturer.   


3.7. Failing to maintain the minimum stock of any WIC-approved foods. Any vendor in 


violation also will be required to correct the insufficient inventory within 48 hours and 


provide verification to the State Agency within 72 hours.   


3.8. Accepting or requiring a signature before the actual amount of sale is entered on the WIC 


FI by the customer when the FI is a paper instrument.   


3.9. Failing to request the WIC ID Folder and to verify the participant’s signature when the FI 


is a paper instrument.   


3.10. Charging sales tax on a WIC purchase.   


3.11. Obtaining/using WIC vendor stamps from sources other than the State Agency.   


3.12. Accepting WIC FIs that appear to be altered.   


3.13. Failing to have a participant enter the purchase price on the WIC FI at the time of 


the transaction when the FI is a paper instrument.   
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3.14. Requiring a WIC customer to purchase all food listed on the WIC FI.   


3.15. Failing to provide a WIC customer with an itemized receipt for foods purchased 


with a WIC FI.  


3.16. Failing to train all staff and store representatives who conduct cash register 


transactions in WIC procedures and requirements.  


3.17. Charging WIC for Maine Bottle Bill deposits.   


3.18. Requiring WIC participants to buy specific brands when the brands are not 


stipulated on the WIC FI or in the WIC Approved Food List.  


3.19. Substituting or allowing substitution of one WIC authorized food for another WIC 


authorized food that is not on the WIC participant’s FI. Exception: Selling an infant 


formula that is not listed on the participant’s WIC FI  


3.20. Requiring WIC participants to make a cash purchase to transact a WIC FI.  


3.21. Failing to maintain a WIC Accepted Here sticker on the entry to the store.  


 


Other Disqualifications: 


4. The State Agency shall disqualify a vendor that has been disqualified from SNAP. The WIC 


disqualification will be for the same length of time as the SNAP disqualification, and the 


WIC disqualification may begin at a later date than the SNAP disqualification. This 


disqualification is not subject to appeal. 


5. The State Agency shall disqualify a vendor who has been assessed a civil money penalty for 


hardship in SNAP under 7 CFR §278.6. The length of disqualification shall correspond to the 


period for which the vendor would otherwise have been disqualified in SNAP. Such 


disqualification may not be imposed unless the State Agency has first determined in its sole 


discretion that the disqualification would not result in inadequate participant access. If the 


State Agency determines that inadequate participant access would result from the 


disqualification, then neither a disqualification nor a civil money penalty in lieu of 


disqualification will be imposed. 


6. The State Agency shall disqualify a Maine vendor also authorized in the state of New 


Hampshire who has been disqualified or assessed a civil money penalty in lieu of 


disqualification by New Hampshire for any mandatory sanction. If the disqualification of the 


vendor would result in inadequate participant access, the State Agency will impose a civil 


money penalty in lieu of disqualification. 


Procedures: 
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1. The State Agency shall determine compliance with the Vendor Agreement and the Vendor 


Management Policies thru the following methods: 


1.1. Monitoring 


1.2. WIC FI transactions 


1.3. Compliance buys 


1.4. Inventory audits 


1.5. SNAP reports 


1.6. Redemption analyses 


1.7. Other objective means as determined by the State Agency. 


2. With the exception of an audit that reveals two or more incidences of charging the WIC 


Program for a specific supplemental food in excess of the store’s documented inventory of 


that food, the State Agency shall notify the vendor in writing if it has been determined that an 


initial incident of a violation has occurred for which a pattern of incidents must be 


established to impose a sanction.  The State Agency, in its discretion and on a case by case 


basis, must notify the vendor before another such incident is documented, unless it 


determines that notifying the vendor would compromise an investigation. Such a 


determination will be documented in the vendor’s file.  


3. The State Agency shall issue written notices of sanctions for all violations for which adverse 


action against the vendor will be taken by the State Agency. A description of the violation, 


the action to be taken and the right to appeal will be included in the notice. 


4. In the event that the State Agency determines that a vendor should be disqualified or 


terminated based upon the occurrence of violations listed above, excluding Class I Violation 


1.1, the State Agency shall make a determination of participant access. If disqualification of a 


vendor would result in inadequate participant access and the State Agency does not authorize 


new WIC vendor(s) or otherwise devise a plan to meet participant access needs, the State 


Agency will impose a civil money penalty in lieu of disqualification or termination of the 


violating vendor. 


4.1. The State Agency, in its sole discretion (7 CFR §246.18), will determine whether the 


disqualification or termination of a violating vendor would result in inadequate 


participant access. To determine inadequate participant access, the State Agency will 


consider several factors that include, but are not limited to:  


4.1.1. Whether a WIC participant living in a town with a population of 5,000 or more 


people would be required to travel more than five miles one way from the 


disqualified vendor to the nearest authorized WIC vendor. 
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4.1.2. Whether a WIC participant living in a town with a population of less than 5,000 


people would be required to travel more than ten (10) miles one way from the 


disqualified vendor to the nearest authorized WIC vendor. 


4.1.3. The presence of physical barriers or conditions that would make normal travel to 


another authorized vendor difficult or impossible (e.g. an island store, poor road 


conditions). 


4.2. A participant access determination is not subject to appeal. 


4.3. Documentation of the participant access determination shall be placed in the vendor’s 


file. 


4.4. A civil money penalty imposed by the State Agency in lieu of disqualification due to a 


Class I or Class II sanction will be calculated using the following formula:  ten (10) 


percent of the average monthly redemption for the most current six (6)-month period 


prior to the scheduled disqualification, multiplied by the number of months of the 


disqualification period, not to exceed $11,000 per violation and $49,000 per investigation. 


4.5. A civil money penalty imposed by the State Agency in lieu of termination due to a Class 


III sanction will be calculated using the following formula: five (5) percent of the average 


monthly redemption for the most current six (6)-month period prior to the scheduled 


disqualification, multiplied by the number of months of the termination period, not to 


exceed $2,000 per violation and $5,000 per investigation. 


4.6. Payment of a civil money penalty shall be made in a lump sum payment or by equal 


monthly installments due the first day of three consecutive months. All payments (either 


lump sum or installments) shall be made by certified checks or money orders made 


payable to “Treasurer, State of Maine,” and mailed to the Maine CDC WIC Nutrition 


Program. 


4.7. If a vendor does not pay a civil money penalty in full within the specified time frame, the 


State Agency will notify the store that the balance of the payment is due within twenty 


(20) days or the vendor will be disqualified from the Program for the remaining balance 


of the original disqualification (for a period corresponding to the most serious violation in 


cases where a mandatory sanction included the imposition of multiple civil money 


penalties as a result of a single investigation). 


5. The State Agency shall not accept voluntary withdrawal from the WIC Program or non-


renewal of the Vendor Agreement as an alternative to disqualification for any mandatory 


sanction.  








   


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011               Policy No. VM-7 


Revised: August 1, 2016 


Administrative Review of State Agency Actions  


Authority 


7 CFR §246.4(a)(14)(iii) and §246.18; 


22 MRSA §255; and 


10-144 CMR Chapter 286 §V 


Policy 


1. Any vendor has the right to seek review pursuant to 10-144 CMR Chapter 286 if it is 


adversely affected by a Local or State Agency decision in the following instances: 


1.1. Denial of authorization; 


1.2. Termination of the Vendor Agreement for cause; 


1.3. Disqualification from the Maine CDC WIC Nutrition Program during the contract 


period, other than disqualification due to a SNAP disqualification; 


1.4. Imposition of sanction points; and 


1.5. Imposition of a civil money penalty in lieu of disqualification. 


2. Not subject to administrative review per 7 CFR §246.18(a)(1)(iii) are: 


2.1. The validity of the State agency’s vendor limiting criteria or vendor selection 


criteria for minimum variety and quantity of supplemental foods, business 


integrity, and current SNAP disqualification or civil money penalty for hardship; 


2.2. The validity of appropriateness of the State agency’s selection criteria for 


competitive price; 


2.3. The validity or appropriateness of the State agency’s participant access criteria 


and the participant access determination; 


2.4. The State agency’s determination to include or exclude an infant formula 


manufacturer, wholesaler, distributor, of retailer from the Authorized Formula 


Source List; 


2.5. The validity or appropriateness of State agency’s prohibition of incentive items; 


2.6. The State agency’s determination whether to notify a vendor in writing when an 


investigation reveals an initial violation for which a pattern of violations must be 


established in order to impose a sanction; 
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2.7. The State agency’s determination whether a vendor had an effective policy and 


program in effect to prevent trafficking and that the ownership of the vendor was 


not aware of, did not approve of, and was not involved in the conduct of the 


violation; 


2.8. The expiration of a vendor’s agreement; 


2.9. Disputes regarding FI payments and vendor claims (other than providing an 


opportunity to justify or correct a vendor overcharge or other error within 15 days 


of the notice of vendor claim); and 


2.10. Disqualification of a vendor as a result of disqualification from SNAP. 


Procedures 


1. All administrative hearings will be conducted in accordance with the rules contained in 


the WIC Federal Regulations, 7 CRF §246.18, and Department of Health and Human 


Services Administrative Hearings Regulations, 10-144 CMR Chapter 1. 


2. Any vendor adversely affected by a Local or State Agency decision will be informed in 


writing, at least fifteen (15) days prior to the effective date of the action, of the reasons 


for the action, the citation to the authority the action is based on, and of the right to an 


administrative hearing.  


3. A request for an administrative hearing is defined as a written or verbal statement by a 


vendor requesting the opportunity to present their case to a higher authority.  If a request 


for a hearing is made to the State Agency, a Request for Administrative Hearings Form 


(Appendix VM-7-A) will be completed immediately by the State Agency and forwarded 


to the Office of Administrative Hearings. 


4. Requests for an administrative hearing must be made within 60 days from the date of the 


written notice of the adverse action. Requests received by Local Agencies will be 


forwarded to the State Agency within three (3) working days of receipt. 


5. The Department shall not deny or dismiss a request for an administrative hearing unless: 


5.1. The request is not received within the time limits set by the Department; or 


5.2. The request is withdrawn in writing by the appellant or his representative; or 


5.3. The appellant or representative fails, without good cause, to appear at the 


scheduled hearing; or 


5.4. The appellant is not entitled to a hearing as set forth above. 


6. Adverse actions against a vendor shall be stayed until final agency action.  


7. The appellant is solely responsible for the cost of his or her legal counsel. 


8. The State Agency shall immediately forward any request for withdrawal of an 


administrative hearing to the Hearing Officer. 


9. An administrative hearing may not be delayed or canceled for the purpose of considering 


a possible adjustment unless the appellant requests such a delay or cancellation.  
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10. The appellant shall be provided with adequate opportunity to examine all records and 


documents to be presented at the administrative hearing, at any time after a request for a 


hearing has been made. 


11. Any representative of the appellant must have written authorization from the appellant to 


examine such records. 


12. All administrative hearing decisions will be issued in accordance with the rules contained 


in 10-144 CMR Chapter 1, Department of Health and Human Services Administrative 


Hearings Regulations. 


13. An appellant may appeal an unfavorable decision to Superior Court pursuant to 


M.R.Civ.P.80C.  Unless otherwise ordered by the Superior Court, the Hearing Officer’s 


decision shall not be stayed. 


14. The State Agency will keep a record of all administrative hearings and their outcome.  


Information will include: 


14.1. Vendor number; 


14.2. Store name; 


14.3. Termination/disqualification date; 


14.4. Reason for termination/disqualification; 


14.5. Administrative hearing date; 


14.6. Hearing Officer’s recommended decision; 


14.7. Date of recommended decision; 


14.8. Commissioner’s final decision on Order of Reference; and 


14.9. SNAP notified – yes or no. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011               Policy No. VM-8 


Revised: August 13, 2012 


Coordination with the Supplemental Nutrition Assistance Program (SNAP) 


Authority 


7 CFR §246.4(a)(14)(ii) and (iv), and §246.12(h)(3)(xxv) 


Policy 


1. An information sharing agreement between the State Agency and SNAP shall be in effect, 


pursuant to FNS guidance, and is maintained at the State Agency. 


2. Upon request, an updated list of authorized vendors shall be sent to the FNS field office.   


3. State Agency compliance investigators shall coordinate their activities with their SNAP 


counterparts. 


4. The disclosure of confidential WIC vendor and SNAP retailer information is restricted by the 


State Agency to those permitted under 7 CFR 246.26(e) and (f) (Refer to VM-10, 


“Confidentiality of Vendor and SNAP Retailer Information” for details.). 
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VM-9 Vendor Training on Vendor Management  1 


 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011               Policy No. VM-9 


Revised: August 1, 2014 


Staff Training on Vendor Management 


Authority 


7 CFR §246.4(a)(14)(ii),(iii),(iv),and (xi) 


Policy 


1. Routine formal training is required for State Agency staff regarding vendor management 


practices covering the following: 


1.1. Vendor selection and authorization 


1.2. Vendor training 


1.3. Routine monitoring 


1.4. Compliance investigations 


1.5. Inventory audits 


1.6. Corrective actions and sanctions 


1.7. Criminal investigations 


1.8. Vendor appeals and administrative reviews 


1.9. Federal and State WIC regulations 


1.10. Prevention of vendor fraud and abuse 


1.11. WIC/SNAP information sharing 


1.12. High-risk vendor identification 


1.13. Vendor management information system 








 


WIC Minimum Stocking Requirement—WIC‐approved products only—effective October 1, 2016 


 
Food Category and Page 
in Approved Food List 


 
Description 


*Means only specific products on Approved Food List 


 
Size 


 
Quantity, Minimum 
Requirement 


Fruits, p.10 Fresh or frozen or canned fruit any 15 pounds total, 2 
kinds 


Vegetables, p.10 Fresh or frozen or canned vegetables any 15 pounds total, 2 
kinds 


Infant Cereal*,  p.11 Beech-Nut Baby Cereal* 8 ounce box 6 boxes, 2 kinds* 
 
 


Infant Food*, p.11 
Vegetables: Beech-Nut Classics* 4 ounce jar 32 jars total, 2 kinds* 


Fruits: Beech-Nut Classics* 4 ounce jar 32 jars total, 2 kinds* 


Infant Food Meats*, p.11 Meats: Beech-Nut Classics* 2.5 ounce jar 24 jars total, 2 kinds* 


 
 


Infant Formula 


Similac Advance ® 
Similac Isomil® 
Similac Sensitive® 
Similac for Spit-Up® 
Similac Total Comfort® 


 
12.0-12.4 
ounce cans 
(dependent 
upon product) 


 
 


24 cans of Similac 
powdered formula 


 


Beans/Peas/Lentils, p.12 
Beans/Peas/Lentils -Canned 15-16 ounce 


can 
 


8 cans or 2 bags 
Beans/Peas/Lentils -Dry 16 ounce bag 


Eggs,  p.12 Grade A- Any size, brown or white shells dozen 2 cartons 


Peanut Butter, p.12 Creamy, smooth, chunky, crunchy, or extra crunchy 16-18 ounce 
jar 2 jars 


 
 


Fish Canned, p.12 


 
 


Chunk or light tuna, pink salmon, or sardines 


 
3.75-15 ounce 
cans, 6 ounce 
or larger 
pouches 


 
 


60 ounces 


 
 
Milk, p.13 


 
Whole milk gallon, half 


gallon, quart 
4 gallons total, includ- 
ing at least 2 quart size 
containers 


 
1% or skim milk gallon, half 


gallon, quart 
4 gallons total, includ- 
ing at least 2 quart size 
containers 


Cheese, p.14 Block, shredded or sliced of reduced fat or regular 8 or 16 ounces 32 ounces total 


 
 
Whole Grains*, p.15-16 


Whole wheat bread* 16 ounce loaf 2 loaves* 


Oatmeal*, soft shell whole grain tortillas*, 
whole wheat pasta* 


16 ounce pack- 
age 


 


2 packages* 
Brown rice 14-16 ounce 


package 


Cereal*, p.17-18 WIC approved cereal* 12-36 ounce 
box 


6 boxes, two kinds, at 
least 1 must be whole 
grain* 


100% Juice*, p.19 Bottled juice* 64 ounce bottle 6 bottles, two kinds* 


100% Juice Concentrate*, 
p.20 Frozen or liquid* 11.5-12 ounce 


can 6 cans, two kinds* 


 








 


Contact us:  1-800-437-9300   


Revised: July 28, 2017    O:\Vendor Relations\Vendor Files\Vendor MasterForms\Food & Formula - Stock\170728_Infant_Formula_Authorized_List.docx 


Department of Health and Human Services 
Maine Center for Disease Control and Prevention 


286 Water Street 
11 State House Station 


Augusta, Maine  04333-0011 
Tel.: (207) 287-8016; Fax: (207) 287-9058 


TTY Users:  Dial 711 (Maine Relay) 


Maine CDC WIC Nutrition Program  
Authorized Infant Formula Supplier List 


A condition of the WIC Vendor Agreement is that all formula must be purchased from a supplier on this list. 


WIC Vendors must maintain inventory records for a period of at least three years. These inventory records include inventory records 
showing all infant formula purchases, wholesale and retail, in the form of invoices identifying the wholesale or retail quantity and prices.  


Wholesale or Retail Supplier Address City State Zip Phone 
Associated Grocers of New England (AGNE) 11 Cooperative Way Pembroke NH 03275 603‐223‐6710 
Auburn Merchandise Distributors 355 Maine St Whitinsville MA 01588 508‐234‐9000 
Bozzuto's Inc.,  275 Schoolhouse Rd Cheshire CT 06410 203‐250‐5377 
BJ's Wholesale Club, Inc. locations  25 Research Dr Westborough   MA  01582 774‐512‐7400


C & S Wholesale Grocers  7 Corporate Dr Keene NH  03431 603‐357‐7301


Capitol Candy Co. Inc. Wholesalers  32 Burnham St Barre VT  05641 800‐639‐2224


Garber Brothers, Inc.  Route 139 Kay Way  Stoughton MA  02072 800‐242‐0965


Hannaford /Delhaize   145 Pleasant Hill Rd Scarborough ME  04074 800‐213‐9040


HD Smith Wholesale Drug Co.  8 Marin Way Stratham NH  03885 603‐778‐1015


Market Basket, Inc. / DeMoulas   10 Main St Tewksbury MA  01876 978‐851‐8000


Mead Johnson  2400 West Lloyd Expressway Evansville IN  47721 812‐429‐5000


Pine State Trading Co.  47 Market Street Gardiner ME  04345 207‐622‐3741


Sam’s Club, locations  2101 SE Simple Savings Drive Bentonville AR  72716 800‐331‐0085


Save a Lot Distribution Center  1 Van Bergen Lane  W. Coxsackie NY  12192 518‐731‐1300


Shaw's Wells Distribution Center  Route 109 Wells ME  04090 207‐646‐9616


Wal‐Mart and/or Distribution  31 Alfred Plourde Parkway Lewiston ME  04240 207‐344‐2700


Yell‐O‐Glow Corp   21 Arlington Street Chelsea MA  02150 317‐394‐0300


FDA‐Registered Manufacturers  Address City State Zip


Abbott Laboratories  3300 Stelzer Road Columbus OH 043219


Mead Johnson  2400 West Lloyd Expressway Evansville IN 47721


Nestle USA  12 Vreeland Road Box 697 Florham Park  NJ 07932


Nutricia North America  9900 Belward Campus Dr Ste 100 Rockville  MD 20850


PBM Nutritionals  652 Peter Jefferson Parkway Ste 300 Charlottesville  VA 22911


Prolacta Bioscience  757 Baldwin Park Blvd City of Industry   CA 91746
   


You may request that another formula source be considered for addition to this list. Such a request does not 
guarantee the supplier will be added. Fax to (2017)287‐3993 or email to wic.maine@maine.gov  


On behalf of       
  Store Name    City 


I request the following infant formula supplier be added to the authorized supplier list. 


Business Name:  Contact Name:


Address:  City:   State:    Zip:   


Phone:    Fax:  E‐mail:   


        /        / 
Authorized Vendor Print 


 


Authorized Vendor Signature  Date 


 








 


 
 
 


 


Maine CDC WIC Nutrition Program Vendor Agreement 


 


This Agreement is made between ________________________________________________, Owner(s) of  


______________________________________ located at _____________________________, (hereinafter 


Vendor) and the State of Maine Department of Health and Human Services Maine CDC WIC Nutrition 


Program (hereinafter WIC Program).  The Vendor and the WIC Program mutually agree to the terms and 


conditions contained in this Agreement. 


Assigned Vendor Number: [ _______ ]  Assigned Vendor Peer Group:  Peer Group___ 


The period of this Agreement is from ________________________ to ________________________. 


The Vendor agrees to the following general requirements during the term of the Agreement and shall: 


1. General Requirements: 


1.1 Maintain compliance with this WIC Vendor Agreement; Federal and State statutes; Title 7 of 


the Code of Federal Regulations Part 246; 10-144 Chapter 286 Maine WIC Program Rules; 


and Vendor Management Policies governing the WIC Program throughout the Vendor 


Agreement, including any changes made during the agreement period. All Vendor 


Management Policies are available for review at www.wicforme.com. The Vendor will be 


notified of any changes to the WIC Program in writing by methods including, but not limited 


to newsletters, special bulletins, and amendment to agreements, prior to the changes taking 


effect. Vendor Management Policies are reviewed  by the WIC Program at least annually. 


Vendors are directed to the WIC Program website for the most recent version of the Vendor 


Management Polices. 


1.2 Not only meet vendor selection criteria at the time of the initiation of the Agreement, but 


maintain compliance with vendor selection criteria throughout the agreement period, including 


any changes to the criteria. Using the current vendor selection criteria, the WIC Program may 


reassess the Vendor at any time during the agreement period. 


1.3 Maintain inventory records used for federal tax reporting purposes; maintain records in 


accordance with generally accepted accounting procedures; and assure that records reflecting 


justification and receipt of WIC funds, food instruments/cash-value vouchers/eWIC cards 


(hereinafter FIs), and all other program-related records of the Vendor are available for 


inspection or audit by federal, state or other authorized personnel for a period of at least three 


years.  


1.4 Cooperate with federal and state WIC Program and other authorized personnel during 


announced and unannounced on-site vendor reviews, inspections and audits.  


1.5 Provide the WIC Program with purchase invoices from wholesalers and receipts for WIC-


approved foods purchased from other retailers, when requested. Invoices and receipts for infant 


Maine CDC WIC Nutrition Program 


Tel. (207) 287-3991 or (800) 437-9300 


Fax: 207-287-3993 


 



http://www.wicforme.com/
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formula shall show the authorized supplier and the specific type of formula or they shall not be 


considered an acceptable record of inventory nor justification against a Vendor claim.    


1.6 Submit a current price list within the timeframes given and in the format requested by the WIC 


Program. 


1.7 Have at least one authorized representative attend all required vendor trainings. Annual 


training may be provided in a variety of formats, including newsletters, videos, and interactive 


training. The Vendor shall inform and train all employees who have cashier duties, and other 


staff on program requirements, and shall maintain documentation of the training of staff as 


described in Vendor Management Policy VM-2: Vendor Training.  


1.8 Accept FIs only from participants in the WIC Program, their authorized representatives, or 


proxies (hereinafter participants). 


1.9 Submit FIs for redemption in accordance with the procedures and other requirements of 


Vendor Management Policy VM-12: Vendor Operations. 


1.10 Accept WIC Program adjustments to the purchase price on FIs submitted by the Vendor for 


redemption to ensure compliance with Maximum Allowable Reimbursement Levels set by the 


WIC Program. 


1.11 Upon presentation of a final vendor claim for vendor overcharges or other vendor errors, the 


Vendor shall pay the claim within 30 days unless an installation payment plan is agreed to by 


the WIC Program. Vendor claim procedures are more fully described in Vendor Management 


Policy VM-14: Vendor Claims. 


1.12 Comply with the nondiscrimination provisions of Title VI of the Civil Rights Act as amended; 


7 CFR Parts 15, 15A and 15B; and the Maine Human Rights Act regarding places of public 


accommodation (5 MRS §4591). These laws collectively prohibit discrimination against any 


person because of race, religion, color, national origin, ancestry, physical or mental 


disability/handicap, sexual orientation or sex. 


2. Operational Requirements: The Vendor agrees to the following operational requirements during the 


term of the Agreement and shall: 


2.1 Provide WIC-approved foods at prices that are competitive. WIC-approved foods are defined 


as those foods listed in the Booklet for Vendors, the Participant Folder, and the Approved 


Product List as meeting the nutritional requirements for the specific category(ies) of food(s) 


and are approved by the state WIC Program for being provided to WIC participants. 


2.2 Maintain the minimum stock of WIC-approved foods as defined in the WIC Vendor Minimum 


Inventory Requirements (current list attached). 


2.3 Purchase infant formula for sale to WIC participants from sources on the WIC Program 


authorized list of infant formula wholesalers, distributors and retailers (current list attached) or 


manufacturers registered with the U.S Food and Drug Administration. Provide WIC 


participants only formula which is purchased in this way and is specified on the participant’s 


FI.  


2.4 Meet minimum redemption requirements of no less than an average of 15 WIC FIs or an 


average of $200.00 in value of WIC food benefits redeemed per month averaged over the 


previous 12 months.  
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2.5 Never transact WIC FIs outside of the authorized store. Vendors offering delivery services may 


deliver the foods purchased with WIC FIs after the transaction has been completed in the store. 


2.6 Never publicly identify, call unnecessary attention to, or allow discourteous treatment of a 


WIC participant. Treat WIC participants with the same courtesies offered to other customers 


2.7 Keep all information regarding WIC participants confidential.  


2.8 Never refuse to accept a valid WIC FI from a WIC participant. 


2.9 Only redeem a WIC FI for the WIC-approved food items specifically allowed on that FI. Never 


allow purchase of a WIC-approved food item that is not specified on the FI presented by the 


WIC participant. Never allow purchase of a food that is not WIC-approved with a WIC FI. 


Never offer cash, credit, “rain checks”, or non-food items in exchange for a WIC FI. 


2.10 Only accept FIs at the time of the actual purchase and never issue “rain checks” or credit slips 


to WIC participants. 


2.11 If the Vendor is a WIC pharmacy that has not been also authorized as a WIC food vendor, only 


accept WIC FIs for authorized infant formula and/or WIC-eligible medical foods. 


2.12 If the Vendor is a WIC pharmacy or combination food store/pharmacy, ensure that WIC 


participants can receive any authorized prescription infant formula and/or WIC-eligible 


medical foods within 72 hours of a request from a participant or the WIC Program. 


2.13 If the Vendor is a WIC food vendor that has not been also authorized as a WIC pharmacy, 


never accept FIs for authorized prescription infant formula and/or WIC-eligible medical foods. 


2.14 Be willing to “break a case” if it is necessary to provide the total number of units of WIC-


approved food items specified on a FI, particularly in reference to cans/bottles of infant 


formula. 


2.15 Ensure that prices charged to WIC participants for WIC-approved foods are equal to or less 


than prices charged to non-WIC customers and that prices for WIC-approved foods are clearly 


posted on shelves or food items so that all customers can see them. 


2.16 Allow WIC participants to take advantage of manufacturer or vendor promotions that provide 


WIC-approved foods free of charge.  The Vendor shall also accept manufacturers’ “cents off 


coupons” from WIC participants for WIC-approved foods being purchased with FIs and deduct 


the value of the coupon from the cost of the WIC-approved foods being purchased. 


2.17 Allow WIC participants to purchase less than the total amount of WIC-approved food specified 


on a WIC FI, if desired.  


2.18 Never charge the WIC Program for WIC-approved foods not actually purchased and received 


by the WIC participant. 


2.19 Never charge the WIC Program for WIC-approved foods provided in excess of those quantities 


listed on the WIC FIs. 


2.20 Never price WIC transactions by FI type. Each FI must have a purchase price entered at the 


time of the transaction for only the WIC-approved foods allowed on the FI that are actually 


purchased and received during that transaction 







 


FY 2017 Vendor Management (VM)        Vendor #________ 


Maine CDC,WIC Vendor Agreement 


Revised: August 1, 2016         Page 4 of 9 


2.21 Never request or accept cash payment for the quantities of foods specified on FIs; except that 


participants may pay, and Vendor may accept, money for the difference when the purchase of 


authorized fruits and vegetables exceeds the value of a cash-value fruit and vegetable voucher. 


2.22 Never collect sales tax on WIC food purchases. 


2.23 Collect Maine Bottle Bill deposits from the WIC participant and not from the WIC Program.   


2.24 Collect any mandated bag fees from the WIC customer and not from the WIC Program. 


2.25 Allow the exchange of a WIC-approved food purchased with a WIC FI for an identical item 


only when the original item is defective, spoiled, or has exceeded its expiration date. 


2.26 Report to the WIC Program if a WIC participant attempts to return foods purchased with WIC 


FIs in exchange for cash or credit.  


2.27 Report to the WIC Program any irregularities in the use of WIC FIs by WIC participants. 


2.28 Never attempt to seek restitution from participants for redeemed FIs that were rejected by the 


Program’s bank and/or for cash refunds requested by the WIC Program. 


2.29 Direct questions concerning payment only to the WIC Program. Do not contact WIC 


participants concerning this or any other problem area. 


2.30 Never provide incentive items or other free merchandise to WIC participants unless the Vendor 


provides the same items to non-WIC customers as well. 


3. Vendor Compliance: The Vendor agrees to the following compliance requirements during the term of 


this Agreement: 


3.1 Cooperate with the WIC Program which monitors vendors for compliance with program 


requirements. A description of monitoring methods can be found in Vendor Management 


Policies VM-4: Routine Monitoring and VM-5: Compliance Investigations. 


3.2 Agrees to the sanction, disqualification, and termination system detailed in Vendor 


Management Policy VM-6: Vendor Sanction System (attached).  


3.3 Understands that the WIC Program may initiate administrative action to disqualify or assess a 


civil money penalty, in lieu of disqualification, against a vendor for non-compliance on the 


basis of an incident of violation or a pattern of violations. 


3.4  Understands that the WIC Program will notify the Vendor in writing when an investigation 


reveals an initial incidence of violation for which a pattern of incidences must be established in 


order to impose a sanction, before another such incidence is documented. The two exceptions 


to this which would not require notification are: 


3.4.1 If the WIC Program determines, in its discretion, that notifying the Vendor would 


compromise an investigation, or  


3.4.2 The initial incident is for claiming reimbursement for sale of a WIC-approved item 


which exceeds the Vendor’s documented inventory of that specific item for a specific 


period of time. 


3.5 Understands that the WIC Program reports vendor sanctions to the United States Department 


of Agriculture Food and Nutrition Service. Disqualification of a vendor from the WIC Program 
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for Class I or Class II violations described in Vendor Management Policy VM-6 may result in 


vendor disqualification from the Supplemental Nutrition Assistance Program (SNAP). These 


“reciprocal” food program disqualifications may not be subject to administrative or judicial 


review under SNAP. 


3.6  Understands that the Vendor will be held liable for the actions of all owners, officers, 


managers, agents, employees and personnel, paid or unpaid, who may be involved in WIC 


transactions at the Vendor’s store or pharmacy. 


3.7 Understands that a vendor who commits fraud or abuse in the WIC Program is liable to 


prosecution under applicable federal, state and local laws. Those who have willfully 


misapplied, stolen, or fraudulently obtained program funds will be subject to a fine of not more 


than $25,000 or imprisonment for not more than 5 years or both, if the value of the funds is  


$100 or more. If the value is less than $100, the penalties are a fine of not more than $1,000 or 


imprisonment for not more than one year or both.   


4. The Vendor agrees to comply with WIC Program requirements for transacting FIs as described in  


Vendor Management Policy VM-12: Vendor Operations. The Vendor agrees to the requirements for 


transaction of paper FIs including, but not limited to: 


4.1 Request that the WIC participant present their WIC ID Folder.  


4.2 Observe that there are no visible alterations apparent on the FI.  


4.3  Never accept a FI outside of the “to use” dates (before the “first day to use” or after the “last 


day to use” date). 


4.4 Request that the WIC participant write the actual cost of the WIC-approved foods purchased in 


the space provided on the face of the FI prior to signing the FI.  Exception: a computer may 


print the actual cost of the WIC foods on the FI if an automated system exists in the store. 


4.5 Never accept a FI without the sale price entered in the amount field of the FI. 


4.6 Request that the WIC participant affix his/her signature in the lower right hand corner of the FI 


after he/she has written in the price. 


4.7 Observe the WIC participant as she/he signs the FI, and be sure the signature on the FI matches 


one of the three signatures on the WIC ID Folder. 


4.8 Compare the signature on the FI with the signature(s) on the ID Folder; if the signature on the 


FI does not match either of the signatures on the ID Folder, do not accept the FI.   


4.9 Never demand identification other than the WIC ID Folder from a WIC participant. 


4.10 In cases where a WIC participant signs with an “X”, witness the transaction by signing beneath 


the “X” mark. 


4.11 Always witness the customer signing the FI. 


4.12 Provide the WIC participant with an itemized receipt that indicates the cost of each food item 


purchased with the FI. 


5. The Vendor agrees to the following additional requirements for the transaction of eWIC cards: 


5.1  Only allow the WIC participant to purchase food items with Universal Product Codes 


(hereinafter UPC) that correspond to the eWIC Approved Product List (hereinafter APL), and 
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are authorized for purchase based upon the available balance of WIC-approved foods 


prescribed on the participant’s eWIC card. 


5.2  Scan or manually enter the actual UPC that is affixed to the item actually being purchased by 


the WIC participant. 


5.3  Never scan any UPC that is not affixed to the item being purchased by the WIC participant, or 


any UPC as a substitute or replacement for the item being purchased. 


5.4  Never require the WIC participant to provide any other form of identification besides entering 


the pin number associated with the eWIC card. 


6. This Agreement does not constitute a license or property interest. 


7. This Agreement is non-transferable. Any transfer of ownership or sale of the business by the Vendor 


shall render the Agreement and the vendor stamp null and void. The Agreement also shall be null and 


void if the Vendor ceases operations or leases the business. 


8. This Agreement is in effect for the time period stated only.  An application must be submitted for 


consideration upon expiration of the current Agreement period.  The Vendor’s renewal application 


will be subject to the WIC Program’s vendor selection criteria in effect at the time of the reapplication. 


9. This Agreement is subject to change in accordance with any changes in federal and state requirements 


governing the WIC Program. 


10. Both parties to this Agreement represent that there is no conflict of interest between the WIC Program, 


the local WIC agencies and the Vendor. 


11. This Agreement may be terminated for cause by the WIC Program or the Vendor, with fifteen (15) 


days’ advance written notice.  Reasons for termination of this agreement for cause shall include: 


11.1  Failure to maintain compliance with vendor selection criteria, excluding the minimum stocking 


requirement which is addressed in 11.2 below, including changes to selection criteria made 


during the Vendor Agreement period. 


11.2  Failure to stock any WIC-approved items in three or more of the WIC-approved food 


categories. 


11.3 Providing false information in the vendor application or price survey. 


11.4  A change of the store location by more than a short distance as determined by State Agency 


staff. 


11.5  A change in ownership of the Vendor by 50% or more. 


11.6  Cessation of operations of the authorized Vendor location. 


11.7  The State Agency identifies a conflict of interest, as defined Policy VM-13. 


11.8  Failure to attend mandatory vendor training.  


11.9  Nonpayment of a claim against the Vendor by the WIC Program as described in policy VM-14. 


11.10  Failure to allow monitoring and inspection of the store premises and procedures to ensure 


compliance with the agreement and state and federal WIC Program rules, regulations, and 


policies.  Monitoring and inspection includes, but is not limited to, allowance of access to WIC 


FIs negotiated the day of monitoring, access to shelf price records and any other vendor 
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records pertinent to the purchase of WIC supplemental food items, including the 


documentation of the source of infant formula. 


11.11  Failure to maintain inventory records used for federal tax reporting purposes; to maintain 


records in accordance with generally accepted accounting procedures; and to assure that 


records reflecting justification and receipt of WIC funds, FIs and all other program-related 


records of the Vendor are available for inspection or audit by federal, state or other authorized 


personnel.  


11.12  Failure to cooperate with federal and state WIC Program and other authorized personnel during 


announced and unannounced on-site vendor reviews, inspections and audits.  


11.13  Failure to provide the WIC Program with purchase invoices from wholesalers or receipts for 


WIC-approved products purchased from other retailers, when requested. 


11.14  Failure to meet minimum redemption requirements (no less than an average of 15 WIC 


FIs/CVVs or an average of $200.00 in value of WIC FIs/CVVs redeemed per month averaged 


over the previous 12 months).  The WIC Program will consider an application prior to the end 


of the termination period if circumstances that caused the failure to meet minimum redemption 


requirements have changed. 


11.15  The Vendor’s prices have increased over the prices submitted in the Vendor’s application or 


the most recent price list submitted, and such increase is not due to the inflation rate and/or 


other legitimate factors. If, within the fifteen (15) days, the Vendor can demonstrate that the 


prices have been lowered so as to not exceed the Maximum Allowable Reimbursement 


established for the Vendor’s assigned peer group, termination will not occur. 


11.16  During the course of routine monitoring the State agency determines that the Vendor derives 


more than 50% of their sales volume from WIC FIs. 


11.17  Failure to participate in the transition of the WIC Program FIs from paper instruments to eWIC 


cards. 


11.18  Purchasing infant formula from any supplier not identified on the State Agency’s list of state-


licensed infant formula wholesalers, distributors, and retailers as listed in Appendix VM-1-B; 


or manufacturers registered with the U.S. Food and Drug Administration.  


11.19  The Vendor is disqualified for any reason. 


12. The Maine DHHS Administrative Review Regulations (10-144 CMR Ch.1) are available upon request 


and notice about applicable appeal rights will be provided to Vendor at the time of notice of an 


adverse action. The Vendor agrees to the following regarding administrative and judicial appeals: 


12.1  Administrative appeals may be had by a Vendor for disqualification from the WIC Program 


during the agreement  period; termination of an agreement for cause; a decision to assign an 


authorized Vendor to a specific peer group; denial of authorization/renewal of authorization; or 


imposition of a fine or civil money penalty in lieu of disqualification; 


12.2  No appeals may be had from decisions regarding: validity or appropriateness of vendor 


authorization criteria, competitive price criteria, or vendor peer group criteria; participant 


access criteria or participant access determinations; the state’s determination whether to notify 


a vendor in writing after an investigation reveals an initial violation for which a pattern of 


violations must be established to impose a sanction; from a claim against a vendor; for the 
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WIC Program’s decision to include or exclude an infant formula manufacturer, wholesaler, 


distributor, or retailer from its authorized list from which a vendor can purchase infant 


formula; for reciprocal disqualification of a vendor based on a disqualification from SNAP; or 


for expiration of the Vendor Agreement. The Vendor agrees that these decisions of the WIC 


program are binding on the parties and not subject to further appeal or review in accordance 


with 7 CFR §§246.12 and 246.18. 


13. Neither the Vendor nor the WIC Program has an obligation to renew the Vendor Agreement. 


14. The Vendor will receive an application for renewal of authorization at least thirty (30) days before the 


Agreement expires, including notification that failure to return the renewal application prior to the date 


of expiration of the current Agreement will result in loss of authorization.  


15. The WIC Program agrees to: 


15.1 Inform the Vendor of federal or state changes in WIC program requirements in writing, by 


newsletter, mailings, or other means before the changes become effective. 


15.2 Assign vendors to Peer Groups. Assess and reassign a vendor to a peer group as changes affect 


original peer group assignment. Provide appeal rights to a vendor who disputes the WIC 


Program’s application of WIC Program peer group criteria used to designate the Vendor’s peer 


group assignment. 


15.3 Establish Maximum Allowable Reimbursement Levels for food items based upon the price 


surveys submitted by vendors, or after implementation of eWIC, based upon the actual prices 


charged by vendors in the same Peer Group for food items.  


15.4 Provide the Vendor access to information and on maintaining compliance with WIC Program 


requirements. 


15.5 Provide a WIC vendor stamp for use in redeeming WIC FIs. 


15.6 Transfer funds to the Vendor’s account for valid FIs appropriately transacted within 60 days of 


initial deposit of the FI to the Vendor’s bank. 


15.7 Manage the WIC Program in accordance with all federal and state requirements. 
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___ Check here if you require the services of an interpreter. It is your responsibility as a vendor to indicate the 


need for interpretive services.  


 


I certify that as the owner, operator, manager, or other person(s) authorized to sign the WIC Vendor 


Agreement and, prior to signing this agreement, I have carefully read the entire Agreement.  I understand how 


the Maine CDC WIC Nutrition Program works and all expectations of me set forth by the Maine CDC WIC 


Nutrition Program. I understand that compliance with all policies, procedures, and regulations of the Maine 


CDC WIC Nutrition Program is my responsibility.  


I understand that it is my responsibility to obtain interpreter services, if needed, to help me understand the 


terms of this Agreement and to comply with the policies, procedures, and regulations of the Maine CDC WIC 


Nutrition Program. I understand that it is my responsibility to bring an interpreter to mandatory training 


events, to provide an interpreter for in-store visits and telephone communications with federal or state WIC 


Program staff, and to obtain interpretation /translation for any written communications from the WIC 


Program. 


I acknowledge that I have received (check the box that applies): 


 Minimum Inventory Requirement 


 The Maine CDC WIC Nutrition Program authorized list of infant formula wholesalers, distributors and 


retailers or manufacturers 


 Sample Training Log 


 Vendor Management Policy VM-6: Vendor Sanction System 


 


     


Authorized Vendor Print  Authorized Vendor Signature  Date 


     


WIC Representative Print  WIC Representative Signature  Date 


 








 


For questions contact us at:   
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Department of Health and Human Services 
Maine Center for Disease Control and Prevention 


286 Water Street 
11 State House Station 


Augusta, Maine  04333‐0011 
Tel.: (207) 287‐3991; Fax: (207) 287‐3993 


TTY Users:  Dial 711 (Maine Relay)


Maine WIC Vendor Application for Authorization  


All questions on the application must be answered. Incomplete applications will be denied.  


TYPE OF APPLICATION 


☐ New Vendor‐ Attach a copy of proof of business ownership. Examples include, but are not limited to:  


‐Bill of sale;   ‐Lease agreement (business and/or building);   ‐Franchise agreement;  


‐Offer to purchase or purchase agreement;   ‐ Deed (business and/or building) 


☐ Currently Authorized WIC Vendor with Agreement Expiring November 30th of this year. 
Submit by September 30th               Vendor no. ___ ___ ___ ___ 


BUSINESS IDENTIFICATION 


Business Name: ____________________________________________________________________________ 


Name on Store Sign: _________________________________________________________________________ 


Physical Location Address: ___________________________________________________________________ 


City: ___________________________ County: _______________________State: _____ZIP Code: ________ 


Phone:                                 Fax:                                Website: ___________________________ 


Business Mailing Address (if different): _________________________________________________________ 


City: _______________________________ State: ___________________ ZIP Code: ______________ 


E‐mail: _____________________________ Preference for receiving information updates:  ☐ e‐mail      ☐ regular mail 


In Store Primary Contact Name: __________________________________ Title: ________________________ 


Phone:                                 Fax:                                 E‐mail: _____________________________ 
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BUSINESS OWNERSHIP 


You must complete this section for the vendor ownership or management including store managers, partners, 


corporate officers, LLC Members, LLC managers, and corporate directors.  


If there are more individuals in the vendor ownership or management than the space provided, submit the 


information on a separate page attached to this application. 


Check one: 


☐ Corporate  ☐ Sole Proprietorship  ☐ Partnership  ☐ Government  ☐ Other:_____________________ 


Name:                               Title:                  # of WIC stores owned         # of non‐WIC stores owned                


Mailing Address: __________________________________________________________________          


Phone:                              Cell:                              E‐mail:                                                                                                 


Name:                               Title:                  # of WIC stores owned         # of non‐WIC stores owned                


Mailing Address: __________________________________________________________________          


Phone:                              Cell:                             E‐mail:                                                                                                


LICENSES 


RETAIL FOOD ESTABLISHMENT LICENSE: 


Department of Agriculture, Conservation and Forestry License Number: _______________________________ 


Expiration Date: _____________ 


☐ Attach a copy of the license  


HEALTH INSPECTION REPORT 


Date of last Inspection: _____________ 


☐ Attach a copy of the store’s most recent health inspection report 


SNAP AUTHORIZATION 


Is your store authorized by USDA Food and Nutrition Service to accept SNAP?  ☐ Pending     ☐ Yes     ☐  No 


Enter the FNS Number found on your SNAP permit.  


(seven digits):____  ____  ____  ___  ___  ___  ___   Authorization Date: ______________________________ 


☐Attach a copy of the permit  


Has this store ever been denied SNAP authorization, involuntarily withdrawn, disqualified, or assessed a Civil 


Money Penalty for SNAP violations?  ☐ Yes    ☐  No 


If yes, attach an explanation identifying the nature of the violation(s), date of denial/penalty imposed, and the 


effective date of the penalty.  
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BUSINESS INFORMATION 


Date store opened for business under this ownership? ________________________________ 


Has this store been open to the public for at least one year?  ☐ Yes   ☐ No 


Is this store open for business at least ten hours per day, six days per week? ☐ Yes   ☐ No 


Square feet of sales area for grocery/food items (excluding administrative and storage area): _____________ 


Is your store in a permanent location that includes refrigeration and freezer equipment in retail area? 


 ☐ Yes   ☐ No 


Is there a pharmacy located within the confines of the store? ☐ Yes   ☐ No 


Is pharmacy able to provide medical formula within 48 hours of request? ☐ Yes  ☐ No 


Are all items for sale in the store clearly marked with prices, or are prices clearly indicated with shelf labels or 


other signage? ☐ Yes   ☐ No  


Types of payments accepted in this store:  ☐ Cash     ☐ EBT/SNAP     ☐ Debit     ☐ Credit     ☐ Check 


Number of Registers: ___________       Number of Cashiers: ___________ 


Does your cash register system scan UPC codes? ☐ Yes  ☐  No 


If yes: 


Do your cash registers record product descriptions and UPCs on customer receipts in addition to price? 


☐ Yes ☐  No 


Are your cash registers set up to detect WIC eligible foods? ☐ Yes   ☐  No   


BUSINESS HOURS  


From  to


Sun: 
____ to ____ 


Mon: 
____ to ____ 


Tue: 
____ to ____ 


Wed: 
____ to ____ 


Thur.: 
____ to ____ 


Fri: 
____ to ____ 


Sat: 
____ to ____ 


From to


Sun: 
____ to ____ 


Mon: 
____ to ____ 


Tue: 
____ to ____ 


Wed: 
____ to ____ 


Thur.: 
____ to ____ 


Fri: 
____ to ____ 


Sat: 
____ to ____ 
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SALES INFORMATION  


WIC SALES 


Do you expect WIC sales to be more than 50% of your total annual non‐taxable foods sales? ☐ Yes  ☐  No 


☐ Attach copies of the most recent four quarters of Sales and Use Tax Reports as submitted to the Maine 


Revenue Services. If in business for less than one year, provide all Sales and Use Tax Reports filed. 


Total Annual Gross Sales  $ __________________ 


Food Sales  SNAP  $ _______________  WIC  $ _______________  Other Food  $ ________________ 


Non‐Food Sales    $__________________ 


SUPPLIER INFORMATION 


INFANT FORMULA SUPPLIER INFORMATION 


WIC requires all authorized vendors to purchase infant formula from licensed wholesalers, distributors, 


retailers, or FDA‐approved manufacturers. Our Authorized Infant Formula Supplier List is attached to this form 


on page 7.  


Provide the following information for the primary infant formula supplier for this store. If more than one 


supplier is used, attach an additional page to the application with the requested information: 


Check one:   ☐Manufacturer    ☐Distributor    ☐Wholesaler    ☐Retailer  


Name:                                        


Address:                              


Phone:                              E‐mail:               


☐ Attach a copy of the most current invoice. 
 


PRIMARY DAIRY SUPPLIER 


Name:                             


Address:                             


Phone:                                       E‐mail:                
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OTHER GROCERY SUPPLIER  


Name:                             


Address:                             


Phone:                                       E‐mail:                


FRUIT AND VEGETABLE SUPPLIER  


Name:                             


Address:                             


Phone:                                       E‐mail:                


FOOD STOCK 


MINIMUM STOCKING 


WIC requires all authorized vendors to stock a minimum inventory of WIC approved foods at all times. Our 


WIC Minimum Stocking Requirement list is attached on page 8.  


Does your store meet the WIC Minimum Stocking Requirement?   ☐ Yes    ☐  No 


PRICE SURVEY 


Provide us with your store’s highest price for WIC‐approved items in the categories. Price Surveys are used to 


determine the Maximum Allowable Reimbursement (the highest price we will pay you) for each WIC‐approved 


food category and to determine if a store meets WIC’s pricing parameters to be authorized. 


☐ Complete Price Survey on page 9 and 10. 


STOCKING OTHER FOODS 


All vendors, except pharmacies, must carry staple food items in addition to their WIC approved foods. These 


items are considered non‐WIC inventory. Non‐WIC inventory includes dried, frozen, canned/jar, boxed, fresh, 


and refrigerated foods that are meant for home preparation. These foods do not include prepared foods or 


accessory foods, such as candy, condiments, spices, tea, coffee, or carbonated and un‐carbonated drinks. 


Does your store carry non‐WIC inventory intended for home preparation and consumption, including:    


1) Fresh or frozen uncooked meat, fish, poultry, or meat substitutes; ☐ Yes   ☐  No 


2) Whole grain bread and cereal products; ☐ Yes  ☐  No 


3) Dairy or dairy‐substitute products; and ☐ Yes  ☐  No 


4) Fresh fruits and vegetables. ☐ Yes  ☐  No 


Are Kosher Foods available at this store? ☐ Yes   ☐ No 
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BANK INFORMATION  


Bank Name (Where WIC Checks Will Be Deposited):_____________________________________ 


Phone:                            Fax:                __________ 


Bank’s ABA Transit Routing Number (nine digits): ___  ___  ___  ___  ___  ___  ___  ___  ___ 


Bank (Checking) Account Number:  ____________________________________________ 
 


BUSINESS INTEGRITY 


Has the corporate entity, current owner, officer, manager, or any other individual who directly or indirectly 


participates in the operation of the store ever been denied participation, cited for non‐compliance, 


involuntarily withdrawn, been disqualified, or fined by SNAP or WIC in Maine or any other state within the 


past six years or ever been permanently disqualified from SNAP or WIC? 


   ☐ Yes    ☐  No 


 


Within the previous six years, has any owner, officer, or manager of the vendor applicant been convicted of, or 


had a civil judgment entered against them, for any activity indicating a lack of business integrity, including, but 


not limited to, fraud, antitrust violations, embezzlement, theft, forgery, bribery, falsification or destruction of 


records, making false statements, receiving stolen property, making false claims, tax violations, obstruction of 


justice, or computer or cybercrimes? 


   ☐ Yes    ☐  No 


 


I understand it is my responsibility as a vendor to obtain and pay for the services of an interpreter, if one is 


needed. Are interpreter services need? 


   ☐ Yes    ☐  No 


Interpreter Name: ___________________________________________       Date: _____________  
 
 


I hereby certify that I have the authority to contract for the business and all information submitted on this 


form is accurate and complete. I understand that this application does not guarantee selection and 


authorization to participate in the Maine WIC Nutrition Program. The prices listed are my current actual shelf 


prices. No conflict of interest exists between my business and any WIC agency. I understand that if this store is 


selected for authorization, I will be bound by the rules and regulations of the WIC program. 


I understand that any false statements made in connection with this application may be grounds for denial of 


the application or termination of the location as an authorized WIC Vendor. 


 


Print Name: _______________________  Signature: ______________________  Date: _____________
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Department of Health and Human Services 


Maine Center for Disease Control and Prevention 


286 Water Street 


11 State House Station 


Augusta, Maine  04333‐0011 


Tel.: (207) 287‐8016; Fax: (207) 287‐9058 


TTY Users:  Dial 711 (Maine Relay) 


Maine CDC WIC Nutrition Program  
Authorized Infant Formula Supplier List 


A condition of the WIC Vendor Agreement is that all formula must be purchased from a supplier on this list. 


WIC Vendors must maintain inventory records for a period of at least three years. These inventory records include inventory records 


showing all infant formula purchases, wholesale and retail, in the form of invoices identifying the wholesale or retail quantity and prices.  


Wholesale or Retail Supplier Address City State Zip Phone 


Associated Grocers of New England (AGNE) 11 Cooperative Way Pembroke NH 03275 603‐223‐6710 


Auburn Merchandise Distributors 355 Maine St Whitinsville MA 01588 508‐234‐9000 


Bozzuto's Inc.,  275 Schoolhouse Rd Cheshire CT 06410 203‐250‐5377 


BJ's Wholesale Club, Inc. locations  25 Research Dr Westborough  MA  01582  774‐512‐7400


C & S Wholesale Grocers  7 Corporate Dr Keene NH  03431  603‐357‐7301


Capitol Candy Co. Inc. Wholesalers  32 Burnham St Barre VT  05641  800‐639‐2224


Garber Brothers, Inc.  Route 139 Kay Way  Stoughton MA  02072  800‐242‐0965


Hannaford /Delhaize   145 Pleasant Hill Rd Scarborough ME  04074  800‐213‐9040


HD Smith Wholesale Drug Co.  8 Marin Way Stratham NH  03885  603‐778‐1015


Market Basket, Inc. / DeMoulas   10 Main St  Tewksbury MA  01876  978‐851‐8000


Mead Johnson  2400 West Lloyd Expressway Evansville IN  47721  812‐429‐5000


Pine State Trading Co.  47 Market Street Gardiner ME  04345  207‐622‐3741


Sam’s Club, locations  2101 SE Simple Savings Drive Bentonville AR  72716  800‐331‐0085


Save a Lot Distribution Center  1 Van Bergen Lane  W. Coxsackie NY  12192  518‐731‐1300


Shaw's Wells Distribution Center  Route 109 Wells ME  04090  207‐646‐9616


Wal‐Mart and/or Distribution  31 Alfred Plourde Parkway Lewiston ME  04240  207‐344‐2700


Yell‐O‐Glow Corp   21 Arlington Street Chelsea MA  02150  317‐394‐0300


FDA‐Registered Manufacturers  Address City State Zip


Abbott Laboratories  3300 Stelzer Road Columbus OH 043219


Mead Johnson  2400 West Lloyd Expressway Evansville IN  47721


Nestle USA  12 Vreeland Road Box 697 Florham Park NJ  07932


Nutricia North America  9900 Belward Campus Dr Ste 100 Rockville  MD 20850


PBM Nutritionals  652 Peter Jefferson Parkway Ste 300 Charlottesville VA  22911


Prolacta Bioscience  757 Baldwin Park Blvd City of Industry   CA  91746
     


You may request that another formula source be considered for addition to this list. Such a request does not guarantee the 
supplier will be added. Fax to (2017)287‐3993 or email to wic.maine@maine.gov  


On behalf of       
  Store Name    City 


I request the following infant formula supplier be added to the authorized supplier list. 


Business Name:  Contact Name:


Address:  City:   State:    Zip:   


Phone:    Fax:  E‐mail:   


        /        / 
Authorized Vendor Print 


 


Authorized Vendor Signature  Date 
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WIC Minimum Stocking Requirement—WIC‐approved products only—effective October 1, 2016 


 
Food Category and Page 
in Approved Food List 


 
Description 


*Means only specific products on Approved Food List 


 
Size 


 
Quantity, Minimum 
Requirement 


Fruits, p.10 Fresh or frozen or canned fruit any 15 pounds total, 2 
kinds 


Vegetables, p.10 Fresh or frozen or canned vegetables any 15 pounds total, 2 
kinds 


Infant Cereal*,  p.11 Beech-Nut Baby Cereal* 8 ounce box 6 boxes, 2 kinds* 


 
 


Infant Food*, p.11 


Vegetables: Beech-Nut Classics* 4 ounce jar 32 jars total, 2 kinds* 


Fruits: Beech-Nut Classics* 4 ounce jar 32 jars total, 2 kinds* 


Infant Food Meats*, p.11 Meats: Beech-Nut Classics* 2.5 ounce jar 24 jars total, 2 kinds* 


 
 


Infant Formula 


Similac Advance ® 
Similac Isomil® 
Similac Sensitive® 
Similac for Spit-Up® 
Similac Total Comfort® 


 
12.0-12.4 
ounce cans 
(dependent 
upon product) 


 
 


24 cans of Similac 
powdered formula 


 


Beans/Peas/Lentils, p.12 
Beans/Peas/Lentils -Canned 15-16 ounce 


can 
 


8 cans or 2 bags 


Beans/Peas/Lentils -Dry 16 ounce bag 


Eggs,  p.12 Grade A- Any size, brown or white shells dozen 2 cartons 


Peanut Butter, p.12 Creamy, smooth, chunky, crunchy, or extra crunchy 16-18 ounce 
jar 2 jars 


 
 


Fish Canned, p.12 


 
 


Chunk or light tuna, pink salmon, or sardines 


 
3.75-15 ounce 
cans, 6 ounce 
or larger 
pouches 


 
 


60 ounces 


 


 
Milk, p.13 


 


Whole milk gallon, half 
gallon, quart 


4 gallons total, includ-
ing at least 2 quart size 
containers


 
1% or skim milk gallon, half 


gallon, quart 


4 gallons total, includ-
ing at least 2 quart size 
containers 


Cheese, p.14 Block, shredded or sliced of reduced fat or regular 8 or 16 ounces 
32 ounces total


 


 
Whole Grains*, p.15-16 


Whole wheat bread* 16 ounce loaf 2 loaves* 


Oatmeal*, soft shell whole grain tortillas*, 
whole wheat pasta* 


16 ounce pack- 
age 


 


2 packages* 
Brown rice 14-16 ounce 


package 


Cereal*, p.17-18 WIC approved cereal* 12-36 ounce 
box 


6 boxes, two kinds, at
least 1 must be whole 
grain*


100% Juice*, p.19 Bottled juice* 64 ounce bottle 6 bottles, two kinds* 


100% Juice Concentrate*, 
p.20 


Frozen or liquid* 11.5-12 ounce 
can 6 cans, two kinds* 
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Department of Health and Human Services 
Maine Center for Disease Control and Prevention 


286 Water Street 
11 State House Station 


Augusta, Maine  04333‐0011 
Tel.: (207) 287‐3991; Fax: (207) 287‐3993 


TTY Users:  Dial 711 (Maine Relay)


Cashier Guide &Approved Food List


Dear Vendor: 


Please provide us with your store’s highest price for WIC‐approved items in the categories of foods shown below. Price 
Surveys are used to determine the Maximum Allowable Reimbursement (the highest price we 
will pay you) for each WIC‐approved food and to determine if a store meets WIC’s pricing 
parameters to be authorized. It is important that you complete the survey accurately, 
carefully and thoroughly.  Refer to your Cashier Guide & Approved Food List to be sure the 
item you list is an approved food. Do not list foods or package sizes that are not WIC 
approved 


Email wic.maine@maine.gov if you would rather fill out and submit this information in a spreadsheet on your computer. 


Name of Store:    Maine Vendor #:  


Pricing Entered By:    Date:     


Number of Cash Registers      (Do Not Include Self‐Serve Registers) 
     


ID  Formula  UPC  Price   


1153  Similac Advance powder 12.4oz  7007455958  $   


1158  Similac Advance concentrate 13 oz  7007456974  $   


1156  Similac Advance RTF 32oz  7007453364  $   


1160  Similac Advance RTF 6‐pack  7007458613  $   


1149  Similac Isomil powder 12.4oz  7007455964  $   


1159  Similac Isomil concentrate 13 oz  7007456976  $   


1157  Similac Isomil RTF 32oz  7007455968  $ 


1161  Similac Isomil RTF 6‐pack  7007458603  $ 


1150  Similac Sensitive powder 12oz  7007457541  $ 


1154  Similac Sensitive RTF 32oz  7007457534  $ 


1162  Similac Sensitive RTF 6‐pack  7007453677  $ 


1151  Similac for Spit‐Up powder 12oz  7007450960  $ 


1155  Similac for Spit‐up RTF 32oz  7007456731  $ 


1152  Similac Total Comfort powder 12oz  7007462600  $ 


 


ID  Beech‐Nut Baby Cereals  Page 8 


330  Multigrain Cereal 8 oz. container  $ 


330  Oatmeal Cereal 8 oz. container  $ 


330  Rice Cereal 8 oz. container  $ 


 


ID  Beech‐Nut Classics Stage 2 F&V  Page 8  ID  Beech‐Nut Classics Stage 1 Meats  Page 8 


1134  Fruits  4 oz. jar  $  1135 Beef and Beef Broth  2.5 oz. jar  $ 


1134  Vegetables 4 oz. jar  $  1135 Chicken and Chicken Broth 2.5 oz. jar  $ 


      1135 Turkey and Turkey Broth 2.5 oz. jar  $ 


Stores must stock 24 cans of Similac 


Powdered Formula. Please also 


provide prices for all additional forms 


of Similac products that your store 


carries. Refer to WIC Minimum 


Stocking Requirement for more 


information.  


9 of 10 







 


10 of 10 


REMINDER:  Use highest price of WIC‐Approved Foods only. 


ID  Fruits and Vegetables Page 10  Fresh Frozen  Canned  
280  Type of product in store  ☐ ☐ ☐  
     
ID  Beans/Peas/Lentils page 12  Size  Brand Type  Price


250  Fat‐Free Refried beans   15‐16 oz.   $


250  Canned   15‐16 oz.   $


250  Dried   16 oz.   $
     
ID  Eggs Brand  Full Dozen  page 12  Type (White/ Brown) Size (medium/large/extra large/jumbo) Price


230    $
   
ID  Peanut Butter     page 12  Brand Type  Price


240  16‐18 oz. jar    $
     
ID  Canned Fish in Water      page 12 
270  Chunk or Light Tuna   5 oz.   $  6 oz.   $ 12 oz.         $  


270  Pink Salmon               5 oz.   $  6 oz.   $ 14.75 oz.   $ 15 oz.   $


270  Sardines        3.75 oz.   $   
     
ID  Milk Type                 page 13  Quart = 32 oz. Half Gallon = 64 oz.  Gallon = 128 oz.


1126  No fat (skim) or Lowfat ½% or 1% Milk  $ $ $ 


1129  1.5% or 2% Milk  $ $ $ 


60  Whole Milk   $ $ $ 


80  Nutrish  $ $ 


100  Lactose Free  Skim or 1% (Highest priced)  $ $  


1133  Lactose Free 2%  $ $  


120  Lactose Free Whole  $  


140  Powdered Milk 9.6 oz.  $  


130  Powdered Milk 25.6 oz.  $  


150  Non‐fat/Low fat/whole UHT‐quart  $  


1122  Silk Soy refrigerated  $  


1122  8th Continent Soy Original refrigerated  $  


1123  Pacific Ultra Soy Original shelf stable  $  
     
ID  Cheese Brand          page 14  Type Size Price  Size Price


210      8 oz. $ 16 oz. $


210      8 oz. $ 16 oz. $
     
ID  Tofu Brand               page 14  Type(firm/extra firm/super firm) Size Price  Size Price


220    8 oz. $ 16 oz. $


220    8 oz. $ 16 oz. $
     
ID  Yogurt      page 14  Size  Brand Flavor  Price


1147  Lowfat/ Nonfat   32 oz.     $


1148  Whole Milk  32 oz.     $
       
ID  Whole Grain page 15‐16  Size  Brand Type  Price


320  Brown Rice   14‐16 oz.  $


320  Oatmeal   16 oz.  $


320  Tortillas   16 oz  $


320  Whole Wheat Pasta  16 oz.  $


320  Bread   16 oz.  $


320  Bread   24 oz.  $
     
ID  100% Juice           page 19‐20 Size Brand Flavor  Price


300  Bottled Juice  64 oz.   $


290  Frozen or Liquid Concentrate  11.5‐12 oz.   $
 
ID  Breakfast Cereals Brand page 17‐18  Type Size Price Other Size Oz. Price
310    Whole Grain 12 oz. $    $ 


310    12 oz. $    $ 
 


Stores must stock skim or lowfat and 
whole milk. If you carry other types 
of milk listed here, please include 
your highest prices for those items. 


Stores are not required to stock Tofu 


or Yogurt. If your store carries  WIC‐


approved Tofu or Yogurt, please list 


your highest prices.





		New Vendor Attach a copy of proof of business ownership Examples include but are not limited to: Off

		Currently Authorized WIC Vendor with Agreement Expiring November 30th of this year: Off

		Vendor no: 

		Business Name: 

		Name on Store Sign: 

		Physical Location Address: 

		City: 

		County: 

		State: 

		ZIP Code: 

		Phone: 

		Fax: 

		Business Mailing Address if different: 

		City_2: 

		State_2: 

		ZIP Code_2: 

		email: Off

		regular mail: Off

		In Store Primary Contact Name: 

		Phone_2: 

		Fax_2: 

		Corporate: Off

		Sole Proprietorship: Off

		Partnership: Off

		Government: Off

		undefined_4: Off

		Other: 

		Name: 

		of WIC stores owned: 

		of nonWIC stores owned: 

		Phone_3: 

		Cell: 

		Name_2: 

		of WIC stores owned_2: 

		of nonWIC stores owned_2: 

		Phone_4: 

		Cell_2: 

		Email_2: 

		Department of Agriculture Conservation and Forestry License Number: 

		Expiration Date: 

		Attach a copy of the license: Off

		Date of last Inspection: 

		Attach a copy of the stores most recent health inspection report: Off

		Is your store authorized by USDA Food and Nutrition Service to accept SNAP: Off

		seven digits: 

		Authorization Date: 

		Attach a copy of the permit: Off

		Money Penalty for SNAP violations: Off

		Date store opened for business under this ownership: 

		Has this store been open to the public for at least one year: Off

		Is this store open for business at least ten hours per day six days per week: Off

		Square feet of sales area for groceryfood items excluding administrative and storage area: 

		Is your store in a permanent location that includes refrigeration and freezer equipment in retail area: Off

		Is there a pharmacy located within the confines of the store: Off

		Is pharmacy able to provide medical formula within 48 hours of request: Off

		other signage: Off

		Cash: Off

		EBTSNAP: Off

		Debit: Off

		Credit: Off

		Check: Off

		Number of Registers: 

		Number of Cashiers: 

		Does your cash register system scan UPC codes: Off

		Do your cash registers record product descriptions and UPCs on customer receipts in addition to price: Off

		Are your cash registers set up to detect WIC eligible foods: Off

		undefined_8: 

		undefined_9: 

		undefined_10: 

		to: 

		Mon: 

		undefined_11: 

		to_2: 

		Wed: 

		Thur: 

		undefined_12: 

		to_3: 

		undefined_13: 

		to_4: 

		to_5: 

		to_6: 

		undefined_14: 

		undefined_15: 

		undefined_16: 

		to_8: 

		Mon_2: 

		undefined_17: 

		to_9: 

		Wed_2: 

		Thur_2: 

		undefined_18: 

		to_10: 

		undefined_19: 

		to_11: 

		to_12: 

		to_13: 

		to_14: 

		Do you expect WIC sales to be more than 50 of your total annual nontaxable foods sales: Off

		Attach copies of the most recent four quarters of Sales and Use Tax Reports as submitted to the Maine: Off

		undefined_20: 

		undefined_21: 

		undefined_22: 

		undefined_23: 

		undefined_24: 

		Manufacturer: Off

		Distributor: Off

		Wholesaler: Off

		Retailer: Off

		Address: 

		Attach a copy of the most current invoice: Off

		Address_2: 

		Address_3: 

		Address_4: 

		Does your store meet the WIC Minimum Stocking Requirement: Off

		Complete Price Survey on page 9 and 10: Off

		1 Fresh or frozen uncooked meat fish poultry or meat substitutes: Off

		Yes_15: Off

		Yes_16: Off

		undefined_25: Off

		Yes_17: Off

		Yes_18: Off

		undefined_26: Off

		Bank Name Where WIC Checks Will Be Deposited: 

		Bank Checking Account Number: 

		past six years or ever been permanently disqualified from SNAP or WIC: Off

		justice or computer or cybercrimes: Off

		needed Are interpreter services need: Off

		Interpreter Name: 

		Date: 

		Print Name: 

		Date_2: 

		On behalf of: 

		City_3: 

		Address_5: 

		City_4: 

		State_3: 

		Phone_6: 

		State ZipRow1: 

		Name of Store: 

		Maine Vendor: 

		Pricing Entered By: 

		Date_3: 

		fill_9: 

		fill_10: 

		fill_12: 

		fill_13: 

		fill_14: 

		fill_15: 

		fill_17: 

		fill_19: 

		fill_20: 

		fill_22: 

		fill_23: 

		fill_24: 

		fill_25: 

		FreshType of product in store: 

		FrozenType of product in store: 

		CannedType of product in store: 

		Brand1516 oz: 

		Type1516 oz: 

		fill_59: 

		Brand1516 oz_2: 

		Type1516 oz_2: 

		fill_61: 

		Brand16 oz: 

		Type16 oz: 

		fill_63: 

		Type White Brown230: 

		Size mediumlargeextra largejumbo230: 

		fill_65: 

		Brand1618 oz jar: 

		Type1618 oz jar: 

		fill_68: 

		5 oz: 

		6 oz: 

		12 oz: 

		5 oz_2: 

		6 oz_2: 

		1475 oz: 

		15 oz: 

		fill_81: 

		fill_82: 

		fill_83: 

		fill_86: 

		fill_87: 

		fill_90: 

		fill_91: 

		fill_93: 

		fill_94: 

		fill_95: 

		fill_96: 

		fill_99: 

		fill_103: 

		fill_104: 

		8th Continent Soy Original refrigerated: 

		fill_105: 

		Cheese Brand page 14210: 

		Type210: 

		fill_107: 

		fill_108: 

		Cheese Brand page 14210_2: 

		Type210_2: 

		fill_109: 

		fill_110: 

		Tofu Brand page 14220: 

		Typefirmextra firmsuper firm220: 

		fill_112: 

		fill_113: 

		Tofu Brand page 14220_2: 

		Typefirmextra firmsuper firm220_2: 

		fill_114: 

		fill_115: 

		Brand32 oz: 

		Flavor32 oz: 

		fill_117: 

		Brand32 oz_2: 

		Flavor32 oz_2: 

		fill_119: 

		Brand1416 oz: 

		Type1416 oz: 

		fill_122: 

		Brand16 oz_2: 

		Type16 oz_2: 

		fill_124: 

		Brand16 oz_3: 

		Type16 oz_3: 

		fill_126: 

		Brand16 oz_4: 

		Type16 oz_4: 

		fill_127: 

		Brand16 oz_5: 

		Type16 oz_5: 

		fill_129: 

		Brand24 oz: 

		Type24 oz: 

		fill_131: 

		Brand64 oz: 

		Flavor64 oz: 

		fill_134: 

		Brand11512 oz: 

		Flavor11512 oz: 

		fill_135: 

		Breakfast Cereals Brand page 1718310: 

		Other Size Oz: 

		fill_137: 

		Breakfast Cereals Brand page 1718310_2: 

		Other Size Oz_2: 

		fill_138: 

		Email: 

		Contact Email: 

		Contact Title: 

		Title: 

		Title_2: 

		BO Address: 

		BO Address_2: 

		to_7: 

		Supplier Ph_2: 

		Supplier Ph_3: 

		Supplier Ph: 

		Supplier Ph_4: 

		Supplier Name: 

		Supplier Name_2: 

		Supplier Name_3: 

		Supplier Name_4: 

		Supplier Email_2: 

		Supplier Email_3: 

		Supplier Email: 

		Supplier Email_4: 

		Phone_5: 

		Fax_5: 

		Banks ABA Transit Routing Number nine digits: 

		Business Name_2: 

		Contact Name_2: 

		Cash Registers: 

		fill_27: 

		fill_28: 

		fill_26: 

		fill_29: 

		fill_30: 

		fill_31: 

		fill_32: 

		fill_33: 

		fill_34: 

		fill_85: 

		fill_89: 

		fill_98: 

		fill_97: 

		fill_101: 

		fill_100: 

		Whole Grain310: 

		OtherCereal: 

		Fax_3: 

		Name of Vendor: 








For questions contact us at:   


Ph.:  1-800-437-9300 or E-mail: WIC.Maine@Maine.gov  
Revised: 2/27/2018 


For Resources visit: Maine.gov\WIC 


O:\Vendor Relations\_MasterForms\WIC Check Appeal Request.docx


WIC Nutrition Program 
286 Water Street


Augusta ME 04333
      Tel. (207) 287-3991


Fax. (207) 287-3993 


WIC Check Appeal Request 
All fields must be completed or check appeal will be denied.  Mail completed form, check, and matching 
register receipt. Remember to always keep a photocopy of all items being mailed, including the check.


To:         WIC Nutrition Program, Vendor 
               # 11 State House Station, 4th FL 


  Augusta, Maine  04333-0011   


Send the following to the Maine CDC, WIC Nutrition Program:


 WIC check Appeal Request form
 WIC check Legal WIC check copy
 Receipt Copy of the original receipt or journal transaction


report verifying the correct WIC transaction procedures


The Maine CDC, WIC Nutrition Program is not responsible for any bank 
charges, returned checks or other fees charged to the vendor that result 
from the non-payment of  WIC checks.  Vendors may not recover any bank 
charges from the WIC program, or from WIC participants or their proxies.  


Vendor Stamp  
Number  Below 


WIC	VENDOR	INFORMATION


Business Name:   Phone: 


Mailing Address: 


City:  State: ZIP Code:


Store Manager/WIC Contact  E-mail address:  


Name of person filing this form: Date:               /              / 


WIC	check	Information	


WIC Check Number: Bank Rejection Reason: 


Justification 										Attach	Receipt	


WIC	USE	ONLY


□Approved ACH Record#: Letter Sent□ Denied□
Payment Justification:


Processor:    Date:       /              / 





		WIC check Appeal Request form: Off

		WIC check Legal WIC check copy: Off

		Receipt Copy of the original receipt or journal transaction: Off

		Vendor Stamp Number  Below: 

		Business Name: 

		Phone: 

		Mailing Address: 

		City: 

		State: 

		ZIP Code: 

		Store ManagerWIC Contact: 

		Email address: 

		Name of person filing this form: 

		WIC check Information: 

		WIC Check Number: 

		Bank Rejection Reason: 

		Justification 1: 

		Justification 2: 

		Justification 3: 

		Justification 4: 

		Text1: 








O:\Vendor Relations\MasterForms\TrainingLog.docx 


 


WIC Vendor Training Log 
Vendor #:  Store Name: 


Information to be 
trained on: 


Date info  
received:


 
Name of Trainer: 


 
Name of Trainee: 


Date
Training 
Completed: 


Signature of trainee
(indicates training 
completed ): 


Example: 
July Newsletter received 


 
7/15/14 


 
Ana Scovil 


 
Tina Bernier 


 
7/20/14 
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Page #____________  of Page ____________    Vendor #____________     Date:_______ 
 


WIC Compliance Buy- Check Log 


 


Check  Of   Used during compliance buy date:   Vendor #       


     


WIC Check  – (Fill out before performing compliance buy.)  


Check Number: 
(attached copy) 


FIRST DAY TO USE        /              /            LAST DAY TO USE      /          /               


Quantity Size Item Description  


   


   


   


   


   


   


   


WIC Check Foods Purchased with above check number (attach picture) 
   


Quantity Size Item Description & Manufacturer Unit Cost Total Cost 
Check if 


Non-Auth  


WIC Item 


      


      


      


      


      


Dollar amount written/printed on Food Instrument  Total: $ 


Attach receipt if given 
List of foods NOT purchased on WIC Check  


Quantity Size Item Description Reason: 


    


    


    


    


    


 


Violation items are to be kept as evidence of program noncompliance and submitted to WIC Program 
 
  







 


Page #____________  of Page ____________    Vendor #____________     Date:_______ 
 


 


 


DHHS Maine CDC WIC Nutrition Program 
Donation List 


 


Check Number:   


  
  


Quantity Size Item Description  


   


   


   


   


   


   


   


     
      


Food Disposition:   Food Bank   Local Head Start  Local WIC Agency  Non-Profit Program  Other 
      


Name of Food Disposition Center  


      


City of Disposition Center  


  
 


 
I certify that the above listed food items were received by me for use by the organization that I represent. 
 


  


    /        / 


Disposition Center Representative Print  Disposition Center Representative Signature  Date 


       


I certify that the above listed food items were donated to the representative and organization listed above. 


       


    /        / 


Compliance Shopper Print  Compliance Shopper Signature  Date 


 








 


Date: 5/13/2016 2:14:00 PM  1 of 3    


□ Check □Letter □ n/a □Scan CB Ltr□ n/a □Pic
□ _______□CB Plan □Upload SPIRIT □Event Log


Vendor Compliance Determination Form 


Vendor Information
Type of Store  Supermarket (Peer A)      Convenience Store (Peer C) 


Store 
Name:  


City: Vendor No


Type of investigation:   Compliance Buy   Inventory Audit   Monitoring   Other:   


Compliance date:   Initial Compliance date (open): Buy Number: 


Store History
Date of last Compliance investigation:    Type:  Compliance Buy  Inventory Audit   Monitoring   Other 


Date of last Training received:  New   Interactive   Special   


Average monthly dollar Volume:   $  High risk vendor:  □Yes □No


Prior Violation/Sanction points:          □Yes □No Existing amount of Sanction Points:


Prior WIC/SNAP disqualification:        □Yes □No


Other: 


Violations


1. Class I Violations:
Length of 


disqualification
Violations 
found


1.1. Conviction of trafficking vouchers/ selling ammunition, ECT. / controlled substances in
exchange for WIC FIs 


Permanent  □Yes


1.2. One incident of trafficking six (6) years  □Yes


1.3. One incident of the sale of alcohol, or tobacco products in exchange for WIC FIs. three (3) years  □Yes


2. Class II Violations:
2.1. Claiming reimbursement for the sale of any WIC item that exceeds the store’s documented


inventory within specific timeframe 
three (3) years  □Yes


2.2. Two or more incidents of intentionally or unintentionally charging the State more for WIC
foods than is permitted 


three (3) years  □Yes


2.3. Two or more incidents of  WIC FIs received , transacted, or redeemed from outside of the
authorized store location 


three (3) years  □Yes


2.4. Two or more incidents of charging for WIC foods not received by customer three (3) years  □Yes
2.5. Two or more incidents of providing credit or non food item(s) for WIC FIs three (3) years  □Yes
2.6. Two or more incidents of providing unauthorized foods and/or charging for foods one (1) year


                                  


in excess of foods listed on WIC FIs
□Yes


3. Class III Violations: Under sanction points Points Findings:
3.1. Contacting participant to recoup funds not reimbursed by WIC 10  □Yes


3.2. Improperly refusing to accept a WIC FIs from WIC Participant 10  □Yes


3.3. First incident of  WIC FIs received , transacted, or redeemed from outside of the authorized
store location 


7  □Yes


3.4. Altering information on a WIC FIs 7  □Yes


3.5. Failure to submit information documentation within timeframe specified 5  □Yes


3.6. Selling out‐of‐date WIC foods 5  □Yes


3.7. Failure to maintain minimum stock of WIC foods 5  □Yes


3.8. Accepting or requiring signature on FIs without the purchase price filled in 5  □Yes


3.9. Failure to request WIC ID Folder from participant and to verify signature 5  □Yes


3.10. Charging sales tax on WIC purchase 5  □Yes







Date: ___/___/___  V#: ___ ___ ___ ___ 2 of 3    
Revised August 2016


Continue Class III Violations: Under sanction points  Points  Findings:


3.11. Obtaining/using WIC vendor stamps from sources other than the State Agency  3  □Yes


3.12. Accepting WIC FIs that appear to be altered  3  □Yes


3.13. Failure to have participant enter purchase price on WIC FIs during transaction  3  □Yes


3.14. Requiring participants to purchase all foods listed on WIC FIs  3  □Yes


3.15. Failure to provide an itemized receipt for WIC foods  3  □Yes


3.16. First incident of charging the State more for authorized WIC foods   5  □Yes


3.17. First incident of charging for WIC foods not purchased   5  □Yes


3.18. First incident of providing credit or non‐food items on a WIC FIs   5  □Yes


3.19. First incident of providing unauthorized foods on a WIC FIs including charging for foods 
 5  □


Yes


5  □Yes


3  □Yes


3  □Yes


5  □Yes


purchased in excess of foods listed on WIC FIs 


3.20. Failure to train all staff and store representatives 


3.21. Charging WIC for the Maine Bottle Bill deposits 


3.22. Requiring WIC participants to buy specific brands when not stated on FI or Food List 


3.23. Substituting or allow substitution of one WIC food for another WIC food 


3.24. Requiring participants to make a cash purchase


3.25 Failing to maintain a WIC Accepted Here sticker on primary entrance
7  □Yes


a. SNAP disqualified DQ 


□
Yes


b. SNAP Civil money penalty for hardship DQ  □Yes


c. NH assessed mandatory sanction DQ  □Yes
6. Termination of Agreement: Findings: 


6.1. Failure to stock any WIC‐approved items in three or more of the WIC‐approved food
categories. 


□Yes


6.2. Failure to attend mandatory vendor training □Yes


6.3. Nonpayment of a claim for documented overcharges to the Maine CDC WIC Nutrition
Program. 


□Yes


6.4. Intentionally providing false information in the vendor application or price survey. □Yes


6.5. Failure to allow monitoring and inspection of the store premises and procedures to
ensure compliance with the agreement and state and federal WIC Program rules, 
regulations, and policies.  Monitoring and inspection includes, but is not limited to, 
allowance of access to WIC FIs/CVVs negotiated the day of monitoring, access to shelf 
price records and any other vendor records pertinent to the purchase of WIC 
supplemental food items. 


□Yes


6.6. Failure to maintain inventory records used for federal tax reporting purposes; to 
maintain records in accordance with generally accepted accounting procedures; and to 
assure that records reflecting justification and receipt of WIC funds, FIs/CVVs and all 
other program‐related records of the Vendor are available for inspection or audit by 
federal, state or other authorized personnel. 


□Yes


6.7. Failure to cooperate with federal and state WIC Program and other authorized 
personnel during announced and unannounced on‐site vendor reviews, inspections 
and audits. 


□Yes


6.8. Failure to provide the Maine CDC WIC Nutrition Program with purchase invoices from 
wholesalers or receipts for WIC‐approved products purchased from other retailers, 
when requested. 


□Yes


6.9. Failure to maintain compliance with vendor selection criteria, including changes to 
selection criteria made during the Vendor Agreement period. 


□Yes


6.10. Failure to train all staff who handles WIC transactions and ensuring their knowledge 
regarding Maine CDC WIC Nutrition Program procedures and requirements. 


□Yes


6.11. Failure to meet minimum redemption requirements (no less than an average of 15 WIC 
FIs/CVVs or an average of $200.00 in value of WIC FIs/CVVs redeemed per month 
averaged over the previous 12 months).  The Maine CDC WIC Nutrition Program will 
consider a reapplication prior to the end of the termination period if circumstances 
that caused the failure to meet minimum redemption requirements have changed. 


□Yes


3  Yes
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6.12. The Vendor’s prices have increased over the prices submitted in the Vendor’s 
application or the most recent price list submitted, and such increase is not due to the 
inflation rate and/or other legitimate factors. If, within the fifteen (15) days, the 
Vendor can demonstrate that the prices have been lowered so as to not exceed the 
MRP established for the Vendor’s assigned peer group, termination will not occur. 


□Yes


6.13. The Vendor is disqualified for any reason.  □Yes


Other:   □Yes


S.      Satisfactory / No Findings □Yes


Points Assessed:  


Processor


WIC Nutrition Program Representative Signature Date


Determination: 


Send letter after initial compliance:  □Yes □No


If No, how would notice of first incident of violation compromise the investigation? 


□ Exposes the shopper identification when anonymity is important to this investigation


□ Intentional conduct indicative of fraud; warning would not serve the function of correction of inadvertent error, but would
allow this vendor to possibly escape sanction.


□ Other:


Send letter for :    Warning    Violation(s), & Total Points   Inventory Audit 


 In Compliance   Termination of Agreement 


Additional investigations scheduled?  □Yes □No– Close Case / Complete


Proceed with:   Compliance Buy   Safe – Buy check description 


 Short – Buy less than check description


 Exceed– purchase WIC foods in excess of food listed on check


 Exchange‐ WIC food for another type of WIC food not on check


 Minor Substitution‐ attempt to buy non‐WIC foods


 Major Substitution – attempt to buy alcohol, or tobacco products


 Cash, credit or non food item(s)–  Get cash , credit or non food item(s)


 Trafficking ‐ purchase of firearms, ammunition, explosives, or controlled substances


 Inventory Audit


 Monitoring F/U   Call   Letter/ e‐mail   Inventory Monitoring Visit 


 Other:   


Completed By


I, Tina Bernier, of the Maine CDC WIC Nutrition Program Vendor Unit have reviwed and agree with the above finding(s). 


Tina Bernier, WIC Nutrition Program Vendor and Data Services Manager Signature Date
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Nutrition Services (NS)  
NS-1 Nutrition Counseling 


Revised October 1, 2019                                                                              1  


Maine Center for Disease Control and Prevention  


WIC Nutrition Program  


Effective:  October 1, 2012                                 Policy No. NS-1 


Revised: October 1, 2019  


Nutrition Counseling Authority  


7 CFR §246.4(a)(9); §246.11(a)(1-3) and (c)(1, 3-7)   


22 MRSA §255 and §1951  


10-144 CMR Chapter 286, §II.O  


WIC Policy Memo, #94-9 WIC Exit Counseling Brochure  


Policy  


1. The State Agency shall be responsible for developing and coordinating the nutrition 


counseling component of the WIC program, taking into consideration Local Agency 


plans, needs, and available nutrition counseling resources.  


2. Nutrition counseling shall be thoroughly integrated into participant interactions, the 


delivery of supplemental foods, and other program operations. It shall be designed to 


meet varying cultural and language needs of program participants.  


3. The State Agency shall monitor Local Agency nutrition counseling activities. Nutrition 


counseling is considered a benefit of the program, and shall be made available at no cost 


to all participants.  


4. Individual participants shall not be denied supplemental foods for failure to attend or 


participate in nutrition counseling activities.  


Procedure  


1. The State Agency requires that Local Agency nutrition counseling be coordinated with 


assessment of individual needs, and include participant-led goals, evaluation, and follow-


up.  


2. Nutrition counseling shall:  


2.1 Be easily understood by participants.   


2.2 Bear a practical relationship to participants’ nutrition needs.  


2.3 Consider household situations and cultural preferences.   


2.4 Include information for participants on how to make appropriate food selections 


for themselves and their families.  


3. Local Agency staff may offer learning opportunities directly to child participants when 


feasible.   
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4. When discussing nutrition needs of children, staff shall provide parents with the tools 


they need to feed children in a healthful manner, including information on:  


4.1 Feeding relationships  


4.2 Inappropriate feeding practices that have been identified during the interview 


process  


4.3 Anticipatory guidance so parents will know what to expect as a child gets older 


   


5. The State Agency develops minimum nutrition counseling standards for all participant 


categories, with additional standards for medically high-risk participants, including:  


5.1 Number of contacts   


5.2 Counseling requirements related to  


5.2.1 Breastfeeding promotion   


5.2.2 Information on drug and other harmful substance abuse  


5.2.3 Nutrition topics relevant to participant assessment  


5.2.4 Food safety education for infants 9-11 months with tailored CVV option  


5.3 Documentation   


5.4 Appropriate referral process  


6. Nutrition counseling may be delivered by the following methods:  


6.1.1 Face-to-face, individual or group    


6.1.2 Telephone   


6.1.3 Food demonstration  


6.1.4 Online State Agency authorized WIC nutrition education modules   


7. Local Agency staff shall document nutrition education in the participant’s electronic 


record in any of the following locations:  


7.1 Nutrition education tab 


7.1.1 Select individual or group contact; utilize education topic from drop-


down list for initial (required) and  secondary (optional); participant-


established goals may be recorded utilizing the goal-setting section on 


this tab   


7.2 Manage notes tab 
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7.2.1 SOAP note at certification,mid-certification, and follow-up 


appointments (optional)  


7.3 Nutrition assessment tab 


7.3.1  At certification and mid-certification (required) and follow-up 


appointments (optional)  


8. Participants shall be offered nutrition counseling appointments at the following minimum 


frequency:  


8.1 Infants certified for one year or until their one-year birthday shall be scheduled 


for nutrition assessment and counseling appointments at the following ages:  


8.1.1 Birth-4 weeks  


8.1.2 3-5 months  


8.1.3 6-8 months  


8.1.4 9-11 months  


8.2 Infants and non-breastfeeding women certified for six months shall be scheduled 


for counseling appointments at least two times during the certification period, 


including the initial assessment.  Nutrition and growth assessment shall be 


included at all appointments for infants certified for six months.  


8.3 Children and breastfeeding women certified for twelve months shall be scheduled 


for the following:  


8.3.1 Initial assessment and counseling appointment  


8.3.2 Mid-certification and counseling appointment, ideally no more than six 


months after initial assessment is done  


8.3.3 Counseling appointments, ideally no more than three months after initial 


and mid-certification assessments  


8.4 Pregnant women certified until their due date shall be scheduled for counseling 


appointments at a minimum frequency not to exceed every three months.  


9. At the initial certification assessment visit, the participant/parent/guardian shall receive 


the following information:  


9.1 Food benefits provided are intended for the participant  


9.2 Nutritional value of food benefits provided by program  


9.3 Notification that program is supplemental  


9.4 Authorized WIC foods list  
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9.5 Benefit redemption procedures  


9.6 Proxy policies  


9.7 Policy on lost/stolen benefits  


9.8 Participant rights and responsibilities, including dual participation policies and 


actions considered fraudulent  


9.9 The benefits of nutrition counseling and the expectation for participation in 


nutrition education activities  


9.10 Local resources for drug and other harmful substance abuse counseling and 


treatment (all participants)  


9.11 Benefits of breastfeeding and local breastfeeding support resources (all pregnant 


participants)  


9.12 Importance of prenatal care (pregnant participants)  


9.13 Contraindications to breastfeeding, including HIV and specific drugs (pregnant 


and breastfeeding participants)  


9.14 Contract brand of cow’s milk-based and soy-based formulas (pregnant 


participants planning to formula feed and non-breastfeeding participants)  


9.15 Importance of adequate intake of folic acid (breastfeeding/non-breastfeeding 


participants)  


9.16 Importance of immunizations (infant and child participants)  


10. Follow-up contacts provide opportunities for counseling staff to assess participants’ 


progress on specific goals established at previous visits.  


10.1 Participant follow-up contacts may be done:  


10.1.1 one-on-one   


10.1.2 group sessions  


10.1.3 online nutrition education modules (participants assessed to be at a low 


nutrition risk priority)  


10.2 Follow-up contacts shall be documented in the participant’s electronic record.  


11. The documentation for nutrition counseling is as follows:  


11.1 All documentation of nutrition counseling activities shall be done in the 


participant’s electronic record.   
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11.2 Entries for individual counseling shall only be made by local agency WIC staff 


authorized to provide participant counseling (Refer to Policy No.  OM-4, Local 


Agency Staffing for further information).   


11.3 Entries shall contain sufficient information to:  


11.3.1 Support the nutrition assessment and risk code assignment  


11.3.2 Justify the health and nutrition advice   


11.3.3 Support a referral  


11.4 Entries may document pertinent socioeconomic information, client issues or staff 


concerns.  


11.5 Entries are permanent.   


11.6 Non-nutrition related contacts (such as lost/stolen checks, appointment changes, 


Farmer’s Market check issuance, requests for proxy changes, etc.) shall be 


documented in a general notes section of the participant electronic record.   


11.7 The type of nutrition counseling provided as well as any refusal or inability of the 


participant/parent/guardian to attend or participate in nutrition counseling must be 


documented in the participant electronic record.   


11.8 Online nutrition education module completed by participant, including name of 


module, verified from certificate of completion provided by participant via hard 


copy or email  


11.9 Documentation shall include topics covered, goal(s) chosen by participant (if 


any), and progress toward goal(s) as appropriate.   


12. Nutrition counseling shall be participant-lead. Specific behavioral goals as they relate to 


the participant’s nutrition risk and/or nutrition care plan shall be addressed. Guidance is 


available to provide staff members with appropriate counseling strategies (Appendices 


NS-1-A, NS-1-B, and NS-1-C).  Every effort shall be made to maximize the subject 


matter expertise of the local agency nutritionists and counseling staff members.   


13. Nutrition counseling may be reinforced by other agencies such as Head Start, Public  


Health Nursing, Healthy Families/Home Visiting Programs, University of Maine 


Cooperative Extension, or local Healthy Maine Partnerships.  These can be valuable 


partners in providing more information and support to assist participants in reaching and 


maintaining goals.  


14. The State Agency ensures that nutrition risk data is used in providing appropriate 


nutrition counseling during individual contacts, and that group nutrition contacts are 


tailored to the participants’ needs.  Examples of group contacts that may be offered by 


WIC local agencies include:  
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14.1 “Methods of Infant Feeding” offered to pregnant women who enroll early in 


pregnancy.   


14.2 “Appropriate Toddler Snacks” offered to parents who express need for more ideas 


for healthy snack options for a picky toddler, which may include discussion and 


food demonstration.   


14.3 “Making Your Own Baby Foods” offered to parents of infants younger than 6 


months who express a desire to learn how to make foods at home for their babies.  


15. Participants with qualifying medically high risk conditions shall be referred to local 


agency or consultant RD/LD (see NS-6 Medically High Risk Participants).   


16. Women whose categorical participation in the program is ending shall be provided with 


exit counseling to reinforce critical health messages.  This last counseling appointment is 


not intended to replace nutrition education that is personalized for individual nutrition 


risks.   In general, the key messages to be reinforced include but are not limited to:  


16.1 Continued importance of adequate folic acid intake during childbearing years  


16.2 Continued breastfeeding (if appropriate)  


16.3 Up to date immunizations for the woman and her child(ren)  


16.4 Health risks associated with intake of alcohol, tobacco and other drugs  


16.5 Importance of a well-balanced diet  


17. The State Agency monitors Local Agency progress toward meeting annual agency 


nutrition counseling goals, nutrition counseling action plans and objectives via:  


17.1 Year-end summary report  


17.2 Annual Local Agency reviews  


18. Each Local Agency shall develop an annual Local Agency nutrition plan consistent with 


the State Agency’s nutrition counseling component of program operations and in 


accordance with USDA/FNS guidelines. The Local Agency shall submit its nutrition 


counseling plan to the State Agency prior to the start of each federal fiscal year.  


19. Participant views on nutrition counseling and breastfeeding promotion and support are 


used in the development of the Maine CDC WIC Nutrition Program State Plan as well as 


Local Agency nutrition counseling plans. Participant views may be obtained by one or 


more but not limited to the following methods:  


19.1 State-developed questionnaire issued by Local Agencies  


19.2 Locally developed additional questions (approval by State Agency is required)  


19.3 State and/or Local Agency survey questions in the participant electronic record   
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program  


Effective:  October 1, 2012                                 Policy No. NS-2 


Revised: October 1, 2019 


Food Package Design  


Authority  
7 CFR §246.10  


7 CFR §246 Federal Register Volume 79, No.42, March 4, 2014: Revisions in the WIC Food 


Packages (Final Rule)   


22 MRSA §255 and §1951  


10-144 CMR Chapter 286, §II.N  


Child Nutrition Act of 1966, As Amended Through P.L. 111–296, Effective Dec. 13, 2010 


Policy   


1. The State Agency considers the following when making decisions about authorizing WIC 


eligible foods other than infant formula:  


1.1. Federal regulatory requirements  


1.2. Nutritional value  


1.3. Participant feedback  


1.4. Cost  


1.5. Statewide availability  


2. The State Agency maintains an authorized food list and food packages designed for each 


participant category.  


3. The State Agency develops written policies and evidence-based rationales that support 


individual nutrition tailoring which takes into account the following participant 


characteristics:  


3.1. Nutrition risk/health need   


3.2. Participant preference  


3.3. Household condition  
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Procedures  


1. Food package assignment is done by participant categories and medical and/or health 


needs.  


1.1. Food Package I: Infants birth – 5 months    


1.1.1. IA: Infants birth -3 months    


1.1.2. IB: Infants 4 months-5 months  


1.2. Food Package II: Infants 6 months-11 months  


1.3. Food Package III: Infants, Children, or Women requiring WIC-eligible 


nutritionals or food  


1.4. Food Package IV: Children  


1.5. Food Package V: Pregnant and Partially-Breastfeeding Women  


1.6. Food Package VI: Postpartum Women  


1.7. Food Package VII: Exclusively-Breastfeeding Women  


2. The State Agency provides the maximum amount of all authorized foods for each of the 


seven WIC Food Packages (I-VII). For details on the maximum amount of foods in each 


food package, see the following Appendices: Maine CDC WIC Nutrition Program Food  


Package Design (NS-2-A), Maximum Food Benefits Guidance (NS-2-B), Maximum 


Food Benefits for Breastfeeding Moms with Multiples (NS-2-C) and Formula 


Reconstitution Amounts (NS-2-D).  


3. The State Agency has a contract for the provision of standard cow’s milk and soy-based 


infant formulas, as required by USDA FNS.  Non-contract standard formulas from other 


manufacturers are not issued under any conditions.  


3.1. The contract for FFY2020 is with Abbott Nutrition and includes both 20 kcal/oz 


and 19 kcal/oz standard formulas.   


3.2. The 19kcal/oz standard formulas require medical documentation from an 


authorized prescriber to issue.   


3.3. Staff shall request approval for issuance of 19kcal/oz formulas using the Standing 


Order Form (Appendix NS-2-E).   


3.3.1. Standing Orders may be honored up to the infant’s first birthday.  


4. The State Agency allows ready-to-feed formula for the following reasons:  


4.1. Participants with unsafe water supply  


4.2. Participants who are unable to properly mix powder or concentrate as directed  
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4.3. Formulas that only come in ready-to-feed form  


4.4. Participants with qualifying conditions receiving a medical formula who are not 


feeding adequately and will consume the prescribed amount of formula when 


ready-to-feed is used   


4.5. Participants with qualifying conditions receiving a medical formula whose 


medical condition requires ready-to-feed (such as immuno-compromised infants)  


5. The State Agency does not allow low iron standard formula to be issued under any 


conditions.  


6. The State Agency limits issuance of formula for partially-breastfed infants to no more 


than one (1) can of powder in the first month of life.  


7. The State Agency requires medical justification and documentation for the issuance of 


WIC-eligible nutritionals.    


7.1. One month of benefits may be provided with a verbal request from a health care 


provider pending receipt of written documentation  


8. WIC-eligible nutritionals and exempt infant formula requests may be authorized for a 


maximum of six (6) months, as documented on the prescription form.   


8.1. Staff may issue one month of benefits pending duration documentation from 


health care provider if not specified on prescription form.   


9. The type of WIC-eligible nutritional requested determines if WIC or MaineCare shall be 


the provider. For participants who have medically diagnosed conditions requiring such 


items and who are MaineCare members, Local Agency WIC staff shall reference the 


draft Decision Cube (refer to Appendix NS-2-F) to determine if the Maine CDC WIC 


Nutrition Program or MaineCare should provide the formula.   


9.1. If the participant currently has MaineCare coverage and the WIC-eligible 


nutritional is covered by MaineCare, the Local Agency WIC staff member shall:   


9.1.1. Obtain and review the Maine CDC WIC Request/MaineCare Prior 


Authorization for Medical Formula or WIC-Eligible Nutritionals 


(Appendix NS-2-G) from the participant’s healthcare provider.  


9.1.1.1 If WIC is initiating the request from the participant’s healthcare 


provider, the authorized representative shall sign a Release for 


Information for Special Formula Prescription (Appendix NS-2-H).  


9.1.2. The local agency staff member shall ensure all required information is 


included in the prescription request and determine if the WIC-eligible 


nutritional can be provided.  See Maine CDC WIC  Formulary 
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(https://www.maine.gov/dhhs/mecdc/health-


equity/wic/health/index.shtml) for a current listing of approved items.  


9.1.3. If the diagnosis in the prescription does not justify issuance of requested 


item, give other age-appropriate foods as prescribed and request 


clarification or more information from the health care provider.  


9.1.4. The following steps will be taken if the prescribed item is to be covered by 


MaineCare:  


9.1.4.1 Fax prescription form and cover sheet (Appendix NS-2-I) to the 


MaineCare contractor responsible for MaineCare prior 


authorization review.  One month of WIC-eligible food benefits 


may be provided if MaineCare coverage will not begin 


immediately, and plans for follow-up must be made with the 


caregiver.  


9.1.4.2 Document referral for WIC-eligible nutritional to MaineCare in 


participant file.  


9.1.4.3 If, at the one month follow up, MaineCare coverage of the 


WICeligible nutritional has not begun, contact the MaineCare prior 


authorization contractor to find out the status of the prior 


authorization request (participant’s MaineCare number is needed 


when this call is made).  The local agency staff member may 


provide another month of benefits, if necessary.  


9.1.4.4 Monthly appointments or contacts with the WIC participant should 


continue until the WIC-eligible nutritional is approved or denied 


by MaineCare.  


9.2. If the participant does not currently have MaineCare coverage or the WIC-eligible 


nutritional is not covered by MaineCare, the Local Agency WIC staff member 


shall use the following procedures:  


9.2.1. If the participant does not have medical insurance, provide the phone 


number for the local DHHS office where they may apply for MaineCare; 


phone numbers for local offices may be found at  


http://gateway.maine.gov/dhhs-apps/office_finder/index.asp; if/when 


participant is approved for MaineCare coverage, follow steps described in 


9.1 above.  


9.2.2. Obtain formula prescription using the Maine CDC WIC Nutrition  


Program/MaineCare Request/Prior Authorization for Medical 


Formula/WIC-Eligible Nutritionals (Appendix NS-2-G) from the 


healthcare provider.  



http://www.maine.gov/dhhs/wic/health/index.shtml

https://www.maine.gov/dhhs/mecdc/health-equity/wic/health/index.shtml

https://www.maine.gov/dhhs/mecdc/health-equity/wic/health/index.shtml

http://gateway.maine.gov/dhhs-apps/office_finder/index.asp

http://gateway.maine.gov/dhhs-apps/office_finder/index.asp

http://gateway.maine.gov/dhhs-apps/office_finder/index.asp

http://gateway.maine.gov/dhhs-apps/office_finder/index.asp





Nutrition Services (NS)  
NS-2 Food Package Design    5  


9.2.2.1 If WIC is initiating the request from the participant’s healthcare 


provider, the authorized representative shall sign a Release for  


Information for Special Formula Prescription (Appendix NS-2-H).  


9.2.3. If the prescribed item is not available from the Maine CDC WIC Nutrition 


Program, notify the health care provider and suggest a comparable 


alternative.  


9.2.4. If a valid prescription is available for an item approved for WIC issuance, 


provide the prescribed amount up to the monthly maximum.  


9.2.5. If additional formula is required, offer referrals for alternate sources (food 


banks, general assistance, etc.).  


9.2.6. If a valid prescription is not available, or the diagnosis in the prescription 


does not justify issuance of requested WIC-eligible nutritional, give other 


age-appropriate foods as prescribed and request clarification or more 


information from the health care provider.  


9.2.7. If the WIC-eligible nutritional must be purchased from a pharmacy, or 


when a formula or medical food is not available for issuance in the 


computer application, local agency staff may request a direct order from 


the state agency or issue a special formula voucher (Appendix NS-2-J).  


All formula issued in ready-to-use nursettes shall be ordered through the 


state agency.  


9.2.8. If a special formula voucher is issued, the WIC staff member shall:  


9.2.8.1 Call an authorized pharmacy vendor to explain the special formula 


voucher procedure, and determine if the vendor is able to order the 


prescribed item.  WIC staff will specifically ask if the vendor will 


issue whole or partial cases if the amount of formula per month 


requires partial cases.  The vendor can be assured expedient 


payment by the state agency.  


9.2.8.2 Call the state agency to get approval and an authorization number.  


9.2.8.3 Complete one month issuance on a special formula voucher 


including:  


9.2.8.3.1 Store or pharmacy name and mailing address  


9.2.8.3.2 WIC local agency number  


9.2.8.3.3 Authorization number  


9.2.8.3.4 WIC participant ID number  


9.2.8.3.5 Authorized representative’s name  
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9.2.8.3.6 Valid dates  


9.2.8.3.7 The amount, unit (such as case, can or bottle), 


product name and product description (powder, 


concentrate or ready to use); if whole cases are  


issued, the number of units per case must be 


specified on the voucher.  


9.2.8.3.8 Scan the original (white) special formula voucher  


into the participant’s SPIRIT record before issuing 


to an authorized representative.    


9.2.8.3.9 When the voucher is processed for payment, state 


agency staff must scan the voucher payment 


approval into the participant’s electronic record.  


10. If a prescription request is received for a MaineCare member who is not enrolled in WIC, 


fax the prescription to the MaineCare prior authorization contractor.  


10.1. Note on request that this is not a WIC participant.  


10.2. MaineCare members are not required to be WIC participants to receive formula 


through MaineCare.  


11. The State Agency provides a specially tailored package for:  


11.1. Women/children with special dietary needs  


11.2. Homeless individuals  


11.3. Families with limited refrigeration  


11.4. Women requesting or children needing fortified soy beverage or tofu  


12. The State Agency develops specific tailoring guidelines for use in all local agencies.  


13. The provision of less than the maximum monthly allowance of supplemental foods to an 


individual WIC participant in all food packages is appropriate only when:  


13.1. Medically or nutritionally warranted (e.g., to eliminate a food due to a food 


allergy, or to fulfill a  prescription by the health care provider);  


13.2. Participant refuses or cannot use the maximum monthly allowance; or   


13.3. The quantities necessary to supplement another program’s contribution to fill a 


medical prescription are less than the maximum monthly allowance.  


13.4. Staff shall document in the participant file any changes to maximum issuance.  
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14. Only trained Local Agency staff shall prescribe standard or individually-tailored food 


packages.  


15. The State Agency requires medical documentation to issue the following supplemental 


foods:  


15.1. Any WIC-eligible nutritional prescribed to a child or adult who receives Food 


Package III  


15.2. Any authorized supplemental food issued to participants who receive Food  


Package III   


15.2.1. Health care providers may authorize the WIC Registered Dietitian to 


identify appropriate supplemental foods, their prescribed amounts and 


length of time for these participants.   


15.2.2. This authorization by the health care provider shall be documented on the 


Maine CDC WIC Nutrition Program/MaineCare Request/Prior 


Authorization for Medical Formula/WIC-Eligible Nutritionals (Appendix 


NS-2-G) form.  


15.3. Infants who are changing from Food Package III to Food Package I or II  


15.4. Children who are changing from Food Package III to Food Package IV  


15.5. Women who are changing from Food Package III to Food Package V, VI or VII  


15.6. Whole milk prescribed for children aged 24 months and older, or women who 


receive Food Package III  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                                                                                      Policy No. NS-3 


Revised: August 1, 2015 


Value Enhanced Nutrition Assessment (VENA) 


Authority 


22 MRSA §255 and §1951 


WIC Policy Memorandum #2006-5, Value Enhanced Nutrition Assessment (VENA)—WIC 


Nutrition Assessment Policy, FNS, March 15, 2006 


Policy 


1. The State Agency shall provide Local Agency staff with guidance to ensure VENA 


(Value Enhanced Nutrition Assessment) competencies for all staff.  


2. The Local Agency shall ensure that all staff are trained in VENA principles and utilize 


these skills in all encounters with participants. 


3. The State Agency shall assure that Local Agency staff utilizes a thorough nutrition risk 


assessment process which includes application of VENA principles. 


Procedure 


1. To ensure accurate and thorough nutrition assessment, Local Agency staff must have 


qualified staff members.  VENA assumes the following competencies for counseling 


staff: 


1.1. Life-cycle nutrition knowledge 


1.2. Nutrition assessment processes 


1.3. Anthropometric and hematological data collection techniques 


1.4. Communication skills, including rapport building and techniques of open 


communication 


1.5. Multicultural awareness 


1.6. Critical thinking skills 


2. The VENA WIC nutrition assessment process shall include: 


2.1 Collection of relevant information 


2.2 Clarification and synthesis of all data collected 


2.3 Identification of pertinent and appropriate risk(s) as well as other related issues 
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2.4 Documentation of assessment 


2.5 Follow up on previous assessment(s), as appropriate. 


3. A comprehensive WIC nutrition assessment shall include each of the following areas: 


3.1 Anthropometric data 


3.2 Biochemical data 


3.3 Clinical and health conditions 


3.4 Dietary patterns 


3.5 Environmental and social information 


3.6 Other health information 


4. The assessment process should not stop once one risk has been identified.  The VENA 


process shall include assessment of all health and nutrition areas. 


5. The endpoint of the value enhanced WIC nutrition assessment is the identification of all 


applicable risk factors and a plan leading to positive health outcomes. 


6. Nutrition assessment shall be followed by participant-centered counseling, with the goal 


of achieving positive health outcomes. 


6.1 Counseling efforts should guide participants to establish achievable short-term 


goals in areas of their choice.  


6.2 Short-term goals that lead to positive health outcomes should be suggested as 


needed. 


6.3 Following-up on identified participant-led goals shall take place in order to assess 


progress, offer necessary assistance, and establish new short-term achievable 


goals. 


7. Each participant must be informed, in a constructive and sensitive manner, of the risk 


factor(s) or barriers to positive health outcomes that have been identified.  Participants 


may choose whether or not to set specific goals related to identified risks. 


8. The State Agency shall direct Local Agency staff to follow procedures for documentation 


of nutrition risk (see Maine WIC Policy No. CE-3, Nutrition Risk Determination, 


Documentation and Priority Assignment). 


8.1 Nutrition assessment documentation shall include all justification pertaining to 


assignment of each risk factor, which will streamline workflow by allowing WIC 


staff to initiate discussions at follow up appointments after minimal review of the 


participant electronic record. 


8.2 Nutrition assessment documentation shall be reviewed during management 


evaluations or other program monitoring procedures, in order to evaluate 


thoroughness of assessment procedures and quality of WIC services provided.  
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9. The Management Information System (MIS) is an important tool in the assessment 


process. 


9.1 The MIS shall be used for: 


9.1.1 Entering and storing all assessment and health information, as well as 


pertinent information gathered during participant appointments 


9.1.2 Accurately assessing anthropometric risk, including BMI calculations, 


assessment of prenatal weight gain, and growth assessment of infants and 


children 


9.2 The WIC MIS should never be considered as a replacement for critical thinking 


skills and professional judgment, nor should it replace dialogue and feedback 


between staff and participant(s) during WIC nutrition assessment and counseling 


appointments. 


10. WIC staff shall maintain the necessary training and competencies in order to complete 


participant nutrition assessments as outlined in ME WIC Policy Number OM-5, Staff 


Training, and in the VENA Essential Staff Competency Tables for WIC Nutrition 


Assessment (Appendix NS-3-A). 
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program  


Effective: October 1, 2012            Policy No. NS-4 


Revised: August 1, 2016   


Nutrition Coordinator Responsibilities  


Authority  


7 CFR §246.4(a)(4) and §246.11  


22 MRSA §255 and §1951  


USDA, WIC Nutrition Services Standards, http://www.nal.usda.gov/wicworks/Topics/WICnutStand.pdf 


Policy  


1. Each Local Agency shall designate one Nutrition Coordinator to coordinate and oversee 


nutrition services.    


2. Qualifications for Local Agency Nutrition Coordinators shall include, at a minimum, 


having successfully obtained a four-year (Bachelor of Science) degree in nutrition from 


an accredited program.    


3. For Local Agencies with a caseload >3,000 participants, the Nutrition Coordinator must 


be a Registered Dietitian. For Local Agencies with a caseload <3,000 participants, a 


nutritionist who has successfully completed a dietetic internship and is eligible to sit for 


the RD exam may suffice; however, the RD credential is preferred (See Policy No. OM4, 


Local Agency Staffing).  


Procedures  


1. The Nutrition Coordinator’s responsibilities shall include but are not limited to:  


1.1 Oversee tracking of and assessments of medical high-risk participants (see Policy 


NS-6 Medically High Risk Participants)  


1.2 Oversee approval of medical formula and/or medical food prescriptions, including 


tracking on the medical formula log (Appendix NS-4-A)  


1.3 Ensure that all Local Agency counseling staff are aware of proper procedures for 


approval of medical formula/food prescriptions, including but not limited to:  


1.3.1 Verification of appropriate supporting diagnosis(es) for WIC-eligible 


nutritionals requested  


1.3.2 Verification of qualified prescriber (M.D., D.O., P.A., N.P.)  


1.3.3 Familiarity with the Maine CDC WIC Nutrition Program Formula Guide, 


which includes information on approved infant formulas, exempt infant 



http://www.nal.usda.gov/wicworks/Topics/WICnutStand.pdf

http://www.nal.usda.gov/wicworks/Topics/WICnutStand.pdf

http://www.nal.usda.gov/wicworks/Topics/WICnutStand.pdf
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formulas and WIC-eligible nutritionals, product descriptions, indications 


for use, and maximum monthly issuance amounts based on participant 


category and age  


1.3.4 Familiarity with procedures for obtaining MaineCare coverage approval 


for participants enrolled in that program  


1.3.5 Knowledge of issuance procedures for WIC-eligible nutritionals, including 


use of MIS-generated benefits, special formula vouchers and direct 


ordering protocols  


1.3.6 Maintain oversight of the Special Formula Prescription Expiration Date 


report in the WIC SPIRIT application for agency participants who receive 


prescribed items  


1.4 Oversee development of Local Agency annual nutrition plan that meets the needs 


of Local Agency population based upon annual needs assessment.   


1.5 Act as Local Agency resource for addressing and solving nutrition issues 


encountered by counseling staff.  


1.6 Oversee provision of nutrition counseling contacts to all participants, including:  


1.6.1 Random record reviews for accuracy of documentation, risk factor 


assignment and food prescriptions  


1.6.2 Assure provision of required nutrition contacts to all participants by one-


on-one appointments, group counseling sessions, or access to online WIC 


nutrition education modules.  


1.7 Evaluate nutrition materials and websites (other than State Agency-provided) for 


accuracy of information and use with participants.   


1.8 Oversee inventory processes of returned and redirected direct order formula (refer 


to Maine WIC Policy No. FD-7, Return of Unused Formula) to ensure:  


1.8.1 Containers in storage have not expired  


1.8.2 Surrounding local agencies have been notified of availability of unissued 


direct order formula 


1.8.3 Staff members make proper use of items in storage  


1.8.4 Returned formula is destroyed.  


1.9 Integrate nutrition promotions and activities to coincide with national initiatives. 


See Appendix NS-4-B for a calendar of suggested health-related observances.  


1.10 Participate in bimonthly Nutritionist Meetings or designate an alternate.                                                                                       
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program  


Effective:  October 1, 2012                                                                             Policy No. NS-5 


Revised: February 15, 2017  


Nutrition Services Referrals  


Authority  


7CFR §246.4(a)(6); (7); (8) and (19); §246.7 (b)  


WIC Policy Memorandum #2001-7, Immunization Screening and Referral, August 30, 2001 


Policy  


1. Local Agency staff shall provide and document the delivery of relevant, updated and 


accurate referral information to health and social services based on the nutrition 


assessment for each participant and document appropriate follow-up on referrals.  


2. Local Agencies shall have referral materials for community service providers available 


for distribution to participants as needed.  


3. Referral materials shall include substance abuse providers within the coverage area.  


Procedure  


1. Local Agencies are required to coordinate services with and train staff in referral 


practices including but not limited to the following:  


1.1. Food and Nutrition Service (FNS) programs such as Supplemental Nutrition 


Assistance Program (SNAP) and the Summer Food Service Program  


1.2. Health and Human Services (HHS) programs such as Temporary Assistance for 


Needy Families (TANF) and Head Start/Early Head Start  


1.3. MaineCare  


1.4. Family Planning  


1.5. Prenatal care  


1.6. Immunization and lead screening  


1.7. Dental services  


1.8. Health care providers  


1.9. Rural/Migrant health centers  


1.10. Children with special health care needs  


1.11. Expanded Food and Nutrition Education Program (EFNEP)/University of Maine 


Cooperative Extension  
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1.12. Other food assistance programs (e.g., local food pantries, general assistance, etc.)  


1.13. Breastfeeding promotion and support  


1.14. Child Protective Services  


1.15. Child abuse counseling  


1.16. Homeless facilities  


1.17. Substance abuse programs  


1.18. Maine Families  


1.19. Local Healthy Maine Partnership programs  


1.20. 211  


2. Referrals shall be made based on needs identified during participant/family appointments.   


3. Local Agencies shall use the following referral methods to other health and social service 


programs:  


3.1. State agency developed referral forms  


3.2. Telephone call to referring agency  


3.3. Verbal referral to participants (primary method of referral  


3.4. Written literature on referral program(s)  


3.5. Staff follow-up for monitoring  


3.6. Maintaining list of local resources for drug and other harmful substance abuse 


counseling  


4. All Program applicants and participants shall be provided a list of local resources for 


drug and other harmful substance abuse counseling and treatment at initial certification 


and all recertifications.   


4.1. Resources shall also be provided in all situations of authorized representative 


changes.  


5. Individual participant referrals to health care providers, social service and community 


programs shall be documented in the participant electronic record.  


6. Staff shall follow up on referrals given at the next appointment.  Additional referrals shall 


be provided if the first referral did not meet the need(s) of the individual or family.  


6. Local Agency program managers and State Agency staff monitor referrals and follow-up 


during routine file reviews to assure compliance with Federal WIC regulations.  


7. When the State Agency has assessed an agency to have reached maximum caseload, staff 


must make referrals to food banks, food pantries, soup kitchens or other emergency meal 
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providers, SNAP, or the Emergency Food Assistance Program.  The State agency will 


oversee this referral process.  


8. The WIC program shall coordinate services with MaineCare as follows:  


8.1 The Maine WIC certification process includes informing the applicant of the 


coordination of medical formula/supplement requests for elemental, metabolic 


and/or tube feeding formulas with MaineCare and the Children with Special 


Health Needs Program.  This information is located with the participant rights 


and responsibilities in the WIC ID folder (see Appendix CE-1-A).   


8.2 Prescription requests for elemental, metabolic and/or tube feeding medical 


formula/foods received by MaineCare for children 0-5 years are automatically 


referred to WIC.  Once approved for issuance, MaineCare will pay for these 


medical formula/foods needed by the participant if the medical formula/food is 


approved for coverage by that program.   


9. The WIC program shall collaborate with the Children with Special Health Needs 


Program as follows:  


9.1 The Children with Special Health Needs program is designed to help families 


who have a child with a chronic, long term disease or condition that needs 


subspecialty physician treatment and whose condition can be improved by such 


treatment.   


9.2 A diagnosis does not automatically qualify a child for services.   


9.3 The program will pre-authorize payment for formula or special medical foods 


under certain specific conditions.  Staff should call the Children with Special 


Health Needs Program at 207-287-5139 or 1-800-698-3624 x5139 to discuss a 


referral.  


10. The State Agency oversees Local Agency compliance that all children and infants > six  


(6) months of age are screened for immunizations as follows:  


10.1 When scheduling WIC certification appointments for children and infants > six 


(6) months of age, advise parents and caretakers of child and infant WIC 


applicants that immunization records are requested as part of the WIC 


certification and health screening process.   


10.2 WIC staff must explain to the parent/caretaker the importance that WIC places on 


making sure that children and infants > six (6) months of age are up to date on 


immunizations, but that immunization records are not required to obtain WIC 


food benefits.  


10.3 At initial certification, subsequent certification and mid-certification assessment 


visits for children and infants > six (6) months of age, immunization status should 
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be screened using a documented record until all recommended doses of DTaP 


(diphtheria, tetanus toxoids and acellular pertussis) are administered.  


10.4 At a minimum, the infant/child's immunization status should be assessed by 


counting the number of doses of DTaP vaccine they have received in relation to 


their age, according to the  following schedule:    


10.4.1 By three (3) months of age, the infant/child should have at least one (1) 


dose of DTaP.  


10.4.2 By five (5) months of age, the infant/child should have at least two (2) 


doses of DTaP.  


10.4.3 By seven (7) months of age, the infant/child should have at least three (3) 


doses of DTaP.  


10.4.4 By nineteen (19) months of age, the infant/child should have at least four 


(4) doses of DTaP.   


10.5 If the infant/child is under-immunized, WIC program staff must:  


10.5.1 Provide information on the  recommended  immunization schedule 


appropriate to the current age of the  infant/child  


10.5.2 Provide referral for immunization services, ideally to the child's usual 


source of medical care.   


10.5.3 If a documented immunization record is not provided by the 


parent/caretaker, staff may obtain the record from the ImmPACT registry, 


or:  


10.5.3.1 Provide information on the recommended immunization schedule 


appropriate to  the current age of the infant/child  


10.5.3.2 Provide referral for immunization services, ideally to the child's 


usual source of medical care  


10.5.3.3 Encourage the parent/caretaker to bring the immunization record to 


the next certification visit.   


10.6 Immunization status and follow-up must be documented in the participant 


electronic record.   


11. The Early Periodic Screening, Diagnosis, and Treatment (EPSDT) program requires that 


children receive lead screening at twelve (12) and twenty-four (24) months. WIC staff 


shall address this at appointments around the ages of twelve (12) and twenty-four (24) 


months as well as at enrollment for any children older than twenty-four (24) months. See 


Policy CE-3 Nutrition Risk Determination for more information.  
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12. The local agency conducts a systematic review of referral activities, including follow-up 


and documentation, to ensure that applicants and participants receive accurate resource 


and referral information that is relevant to their individual needs. This review shall be 


completed, at a minimum, on an annual basis.  


13. The local agency shall annually review referral/resource lists to ensure that information is 


accurate and up to date.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2014                           Policy No. NS-6 


Revised: October 1, 2018 


Medically High-Risk Participants 


Authority 


7 CFR §246.4(a)(9); §246.11(a)(1-3) and (c)(1, 3-7)  


10-144 CMR Chapter 286, §II.O 


Policy 


1. Participants with a qualifying medically high-risk condition(s) shall be referred to the 


local agency or consultant registered dietitian/licensed dietitian.  


2. Participants with a condition(s) that raises concerns for insufficient intake or inadequate 


growth/prenatal weight gain shall be referred to the local agency or consultant registered 


dietitian/licensed dietitian.  


3. Participant records that are referred to the RD/LD shall be assessed, and 


recommendations shall be utilized by local agency counseling staff at follow up contacts.  


Procedure 


1. Medical Nutrition Therapy (MNT) is not a covered service of WIC and is not routinely 


provided for participants with medically high-risk conditions. 


2. Medically high-risk conditions include but are not limited to: 


2.1 Cancer (RF347) 


2.2 Central nervous system disorders (e.g. cerebral palsy, neural tube defects, 


spina bifida, epilepsy, Parkinson’s disease and multiple sclerosis) (RF348) 


2.3 Diabetes mellitus (RF343) 


2.4 Genetic or congenital disorders (e.g. cystic fibrosis, cleft lip or palate, Down’s 


syndrome, thalassemia major, sickle cell anemia (not sickle cell trait), and 


muscular dystrophy) (RF349) 


2.5 Inborn errors of metabolism (RF351) 


2.6 Infants or children receiving any formula mixed to > 24kcal/ounce (including 


standard milk or soy-based or exempt infant formulas) or elemental formula 


2.6.1 Children receiving Pediasure do not meet the criteria for RD referral. 


However, if the child has another medically high-risk condition or the 
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WIC Counselor identifies another specific concern, a referral shall be 


made.  


2.7 Gestational diabetes (RF302) if not followed by outpatient dietitian or HCP 


2.8 Eating disorders (RF 358) 


2.9 Failure to thrive (RF134) indicated by significantly slowed growth, drops in 


major growth chart percentiles channels or low weight-for-length 


2.10 Fetal alcohol spectrum disorder (RF382) 


2.11 Fetal growth restriction (aka, intrauterine growth restriction) (RF336) 


2.12 Gastrointestinal disorders (e.g. small bowel enterocolitis, Crohn’s disease, 


colitis, pancreatitis, or liver disease) (RF342) 


2.12.1 Gastro-esophageal reflux does not meet the criteria for RD referral.  


2.13 Heart disease or other cardiac abnormalities 


2.14 Hyperemesis Gravidarum (RF301) 


2.15 Inadequate oral intake requiring tube feeding for nutrition support  


2.16 Infant born to a woman with alcohol or drug abuse during most recent 


pregnancy (woman was not enrolled in substance abuse treatment program 


during pregnancy)  


2.17 Chronic infectious diseases (e.g. hepatitis B, C and D, HIV, AIDS) (RF352) 


2.18 Renal disease (RF346) 


2.19 Substance abuse (women who are not enrolled in a substance abuse treatment 


program) (RF372) 


2.20 Very low birth weight infants (<1500 grams, or 3 pounds 5 ounces) (RF141) 


2.21 Other significant health conditions such as thyroid disorder, heart disease, 


lupus, cardio-respiratory diseases, or any other conditions, that raise concerns 


for insufficient food intake or inadequate growth/prenatal weight gain 


3. When a participant is identified as meeting medical high-risk criteria, staff shall 


determine if the local agency/consultant RD/LD or an outpatient RD/LD shall provide the 


nutrition care plan.  


3.1 If a participant identified as medically high-risk is followed by an RD/LD 


outside of the local WIC agency, staff may request the nutrition care plan 


from the outpatient registered dietitian instead of requiring documentation 


from the local agency/consultant RD/LD. 


3.1.1 If the nutrition care plan is not received from the outpatient RD/LD in 


a reasonable amount of time, such as by the next WIC appointment, 
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the local agency/consultant RD/LD shall review the record and 


document a nutrition care plan in the record.  


3.2 If a participant identified as medically high-risk is not already followed by an 


RD/LD outside of the local agency, an initial referral to the local agency 


registered dietitian or consultant dietitian is required at the first appointment 


when the medical high-risk condition is identified.   


4. Staff shall adjust benefit issuance frequency, as necessary, to meet the needs of the client 


while awaiting nutrition care plan from RD/LD. 


5. The local agency or consultant RD/LD shall respond to the referral within 30 days.  


5.1 The local agency or consultant RD/LD shall document the assessment and 


nutrition care plan in the participant’s electronic record. 


5.2 The care plan may include recommendations for more frequent WIC visits, 


telephone contacts and/or health care provider, if necessary. 


5.3 The care plan shall include recommendations for next RD assessment.    


5.4 If a response is not received within 30 days, the local agency shall submit a 


second referral or request.  


6. If RD/LD assessment indicates medical high-risk condition is resolved or stable, the 


RD/LD referral may be closed.   


7. Follow up referrals to RD/LD shall be made in the following situations: 


7.1 According to RD/LD care plan 


7.2 Prescription changes (formula and/or food) 


7.3 New health concerns such as recent hospitalizations, diagnosis or illnesses 


7.4 Changes in growth or weight gain status 


7.5 Changes in food or formula tolerance  


8. The nutrition care plan provided by the RD/LD shall be used by local agency counseling 


staff to tailor food prescriptions and conduct nutrition education.  


9. Medically high-risk participants shall be tracked on a medical high-risk participant log. 


Refer to Appendix NS-6-A for a sample tracking log.   


10. The local agency Nutrition Coordinator shall be responsible for maintenance of the 


medically high-risk participant log.  


11. The local agency Management Evaluation Review (MER), conducted by the state 


agency, shall include an evaluation of medically high-risk participant files.  
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Topic 


 
 


                                                           Guidance 


Growth 


Sharing growth information with parents: 


• If parent desires, show plotted measurements 


• Reassure parent that growth is normal if it consistently follows the curve of the chart 


• Point out that growth patterns are best evaluated over a period of time vs one single plot 
If measurements obtained are different than what parent reports MD obtained: 


• Point out measuring technique used by WIC staff (baby on measuring board with flat surfaces for 
head and feet; baby undressed to dry diaper for weight) 


• Scales routinely calibrated 
Baby with inconsistent growth (increase or decrease of >2 channels on growth chart): 


• Refer file to LA Nutritionist for review 


• Send a referral to the physician 
Newborns—document if baby gained back to birth weight by 2 weeks of age (if 2-week weight information is 
available) 


Baby is 
drinking 


Breastmilk— 
Assess for adequacy of intake, including: 


• Ask parent about the number of BM’s/24 hours 


• Ask about number of wet diapers/24 hours 


• If mom is pumping and feeding breastmilk in a bottle, ask about number of ounces per feeding and 
number of feedings per 24 hours.   


• Assign Risk 411 as appropriate 
Assess for special needs: 


• Assess pumping needs (if necessary—includes sick babies, mother returning to work, other 
separation situations); refer mom to LC or CLC in local agency as needed. 


• Assess for other lactation issues (including pain, perceived insufficient milk supply, poor positioning, 
engorgement, sleepy baby); refer mom to LC or CLC in local agency as needed.  Assign Risk 
603 if applicable. 


• If baby is nursing for long time periods (45-60 min/feeding), refer mom to CLC in agency or LC. 
Reassurance for BF mom: 


• Feeding frequency normally decreases as baby gets older 


• It is normal to feed as often as every 2 hours throughout the day and night. 
 


Formula— 


• Inquire how formula is being mixed and assess for correct mixing technique; provide Safe Formula 
Preparation handout and review proper formula dilution if needed.  Assign Risk 411 as appropriate. 


• Address food safety issues.  Assign Risk 411 as appropriate. 


• Review need for recording lot numbers of all formula purchased 


• Adequate formula intake varies—refer to age-appropriate infant card for amounts   
        
Juice— 


• Advise delay of juice until at least 6 months.  Assign Risk 411 as appropriate. 


• Discuss avoidance of substituting juice for formula or breastmilk feedings 


• After 6 months, when juice is initiated, offer 2-3 ounces/day in a cup 


• Open-mouth cups or non-spill proof sip cups are the best ways to offer juice to babies 
 


Other— 


• Counsel parent to provide breastmilk or formula only in bottles 


• Sodas, fruit beverages, or teas are not appropriate for infants.  Assign Risk 411 as appropriate. 


• If parent reports giving baby water, discuss importance of not substituting water for formula or 
breastmilk feeds.  Water should only be provided if physician has recommended it.  Too much water 
may over-hydrate infant and may cause “water intoxication”.   
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Baby is 
eating 
 
and 
 
Feeding 
dynamics 


0-2 months— 


• Hunger cues—Ask parent “How does your baby let you know he is hungry?”  Teach infant hunger 
cues; review that crying is a late hunger cue.  Responding to hunger cues will help baby learn to trust 
that the parent will provide for her needs.  Assign Risk 411 as appropriate. 


• Satiety cues—Ask parent “How does your baby let you know he is full?”  Teach what baby may do 
to indicate satiety.  Responding to infant satiety will avoid overfeeding and help baby learn to quit 
eating when full, which may have implications to avoid overeating later in life.  Explain baby does not 
always have to finish drinking everything in the bottle.  Assign Risk 411 as appropriate. 


• Counsel on need to have all caregivers sensitive to baby’s hunger/satiety cues. 


• Discuss importance of holding baby for every feeding. 
 
4-5 months— 


• If baby is developmentally ready for cereal, counsel parent to begin with spoon feeding of smooth, 
thin cereal (1 tsp dry infant cereal mixed with 1 Tb breastmilk or iron-fortified formula).  Explain that 
infant cereal will be added to food benefits the month baby turns 6 months old.  Assign Risk 411 as 
appropriate. 


• Discuss importance of breastmilk or formula as main part of baby’s food intake and the need to 
delay introduction of all other foods until 6 months. 


• Explain how holding off on solids until baby demonstrates developmental readiness promotes 
positive feelings associated with feeding for the baby and increases baby’s success with feeding. 


 
6-8 months— 
Discuss developmental readiness for progressing solid food textures.  
Baby is ready for more texture when: 


• Able to sit alone easily 


• Can bite off food 


• Can chew with rotary motion 


• Can move food side-to-side in mouth 
Baby is ready for finger foods when: 


• Palmar (whole hand) grasp changes to pincer grasp (thumb and forefinger) 
Discuss progression of feeding solid foods: 


• Offer one new food each week 


• Offer plain foods rather than mixtures 


• Offer new foods along with familiar foods 


• As solid food intake increases, breastfeeds or formula intake may decrease. 
Discuss parent’s job and infant’s job in feeding: 


• Parent offers healthy choices, and offer food in family-style meal settings. 


• Infant decides whether to eat and how much; if infant refuses new food, wait and try that food again 
in a few weeks. 


9-12 months— 
Discuss skills baby can be expected to develop: 


• Picking up small pieces of table foods 


• Drinking from open-mouth cup 


• Controlling food in mouth 


• Improved chewing 
Talk about meal schedule: 


• Offer 3 meals and 2-3 small snacks/day 


• Offer meals in family-style setting 
Discuss what to offer at meals and snacks: 


• Offer variety of table foods—soft meats and vegetables; cheese; eggs; mashed cooked legumes; 
small slices of bread, tortilla or cracker; dry cereals. 


• Offer expressed breastmilk, iron-fortified formula or water in a cup at each meal and snack. 


• Offer up to 4 ounces juice/day in an open-mouth cup 


• Avoid using spill-proof cups. 
Discuss parent’s job and infant’s job in feeding: 


• Parent offers healthy choices in a family-style meal setting 


• Baby decides whether to eat food that’s offered, and if so, decides how much to eat. 
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Feeding-
Related 
Problems 


Refer parent for further guidance/evaluation: 


• Cough/gag/choke—refer to MD 
• Swallowing problems—refer to MD or CDS; assign Risk 362 as appropriate 


• Reflux—refer to MD; assign Risk 342 as appropriate 


• Sucking problems—refer to LC or MD if breastfeeding, or to MD if formula feeding; assign Risk 
362 as appropriate 


• Constipation, diarrhea—refer to MD 


Medicines & 
Supplements 


Refer parent to MD for follow-up if using any non-prescribed items. 


Dental Care 


Share information with parent on the following: 


• Washing baby’s gums with soft washcloth every day 


• Tooth brushing as soon as first tooth appears 


• Avoid use of any sweetener on pacifiers, nipples 


• Avoid putting baby to bed with bottle or spill-proof cup (assign Risk 411 as appropriate) 


• Offer only plain water after teeth have been brushed before bedtime 


Topic(s) 
Discussed 


Include any “red flags” that have emerged during health or nutrition assessment, or concerns/questions 
caregiver or counselor may have.  Limit topics to no more than three items to avoid overwhelming parent. 


Parent 
Goal/Stage 
of Behavior 
Change 
Assessment 


Assist parent in identifying plans for the upcoming months.  Question parent about possible plan in a non-
judgmental manner.  Examples of questions/statements that may be made include: 


• How you can help your baby progress with textures? 


• What feeding plans do you have for your baby in the next 2-3 months? 


• You said you haven’t started to wash your baby’s gums (brushing his teeth) yet.  Knowing that 
washing his gums (brushing his teeth) will help to prevent tooth decay, what do you think about 
starting to do that each day? 


• Has your baby’s doctor mentioned when he may be developmentally ready for cereal?  What are 
your plans for offering cereal? 


 
Let the parent state the goal.  Provide supporting information that parent may need to follow though with 
the goal.  List handouts used to share information with parent.   


• Assess stage of readiness to change to desired behavior and goal discussed.  Stages of Change 
include: 
o P—Precontemplation (does not recognize there is a problem, doesn’t want any information, not 


willing or ready to make a change within the next 6 months) 
o C—Contemplation (will think about making the desired behavior change, willing to take 


information but not yet willing to commit to a change within the next 6 months) 
o P—Preparation (wants information, ready to read whatever you will give her; talks positively 


about change, may begin making small changes; intends to take action within the next 30 days) 
o A—Action (has become serious about commitment to making change; needs to build skills for 


long-term adherence; behavior change has taken place for less than 6 months) 
o M—Maintenance (behavior change has successfully taken place, skills developed to maintain 


behavior and prevent relapse) 
Follow up assessment at next visit(s).   


Immunizations 


Record dates of DTaP’s from immunization record.  Routine schedule of DTaP shots: 


• DTaP #1—2 months 


• DTaP #2—4 months 


• DTaP #3—6 months  


Referrals Record and date all referrals.  Follow-up on referrals at subsequent visits. 


Lead Test 
Discuss reasons for lead testing and recommended ages for the test (12 and 24 months) for all children. 
Remind parent to request lead test at 12 months of age at well child visit with MD. 
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Infant Health Assessment Form 
Guidance 


 
Question Suggested Action 


Baby’s health insurance If none selected, refer parent to MaineCare 


  


 •  


Did your baby need any special care while in the hospital? If yes selected— 


• Find out what special care was required 


• Determine implications of infant’s condition on current 
nutritional status 


Does your baby have any medical problems? If yes selected— 


• Request diagnosis from MD 


• Determine implications of infant’s diagnosis on 
nutritional status 


• Refer parent as needed to CDS or other resources for 
special needs infants 


  
Does your baby live in or spend time in a home built before 
1978? 
If yes, is the home being remodeled? 


If yes to either question is selected— 


• Discuss risk for lead exposure and importance of lead 
testing at 12 and 24 months 


• Share ways to reduce lead exposure:  frequent wet, 
rather than dry, dust removal; paint over peeling 
paint; remove shoes at door; keep paint chips away 
from baby   


Is your baby around people who smoke cigarettes, pipes or 
cigars? 


If yes selected— 


• Discuss hazards of second-hand smoke for children; 
assign Risk 904 


• Inform parent of law enacted in 2008 which prohibits 
smoking in a car when a child <16 years of age is 
present 


• Refer to smoking cessation programs as requested 


Were there any days last month when your family did not 
have enough food to eat or enough money to buy food? 


If yes selected— 


• Ask about need for additional resources and refer to 
Food Stamps and area Food Banks 


Does your drinking water come from a well? If yes selected— 


• Ensure safety of water supply 


• Provide information for fluoride testing when baby is 6 
months 
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Topic Guidance 


 
 
 
 
 
 


Growth 


Sharing growth information with parents: 


• If parent desires, show plotted measurements; If parent desires, print growth chart only if there are 
a minimum of 3 plots that have been obtained. 


• Reassure parent that growth is normal if it consistently follows the curve of the chart 


• Point out that growth patterns are best evaluated over a period of time vs one single plot 


• Adjust for gestational age for babies born < 37 weeks until child turns 24 months; if needed, print out 
chart and adjust plots manually 


 
If measurements obtained are different than what parent reports MD obtained: 


• Point out measuring technique used by WIC staff (child measured using board with flat surface for 
head and feet; child undressed to dry diaper; child weighed without heavy clothing, shoes) 


• Scales routinely calibrated 


• Growth corrected for gestational age until 24 months 
 


Child with inconsistent growth (increase or decrease of >2 channels in wt/length or BMI/age over 6 mo): 


• Refer file to LA Nutritionist for review 


• Send a nutrition assessment to the physician which communicates concern, stating plan and 
requesting feedback 


• NOTE: Inconsistent growth is not: <5th%ile weight/height, >95th%ile weight/height, or single growth 
plots at >95th%ile or <5th%ile.  


 
 
 
 
 
 


Child’s 
Eating 
Pattern 


• Number Meals/Snacks:  Ask “How 
many meals and how many snacks 
does ___ eat/day?”  Ask for details 
about the snack schedule. 


 
 
 
 
 
 


• Between meals and snacks:  Ask 
“Does ___ have anything to eat/drink 
between meals and snacks?  If so, 
what?  How is it offered?” 


 
 
 


• Child is interested in eating meals 
and snacks.  Ask “How does ___ 
show interest in eating when it is meal 
or snack time?” 


 


• Child is allowed to choose whether 
to eat or not.  Ask “How do you let 
___ decide what to eat from what 
you’re serving at a meal?  What do 
you do if ___ refuses to eat what you 
have offered?” 


 
 


• Child is allowed to choose how 
much to eat.  Ask “What do you do if 
your child doesn’t eat everything on 


• Children thrive with structure in all areas of their 
lives.  Regular feeding routines are example of this.   


• Since stomachs are still small, they need to eat 
every 2-3 hours.  A daily schedule of 3 meals and 2-
3 snacks is important.     


• When provided with a structured feeding schedule, 
children will learn to trust that, if they do not eat 
much at a meal, there will be another feeding in a 
reasonable time period. 


• Toddler appetites can be erratic and vary from day 
to day.  In order to support a healthy appetite, 
encourage parent to avoid ad lib beverages or 
snacks close to meal time.  4-6 oz of milk at each 
meal and snack, and 4 oz of juice per day is plenty.  
Assign Risk 425 as appropriate 
 


• Because toddler growth is slowing down, appetites 
will naturally decrease.  Preschoolers have an 
increased appetite and interest in foods. 


 
 


• It’s normal for amounts eaten to vary from meal to 
meal and day to day.  Offer small servings of food 
and allow the child to determine how much he/she 
wants to eat. 


• Remind parent not to struggle with child over food. 
Assign Risk 425 as appropriate. 


 
 
 


• Reassure parent that if the child does not eat 
everything on the plate at a meal, it’s ok to trust that 
he/she is full.  Assign Risk 425 as appropriate. 
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his/her plate?  How do you let ___ 
decide what to eat from what you’re 
serving at a meal?  How do you 
determine when ___ is done with a 
meal?” 


 


 
 
 
 
 
 


Family 
Meal/Snack 
Practices 


• Meal Location:  Ask “Where do you 
usually eat your meals and snacks?  
Where does ___ eat meals/snacks? 


 
 
 
 


• Pleasant conversation—includes 
everyone in conversation during a 
meal.  Ask “What is conversation like 
during mealtimes?  Is your child 
included?” 


 


• Distractions are minimized.  Ask “Are 
there any distractions for your child, such 
as television or nearby toys, during 
mealtime?  How do you help ___ focus on 
mealtime?” 


• Seated to eat or drink.  Ask “”Does ___ 
get up and wander away from the table 
during meals?  If so, what do you do 
about it?” 


 


• Family enjoys same prepared meal.  
Ask “Do you prepare one meal for all 
family members, or do you fix special 
items for certain individuals in the family?” 


 
 


• Parent eats with child during 
meals/snacks.  Ask “Who usually eats 
with ___ during meals?  Snacks?  How 
often do you sit down with your child and 
eat together? How do you help ___ learn 
good table manners?” 


 
 
 
 
 


• Parent avoids using food as reward or 
punishment.  Ask “Does your child ever 
view food as a prize for good behavior?  
Examples of “prizes” include trips to 
McD’s, candy, dessert, etc. 


 


• Well balanced meals and snacks + Positive eating 
environment = Well nourished child.  Children need a 
pleasant, structured mealtime environment. 


• Avoid letting child eat/drink in the car 


• Pull high chair up to the table to include young toddler in 
family meal. 


 


• Pleasant conversation will help the child associate 
mealtime with a safe place that he looks forward to. 


• Although young toddlers may not be able to carry on a 
conversation, they are watching and learning from those 
around them. 


 


• Children have short attention spans.  Parents can help 
them eat well by minimizing distractions, like turning off 
the television or loud music. 


 
 


• Let child leave table when finished eating but don’t allow 
him/her to come back to graze and pick. 


 
 
 


• Children can be expected to eat the same foods as 
everyone else in the family.  This helps them to feel 
included in the family, and exposes them to new tastes 
and textures.  Avoid catering, or “short order cooking” to 
their preferences. 


  


• Parents can role model for their child by eating a variety 
of foods and practicing desired mealtime behaviors.  If 
necessary, ask about the parent’s food preferences and 
eating habits. 


• If the child is aware of the parent’s specific food 
likes/dislikes, the child has too much information. 


• Because mealtime is also a social time, children eat 
better when they eat with others. 


• Impose limits on unacceptable mealtime behavior 
without controlling amount of food child wants to eat. 


 


• Discuss using things other than food to reward or 
discipline child, such as stickers, trips to the playground, 
a new game, etc. 
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New foods 


• Child’s typical reaction:  accepts, 
wary, refuses.  Ask “How does your 
child react when you offer a new food?  
What do you do if she doesn’t like a 
particular food?” 


 
 
 
 
 
 
 
 
 
 
 


• New foods offered alongside 
familiar foods.  Ask “Do you offer 
new foods with other foods ___ is 
already familiar with?  When a new 
food is offered, what else is served 
with it?” 


• It is normal for children to be wary of trying new 
foods—they may need to touch, smell, feel and then 
taste before eating.  Be prepared to offer 
new/challenging foods many times before they 
agree to eat it.  Offer new food even if child has 
rejected it in the past 


• Reassure parent that it’s ok for toddler to get 
familiar with new food by putting it into and taking it 
back out of the mouth—this is the process of 
becoming familiar with a food. 


• Introduce new food in a neutral way.  Talk about the 
color, shape, aroma and texture, but not how it 
tastes. 


• Trying new foods takes time, so mealtimes should 
be relaxed but never prolonged. 


 


• Reassure parent that it’s ok if child has control over 
whether or not he tries a new/challenging food; 
parent may tell him it’s ok if he doesn’t want to eat it 
today…next time he might feel differently.  Be 
assured he may eventually be willing to try the food. 


• Offer a “safe food” with every meal—this is a food 
your child is familiar with and has liked in the past. 


• By offering a safe food at every meal, it will remove 
the urge to cater to the child. 


 
 
 
 
 
 
 


Diet 


• Meals should include the following to help the child be successful at eating: 
1. Two starches (pasta, potato, rice, grains). 
2. Meat/poultry/fish/eggs/legumes/egg 
3. Fruit/vegetable or both 
4. Bread— ½  slice 
5. Milk— ½ to ¾ cup 
6. Butter, margarine, salad dressing 


• Make a distinction between foods offered to the child and foods selected by the child; it is not the 
parent’s job to make sure food gets into the child.  It is ok if child eats only 1-2 foods at a meal. 


• Emphasize variety—children love a variety of color and texture. 


• Serve milk at every meal in a cup.  Water is a great beverage in between meals.  If juice is offered,  
4 ounces/day at a snack is the most that should be provided. 


• Dessert—Children do not understand why dessert items come after the rest of a meal.  When offered 
separately, dessert is viewed as something special or a “treat”.  When this becomes an issue, try 
serving one age-appropriate dessert portion alongside the meal, so it does not become the “reward”. 
The child will soon learn that dessert alone will not fill them up as long as parents will not give in to 
“hunger cries” soon after the meal.  Parents must remain consistent with regular meal and snack 
times. 


• Dessert does not always mean “sweet things”.  Fruit can be considered a dessert item. 


• Make sure foods offered are healthy choices; avoid high sugar empty calorie foods. 


• If toddler is still breastfeeding, congratulate mom on continuing with this relationship, and share that 
the World Health Organization (WHO) goal for breastfeeding is to 2 years of age. 


• Ask about typical meal patterns, using 24 hour recall information if desired.  List comments about diet 
quality. 


• Query about potentially hazardous foods (Assign Risk 425.05 as appropriate) such as: 
      unpasteurized juices or dairy products 
      raw or undercooked meat, fish, poultry and eggs 
      foods potentially contaminated with bacteria, including unwashed produce 


• Avoid choking hazard foods with toddlers: (Assign Risk 425.04 as appropriate) 
hard candy                   spoonfuls of peanut butter          raisins                              marshmallows 
nuts                              popcorn                                       other dried fruits              seeds 
whole grapes               pretzels                                        large chunks of food       raw carrots 
chips                            hot dogs     


Basic rule of thumb for serving size:    
1 Tbsp/year of age 
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Feeding 
Skills 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


12-17 months— 


• May eat less—growth 
slowing down 


• grasps/releases foods 
with fingers 


• can hold spoon but hasn’t 
mastered how to use 


• can turn spoon in mouth 


• can hold cup but may 
have difficulty letting go 


• wants food others are 
eating 


• likes to eat with hands 
and make a mess 


 


• Ask the following 
questions: 
“How are beverages 
served?” 
“What are your weaning 
plans?” 


• Encourage use of open-
mouth cup rather than 
spill-proof or sip cup. 


 
3 to 4 years— 


• Can pour liquids from a 
small pitcher 


• Can use own fork 


• Can chew most foods 


• Has increased appetite 
and interest in foods 


• Likes foods in various 
shapes and colors 


• Will be influenced by 
television 


• Will like to imitate the 
cook 


18-23 months— 


• may eat less—growth 
slowing down 


• likes to eat with hands 


• likes trying foods of 
varying textures 


• prefers routine 


• has favorite foods 


• gets distracted easily 
 


• Reassure parent that it’s 
ok if toddler makes a 
mess—this is how she 
learns and it helps her 
enjoy eating. 


 


• If still on bottle, ask 
“What are your weaning 
plans?” 


. 
 


 
 
 
 
4 to 5 years— 


• Able to use knife and fork 


• Able to use cup well 


• More interested in talking 
than eating 


• May have food jags 


• Can be motivated to eat 


• Likes to help prepare food 


• Interested in where food 
comes from 


• Increasingly influenced by 
peers, media 


24-36 months— 


• can hold own cup 


• can use spoon by self 


• will spill a lot 


• can chew more foods well 


• has definite likes/dislikes 


• will insist on doing things 
himself 


• prefers routine  


• may dawdle during meals 


• may have food jags 


• may prefer foods in 
certain shapes 


• will like to help in kitchen 
 


 


• Provide child-sized 
utensils 


• Provide opportunities for 
child to help with meals 


Dental Care • Encourage parent to brush the child’s teeth a minimum of twice/day.  Children are not capable of 
doing an adequate job of brushing by themselves until they are about 7 or 8 years old.  After 
mealtimes, if a toothbrush is not available, have child drink water to rinse the mouth. 


• Include date of last hygiene visit, including WIC dental visit if hygiene clinics are provided at WIC. 


• Ask parent what, if anything, child drinks to fall asleep.  If a beverage is provided to child when he is 
falling asleep: (Assign Risk 425.03 as appropriate) 


✓ ask what it is provided in (bottle, sip cup) 
✓ remind parent that, after brushing the teeth at night before bedtime, the only beverage that 


                          should be offered is plain water. 


Topics 
Discussed 


• Record which topics were covered—there may be several things checked off in the various sections, 
but the counselor chooses to limit the discussion to no more than three topics to avoid overloading 
the parent.   
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Parent 
Goal/Stage 
of Change 


Assist parent in identifying plans for the upcoming months.  Question parent about possible plan in a non-
judgmental manner.  Let the parent state the goal.  Provide supporting information that parent may need to 
follow though with the goal.  List handouts used to share information with parent.   


• Assess stage of readiness to change to desired behavior and goal discussed.  Stages of Change 
include: 
o P—Precontemplation (does not recognize there is a problem, doesn’t want any information, not 


willing or ready to make a change within the next 6 months) 
o C—Contemplation (will think about making the desired behavior change, willing to take 


information but not yet willing to commit to a change within the next 6 months) 
o P—Preparation (wants information, ready to read whatever you will give her; talks positively 


about change, may begin making small changes; intends to take action within the next 30 days) 
o A—Action (has become serious about commitment to making change; needs to build skills for 


long-term adherence; behavior change has taken place for less than 6 months) 
o M—Maintenance (behavior change has successfully taken place, skills developed to maintain 


behavior and prevent relapse) 


• Follow up assessment at next visit(s).   


WIC 
Concerns 


Record additional concerns noted during interview but not discussed; these may be discussed at future 
appointments.  Document additional applicable risk codes.   


At next appt • Record what should be checked on at follow-up, including immunization records, Fl tests, lead tests, 
etc. 
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Child Health Assessment Form 
 


Question Suggested Action 
Child’s doctor/dentist If no MD—refer to local hospital physician referral service 


If no dentist—if child enrolled in MaineCare, refer to MaineCare 
member services (1-800-977-6740 option 2) for dentist who will accept 
new MaineCare patients.  If not receiving MaineCare, refer to area 
clinics.   


Child’s Birth Weight If birth weight was < 5 ½ lbs., assign risk factor 141 for children <24 
months.  Query parent about child’s gestational age at birth—if child 
was born >3 weeks premature, adjust plots on growth chart until child 
is 24 mo.  If child was both low birth weight and premature, assign 
both risk factors (141 and 142) 


Health Insurance If none, refer to MaineCare 


Does your child have any current 
medical/dental problems? 


If yes selected— 


• Refer as needed to primary care provider or dentist/dental clinic  


• Send for confirmation of diagnosis when needed to apply 
appropriate nutrition risk. 


Does your child drink a special formula, 
nutrition supplement or herbal beverage? 


If yes selected— 


• Request prescription for special formula as needed  


• Consult with physician when nutrition supplement is being used 
and the child is able to eat normally.  WIC cannot provide a 
nutrition supplement unless the child’s ability to eat is precluded 
or restricted by a medical condition. 


• Provide information to parent re: specific herbs as needed.   


• Apply nutrition risk factor as appropriate. 


Does your child take any medications, vitamins 
or supplements (including herbs)? 


If yes selected— 


• Research nutrition implications of specific medications as well 
as vitamins or supplements.   


• Apply risk factors as appropriate.   


Are there any foods your child cannot eat 
because they cause problems? 


If yes selected— 


• Adjust food package accordingly  


• Apply risk factor if appropriate. 


Are there any foods your child cannot eat 
because of religious reason? 


If yes selected, review details with parent.  Adjust food package if 
needed. 


Do any of your child’s family members have a 
history of food allergy? 


Be sure to have parent include family members of both biological 
parents in the response.  If yes selected— 


• Counsel parent to delay introduction of common allergenic 
foods (peanuts, tree nuts, shellfish, eggs, citrus, and possibly 
wheat, corn or dairy for those especially sensitive) for toddlers. 


• Assign risk code 353 after medical documentation received 


Does your child live in or spend time in a home 
built before 1978? 
If yes, is the home being remodeled? 


If yes to either question is selected— 


• Discuss risk for lead exposure and importance of lead testing at 
12 and 24 months 


• Share ways to reduce lead exposure:  frequent wet, rather than 
dry, dust removal; paint over peeling paint; remove shoes at 
door; keep paint chips away from young children   


Is your child around people who smoke 
cigarettes, pipes or cigars? 


If yes selected— 


• Discuss hazards of second-hand smoke for children; assign 
Risk 904 


• Inform parent of law enacted in 2008 which prohibits smoking in 
a car when a child <16 years of age is present 


• Refer to smoking cessation programs as requested 


Were there any days last month when your 
family did not have enough food to eat or 
enough money to buy food? 


If yes selected— 


• Give referral information for area resources, including Food 
Stamps, Food Banks 
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Do you have problems refrigerating or 
heating/cooking your food? 


If yes is selected— 


• Adjust food package accordingly 


• Refer to area resources for assistance 


Does your drinking water come from a well? If yes selected— 


• Ensure safety of water supply 


• Provide information for fluoride testing 


• Assign Risk 425.08 if fluoride supplementation: 
o is <0.25 mg/day when water supply contains less than       


0.3 ppm for children aged 12-36 months 
o is <0.50 mg/day when water supply contains less than       


0.3 ppm for children aged 36-60 months 


 








Appendix NS-1-C 


Revised: 10/01/2018 


 Maine CDC WIC Nutrition Program 
Pregnant Women Nutrition Assessment Guidance 


 


Topic Guidance 


 
 
 


 
 
Weight Gain 


• If pre-pregnancy weight is unknown, do the following: 
-- Visually assess woman’s weight status category.  Use professional judgment to decide if she     
was most likely underweight, normal weight, overweight or obese prior to conception. 
-- Determine exact number of weeks gestation.  Using the prenatal weight grid, determine the 
expected weight gain (mid-point) for that number of weeks gestation for a woman in her weight 
category. 
-- Subtract the expected weight gain from the woman’s current weight.  This is an estimate of pre-
pregnancy weight. 


• Record weight obtained at each clinic visit, along with weeks gestation and total of pounds gained 
during pregnancy 


• To calculate pounds/month gained, use the following formula:   
             Today’s weight – prenatal weight / weeks gestation = lbs gained/week X 4.3 = lbs gained/mo. 


• Assess if weight gain is within normal limits (WNL).  Weight gain will be within normal limits if her 
weight gain plots between the lines on the prenatal weight gain grid which correspond to her prenatal 
weight category (based on pre-pregnancy BMI).  Weight gain will not be WNL for the following: 
Low maternal weight gain:  Assign risk factor 131 if weight gain is: 


                < 1 lb per month for obese women (pre-pregnancy BMI > 29.0) 
                < 2 lb per month for normal/overweight women (pre-pregnancy BMI 19.8-29.0) 
                < 4 lb per month for underweight women (pre-pregnancy BMI < 19.8) 
     High maternal weight gain:  Assign risk factor 133 if weight gain is >7 lb/month. 
     Maternal weight loss:  Assign risk factor 132 if woman has any weight loss below pre-
pregnancy weight during the first trimester OR if there is weight loss of >2 lbs. in the 2nd or 3rd 
trimesters (14-40 weeks). 


 
 
 
 
 
 
 


Weight 
Management 


• Discuss recommended weight gain with pregnant woman.  Ask what her feelings are about the 
weight gain recommendations. Assess if she is comfortable with the weight gain goals.  Ask “How do 
you feel about the idea of gaining this amount of weight?”  Discuss woman’s efforts to keep weight 
gain within normal limits. 


• If she was pregnant before, find out what her weight gain was for previous pregnancy(ies). 


• If she desires to limit weight gain, reinforce the need for adequate weight gain during pregnancy for 
the health of the baby.  Refer her to MD to talk about need for adequate weight gain for baby’s 
growth. 


• If pre-pregnancy BMI is high and/or she has a high rate of weight gain for weeks gestation, or if she 
gained more than the recommended weight in a previous pregnancy, discuss implications: 
--weight gained during pregnancy may become weight she will have difficulty losing after her 
pregnancy, increasing the risk of later overweight/obesity.     


             --high rate of weight gain increases the risk for having a high birth weight infant.  This may lead to   
               delivery complications. 
             --Discuss strategies for increasing nutrient-rich foods while limiting empty calorie foods in her diet.   
               Examples include:  substitute soda with 1% or skim milk; replace empty calorie snacks such 
              as chips or candy bars with fresh fruit or vegetables; replace fried food items with baked or 
              broiled foods; increase vegetable intake at meals with salads, stir fry, or cut up vegetables.  


• Ask if she is physically active.   
--If she is currently physically active, ask about preferred activities and how often she does them.  
Advise her to consult with her physician about her physical activity (PA) plans if she has not already 
done so. 


     --If she is not physically active, explain that, according to the American College of Obstetrics and  
     Gynecology, pregnant women can and should try to exercise moderately for at least 30 minutes on  
      most, if not all, days unless there are medical reasons to avoid it (such as risks of preterm labor or if 
      mother suffers from serious ailment). 
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Weight 
Management 


(cont.) 


--The benefits of regular exercise include:   
➢ Stronger muscles, bones and joints 
➢ Calories burned increase, helping to prevent excess weight gain 
➢ Lower risk of heart disease and other chronic as well as premature death  
➢ Feel better physically and emotionally 
➢ May help to prevent gestational diabetes 
➢ For those with gestational diabetes, blood sugars may be easier to control 
➢ Stress relief 
➢ Increased stamina needed for labor and delivery 
➢ Regular exercise habits may help her to cope better in the postpartum period 


              She should not start a new exercise program or increase PA before the 14th week or after the 
              28th week of her pregnancy.  Before week 14, overheating may adversely affect the 
              development of the neural tube.  After week 28, the baby must compete for oxygen and  
              glucose if she overexerts herself.  Encourage her to choose things she will enjoy—suggest  
              walking, dancing, hiking, swimming, or aerobics or yoga classes specifically for pregnant women.  
              Stress that she should increase her level of activity gradually (start 15 min. 3 times/week, progress 
              to 15-30 min 4-5 times/week), avoid exercising in warm, humid places, and drink plenty of fluids 
              before, during and after PA.  A variety of activity may help increase her motivation to keep with it. 
              Stress avoidance of sports that carry a high-risk of injury (downhill skiing, ice hockey, or  
              horseback riding). Pregnant women should never scuba dive, since this can cause the dangerous 
              formation of gas bubbles in the baby’s circulatory system.  After the third month, it is important to  
              avoid exercises that require her to lie flat on her back, since that can restrict the flow of blood to the  
              uterus. If she experiences any problems at all while exercising (like vaginal bleeding, 
              dizziness, headache, chest pain, decreased fetal movement, pain or contractions), she 
              should stop right away and consult her physician.   


• For more information on physical activity guidelines for pregnant women, consult any of the following 
websites: 
➢ www.marchofdimes.com/printableArticles/159_515.asp 
➢ www.healthunit.org/pregnancy/pregnancy/pregnancy_physical_activity.htm 
➢ http://www.webmd.com/baby/guide/exercise-during-pregnancy 
➢ http://www.webmd.com/baby/guide/pregnancy-safe-exercises  


 
 
 
 
 
 
 


Diet 
 
 
 


• Find out how eating has changed since the woman has become pregnant. 


• If 24-hour intake is used to assess normal food intake, comment on findings.  Assign Risk 427 as 
appropriate. 


• Discuss cravings. Emphasize that cravings are normal and that they are different for every woman.  
Give reassurance that some days food intake will be better than others, and that she should 
strive to eat to the best of her ability on most days. 


• Find out if non-food items are an issue.  Ask “Often pregnant women have cravings for non-food 
items.  Have you experienced anything like that?”  If pica (ingestion of non-food items such as 
ice, dirt, clay, cornstarch, laundry soap or starch, ashes, paint chips, baking soda, paper) identified, 
reassure her that this is not unusual and that it may be a sign of dietary deficiencies.  Encourage 
replacement behaviors, including:  when craving a non-food item, try chewing sugarless gum, 
take a short walk or read to a child; or try freezing fruit juice cubes to chew instead of ice.   
Refer woman to physician if needed.  Assign Risk 427. 


• Offer strategies that may assist her in improving dietary quality.  Some examples include: 
--if she has difficulty getting 3 glasses of milk per day, encourage intake of dairy products in different 
forms, including flavored milk, smoothies, yogurt, with cereal, or as a bedtime snack with graham 
crackers. 
--if vegetables are not a favorite, talk about eating a variety of colors.  Include salads with several 
colored veggies; shred vegetables into casseroles; home made vegetable soups; snack on cut up 
vegetables. 
--include fresh fruits for snacks. 
--look for whole grain items, including cereals with whole grains, whole wheat bread and brown rice. 



http://www.marchofdimes.com/printableArticles/159_515.asp

http://www.healthunit.org/pregnancy/pregnancy/pregnancy_physical_activity.htm

http://www.webmd.com/baby/guide/exercise-during-pregnancy

http://www.webmd.com/baby/guide/pregnancy-safe-exercises
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Health 
 
 
 
 
 


• Ask about prenatal vitamin intake.  If not using a prenatal vitamin, ask about brand of vitamin used.  
Discuss need for adequate vitamin/mineral intake during pregnancy and the need to use a prenatal 
supplement.  If woman cannot tolerate prenatal because of nausea, suggest taking the supplement 
before bedtime, or ½ in the morning and ½ in the evening at bedtime.  If she reports taking children’s 
vitamins, it is necessary to find out the specific one she is using to assess adequacy (specifically iron 
and folic acid levels).  Refer woman to physician re: prenatal vitamin usage.  Assign Risk 427 if 
daily intake of iron from supplements is <30 mg iron. 


• Ask about use of any other supplements, including herbal preparations and teas.  Refer to the NIH 
website http://nccam.nih.gov/health/herbsataglance.htm to get information on specific herbal 
supplements and their safety for use in pregnancy.  Assign Risk 427 if appropriate. 


• Ask about any prescribed medications—record name of medication and dosage.  Ask what the 
medication(s) have been prescribed for, and fill in the medical condition in “Experiencing” section.  
Refer to Medications and Mother’s Milk to find out if medication is contraindicated in pregnancy 
and/or breastfeeding.  Women receiving methadone therapy can breastfeed.  Assessment of the 
individual situation—maternal HIV status, her mental health status, her social situation, and if she is 
stable in her recovery program, will need to be considered when recommending breastfeeding.  
Refer physicians to the AAP paper “The Transfer of Drugs and Other Chemicals into Human Milk 
(PEDIATRICS Vol. 108 No. 3 September 2001, pp. 776-789) for more information. 


• Ask about other medical problems listed: 
➢ Heartburn: refer woman to discuss antacid use with physician.  Suggest the following: 5-6 


small frequent meals throughout the day; eat slowly; avoid eating close to bedtime or lying 
down shortly after eating, avoid spicy, rich or greasy foods; when sleeping, use pillows under 
the shoulders to keep the upper body propped up; wear loose clothing.   


➢ Nausea/vomiting: Reassure that this is very common during the first trimester.  Assess 
severity and refer to physician if the woman is unable to eat sufficiently to gain weight or is 
losing weight, or vomiting more than 3-4 times/day.  Offer specific strategies that may help:  
get out of bed slowly in the morning; keep crackers or dry cereal at the bedside to eat before 
getting up; eat small amounts frequently, even every 2-3 hours; drink a lot of fluids, 
especially if solid food will not stay down; avoid cooking smells, foods with strong odors or 
highly spiced foods, or any other odors that lead to nausea; avoid brushing teeth 
immediately after eating, as this may lead to vomiting.  Assign Risk 301 if appropriate.  


➢ Constipation: recommend woman increase water intake (10-12 cups/day) as well as fresh 
fruit, vegetable and whole grain intake.  Ask about physical activity and encourage she 
increase after discussing with MD.  Avoid laxative use unless recommended by MD. 


➢ Headaches: refer to physician.  Emphasize the need for adequate rest, plenty of liquids as 
well as frequent well-balanced meals.  Headaches in the third trimester may be indicative of 
high blood pressure, so refer woman to notify MD as appropriate. 


➢ Dizziness:  refer to MD.  Emphasize need for adequate food and liquids and frequent 
feedings, avoiding long periods of time between meals; avoid hot baths or showers; do not 
stand in one place for long periods of time; if standing is required, make sure to keep feet 
moving to increase circulation; get up slowly when lying down; do not lie down on back after 
middle of 2nd trimester; wear loose comfortable clothing that will not constrict circulation. 


➢ Swallowing difficulties:  ask what types of foods/beverages she can consume; refer to 
physician if special formula required for adequate nutrition. 


➢ Ask if there are any other medical problems.  List medical conditions not specified above for 
which medications have been prescribed.  


➢ Ask at each visit: “Are there any other medical conditions affecting your overall 
health?” 


• Ask if special diet has been prescribed by physician.  If so, find out what diet prescription is.  Refer to 
RD as needed.  If being followed by RD, request nutrition plan to offer consistent support. 



http://nccam.nih.gov/health/herbsataglance.htm
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Preterm 
Birth Risks 


 
 
 
 
 
 
 
 
 
 


• Approach smoking issues using the 3 A’s:  
--Assess:  Ask about tobacco use.  If woman is smoking, ask if smoking has changed since she 
found out about being pregnant.  Assess interest in quitting.  Assign Risk 371.     
--Agree:  Work together with pregnant woman on short and long-term goals.  Begin discussion by 
saying “The recommendation for you and your baby is for you to quit smoking.  What are your 
thoughts about that?”  Focus on her barriers to quitting—for example, increased food cravings, 
weight gain, or being around others who smoke.  Emphasize the benefits for both her and her baby, 
including: more energy; able to breathe more easily; more money to spend on other things; clothes, 
hair, home will smell better; food will taste better; less risk for low birth weight/preterm baby (specify 
dangers of babies being born too early and/or too small—undeveloped lungs, potentially lengthy 
hospitalization after delivery); less risk for her baby of SIDS and asthma; she will feel good that she 
has done this for herself and her baby.  Help her to arrive at what goals are realistic for her. 
--Assist her with a cessation plan—provide support, self-help materials and referrals for other 
support, including the Maine Tobacco Helpline (800-207-1230). Follow up at each visit. 


• If exposed to second hand smoke, discuss need to have all smoke to stay outside the home.  Also 
advise woman that all smokers must wash hands and change clothes prior to holding baby to avoid 
exposing infant to second hand smoke.  Assign Risk 904. 


• Ask about date of last dental visit, and if woman has problems with decay or bleeding gums.  Discuss 
poor oral health and increased risk of preterm birth risk.  Refer to dental provider.  Review things she 
can do to improve the condition of her gums and overall oral health, including:  brush teeth at least 
twice a day with a fluoride toothpaste, being sure to reach all tooth surfaces as well as her tongue; 
floss at least once each day.  It is normal for gums to become more sensitive during pregnancy.  This 
is a result of the hormone changes and the resulting reaction to plaque in her mouth.  If she has 
never flossed before, or flossed infrequently, it is normal that her gums may be sore and bleed.  If 
she has brushed infrequently in the past, it is normal that her gums may be sore and bleed when she 
begins to brush more frequently.  Things will improve over time.  Mouthwashes and rinses are not a 
substitute for brushing and/or flossing.  Encourage her to change to her toothbrush every 3-4 
months, or sooner if bristles begin to fray.  Assign Risk 381 if appropriate. 


 
Other Fetal 


Risks 


• Inquire about alcohol use and if woman is around others who drink, since being around others who 
drink can make it difficult for the woman to abstain.  If there is any alcohol use, discuss risk of Fetal 
Alcohol Spectrum Disorders (FASD).  Emphasize that no amount of alcohol is safe.  Refer to 
substance abuse counselor as needed.  Assign Risk 372. 


• FASD includes an entire spectrum of potential disorders, including:  prenatal and postnatal growth 
retardation; characteristic facial features; central nervous system (CNS) dysfunction; learning 
disabilities; problems with memory, attention and judgment; hyperactivity and behavioral problems.  
Prenatal alcohol use does not always result in FASD, but there is no way of knowing which babies 
will be born with problems.  Some babies will exhibit no symptoms, others may have mild symptoms, 
while others will have many problems.  A baby will never outgrow FASD—it will be with the child 
for a lifetime.  This disorder is 100% preventable.   Refer her to The Women’s Project (800-698-
4959) as appropriate.  


• Ask about use of street drugs.  If any drugs are being used, ask about plans/thoughts to D/C.  Refer 
to The Women’s Project (800-698-4959) or recovery/rehab program as appropriate.  See Health 
section for information on methadone treatment and breastfeeding.  Assign Risk 372. 
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BF 


• Ask woman’s knowledge about breastfeeding—what she has heard, read or knows about it.  Ask 
about her perceptions—what she thinks about breastfeeding.  Ask “What do you know about BF?  
How do you feel about that for yourself?”  If she has had children before, ask “What personal 
breastfeeding experience do you have?”  Frequently, knowledge and perception are very different.  It 
is perceptions that are important and will guide a woman in the decision-making process.  


• Find out if she has family members or friend(s) with any positive BF experiences.  Emphasize that 
anyone within her family circle or circle of friends can be a good support person if they have had a 
positive experience. 


• Ask if she wants to learn more about BF so that she may make an informed decision about infant 
feeding.  This will help you to understand her readiness to change, especially if she is closed to the 
idea of breastfeeding her baby—pre-contemplating (doesn’t want any information), contemplating 
(will think about it and will be willing to take information), preparation (wants information, ready to 
read whatever you will give her).  


WIC 
Concerns 


• Record additional concerns noted during interview but not discussed; these may be discussed at 
future appointments.  Document additional applicable risk codes.   


 
 
 


Notes 


• Record topics discussed.  There may be several things checked off in the various sections, but the 
counselor chooses to limit the discussion to avoid overloading the participant.  It is recommended 
that discussions be limited to no more than two topics.  Remember that assessments initially 
done in the 1st trimester will cover different topics than those done in the third trimester. 


• Ask about infant feeding plan at each visit.   


• Client goals—let the participant set realistic goals for herself between the first and second visit.  
Examples include: 


               Increase milk intake to 3 8-ounce glasses/day. 
              Use milk in cereal, smoothies, cooking, etc. to increase Ca intake. 
              Consider BF as infant feeding option. 
              Call Tobacco Help Line for help with d/c smoking. 
              Brush and floss twice daily; call dentist for cleaning appt. 
             Limit low-nutrient foods (such as soda, candy, etc.) in diet. 
            Take prenatal every day. 
       It is acceptable if woman does NOT decide on any goal(s)—it’s ok to leave this blank.        


• Assess stage of readiness to change to desired behavior and goal discussed.  Stages of Change 
include: 
o P—Precontemplation (does not recognize there is a problem, doesn’t want any information, not 


willing or ready to make a change within the next 6 months) 
o C—Contemplation (will think about making the desired behavior change, willing to take 


information but not yet willing to commit to a change within the next 6 months) 
o P—Preparation (wants information, ready to read whatever you will give her; talks positively 


about change, may begin making small changes; intends to take action within the next 30 days) 
o A—Action (has become serious about commitment to making change; needs to build skills for 


long-term adherence; behavior change has taken place for less than 6 months) 
o M—Maintenance (behavior change has successfully taken place, skills developed to maintain 


behavior and prevent relapse) 
Follow up assessment at next visit(s).   
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Maine CDC WIC Nutrition Program 
Breastfeeding and Non-Breastfeeding Woman Nutrition Assessment Guidance 


 
 
 
 


Weight 


• Ask woman her thoughts about her current weight.  State: “After delivery, women are frequently 
concerned about their weight.  How do you feel about your current weight?”  If she desires a 
change ask, “What change with your weight would you like to see happen?”  If her current BMI is 
high and she does not desire a change, respect her state of precontemplation. 


• If she desires a change, ask what her weight goal is, and how she hopes to achieve it.  Ask if she 
needs ideas or suggestions to achieve her goal and provide appropriate resources.   


• Ask about physical activity—type and frequency.  Remind her to discuss any physical activity plans 
with her MD if she is <6 weeks PP. 


 
 
 
 
 
 


Diet 


• Ask what changes have been made in diet since delivery.  Many common things that happen to 
moms after delivery include:  grazing, skipping meals, preparing unbalanced meals due to lack of 
time to cook and “forgetting” to eat.  Provide her with appropriate tips for improved nutrition, 
including:  smoothies; cereal with milk and fruit; cheese and crackers; cut up vegetables; toast with 
peanut butter; hummus with crackers.  Remind her that her body needs a balanced diet to recover 
and heal from pregnancy/delivery.  Assign Risk 427 as appropriate. 


• Query about special diet Rx or foods that are being avoided. 


• If 24-hour recall is used to assess normal intake, comment on findings. 
• Ask about habits that will lead to healthy feeding relationships with child/children: 
      Ask about family meals. Discuss importance they play in good eating habits for children. 


            Ask how she plans for meals and snacks.  Discuss how important planning is to ensure healthy  
                habits and food budgeting. 


            Query about variety of foods.  Ask questions such as “What are the vegetables you usually eat 


        during a typical week?”  Discuss need for including a variety of colors with fruits and vegetables. 


 
 
 
 
 
 
 
 
 


Health 


• Ask about folic acid intake.  Discuss sources of adequate folic acid, which can come from 
supplements or foods.  Point out the WIC cereals that contain 100% DV folic acid, which are 
identified on the foods list with and asterisk (*).  Discuss folic acid’s role in possibly preventing birth 
defects, and the need to consume adequate folic acid to protect future pregnancies. Assign Risk 
427 if daily folic acid intake is <400 µgm.  


• Ask about other vitamin or supplement intake, including herbal supplements.  Refer to the NIH 
website http://nccam.nih.gov/health/herbsataglance.htm, or Medications and Mothers’ Milk for 
information of specific supplements and their compatibility with breastfeeding.  Assign Risk 427 as 
appropriate   


• Query about prescribed medications.  If BF, consult Medications and Mothers’ Milk to identify any 
medications that are contraindicated for BF women.  Ask about birth control; advise 
breastfeeding women to talk to their doctor about progesterone-only birth control pills if that 
is the birth control chosen.  If the woman is using Depo Provera for birth control, advise her 
to make sure her calcium intake is sufficient (recommend at least 3 servings of dairy 
products or alternatives each day, since long-term use of Depo Provera may cause 
significant bone loss).  Women receiving methadone therapy can breastfeed.  Assessment of the 
individual situation—maternal HIV status, her mental health status, her social situation, and if she is 
stable in her recovery program, will need to be considered when recommending breastfeeding.  
Refer physicians to the AAP paper “The Transfer of Drugs and Other Chemicals into Human Milk 
(PEDIATRICS Vol. 108 No. 3 September 2001, pp. 776-789) for more information. 


• Ask if woman had a C-section this delivery.  If yes, ask if there are any problems with healing of the 
incision.  Refer to MD as necessary.  Assign Risk 357 if appropriate. 


• Ask about date of last dental visit, and if she has any problems with decay and/or bleeding gums 
when she brushes.  Discuss need for good oral health of mother to help prevent transmission of 
decay-causing bacteria to baby.  Emphasize the need to avoid practices that will lead to 
transfer of bacteria to baby’s mouth, including:  cleaning pacifier in the mouth; testing 
baby’s food temperature before feeding; sharing spoons, cups and other utensils; kissing 
baby’s hands and mouth.   Refer to dental provider as needed.  Assign Risk 381 as 
appropriate. 


 



http://nccam.nih.gov/health/herbsataglance.htm
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Health 
(cont.) 


• Ask about other health problems listed: 
➢ Diarrhea: ask about frequency and duration.  Remind about need for adequate fluid  


                    intake.  Refer to MD if needed.             
➢ Constipation: discuss need for adequate fluids and fiber-rich foods.  Refer to MD if  


                    needed. 
➢ If headaches or dizziness are a problem, refer to MD.  Emphasize need for adequate  


                    liquids as well as regular meals. 


 
 
 
 


Substance 


Abuse 


• Approach smoking issues using the 3 A’s:  
--Assess:  Ask about tobacco use.  If woman is smoking, ask if the amount she smokes 
changed during her pregnancy.  Assess interest in quitting.  Assign Risk 371.     
--Agree:  Work together with pregnant woman on short and long-term goals.  Begin 
discussion by saying “The recommendation for you and your baby is for you to quit 
smoking.  What are your thoughts about that?”  Focus on her barriers to quitting—for 
example, increased food cravings, weight gain, or being around others who smoke.  
Emphasize the benefits for both her and her baby, including: more energy; able to breathe 
more easily; more money to spend on other things; clothes, hair, home will smell better; food 
will taste better; less risk for her baby of SIDS and asthma; she will feel good that she has 
done this for herself and her baby.  Help her to arrive at what goals are realistic for her. 
--Assist her with a cessation plan—provide support, self-help materials and referrals for 
other support, including the Maine Tobacco Helpline (800-207-1230). Follow up at each 
visit. 


• Ask about second hand smoke exposure.  If woman is a smoker, emphasize that it will be 
more difficult to quit with other smokers around.  Discuss need for smoke-free environment 
for baby.  Stress that second hand smoke will stay on clothing and hands, and that all 
smokers should change clothes and wash hands prior to holding baby.  Assign Risk 904. 


• Ask about alcohol use.  If BF, remind mom that alcohol passes into breastmilk and will have 
an effect on baby.  If woman is around others who drink, ask how being around others who 
drink makes her feel.  Refer her to The Women’s Project (800-698-4959) as appropriate.  


      If she has other questions, discuss risk of FASD for future pregnancies and the need to avoid  
      alcohol use, and the fact that it may be difficult to stay sober if she is around others who drink. 
      Assign Risk 372 as appropriate. 


• If any street drugs are being used, refer to recovery program.  Assign Risk 372. 


 
 
 
 
 
 
 


Breastfeeding 


• Ask mom what her breastfeeding duration plans are, and who she has for support. 


• Ask her about any plans to return to work or school, and how she will plan to feed her baby.  
Discuss pumping if needed, including type of pump to meet her needs.   


• Ask mom about her perception of how breastfeeding is going.  If she needs help, ask what 
specific problems she is having.  If necessary, refer her to CLC or IBCLC in agency/area. 


• Ask mom about her perception of her milk supply (subjective).   Ask specific questions about 
breastfeeding (objective) that will help to validate milk supply: 


➢ Ask how often baby is breastfeeding in 24 hours. 
➢ Ask how long baby stays at breast at each feeding, and ask about active 


suck/swallowing at feedings if baby stays at the breast for extended periods of time. 
➢ Ask about the number of wet/dirty diapers per day and assess for adequacy. 
➢ Ask if mom pumps.  If she does, ask what type of pump she is using, how often she 


is pumping, and what her results are.  If she is exclusively pumping, ask about plans 
to get baby to go to breast.  Refer to CLC or IBCLC as needed. 


➢ Ask if baby has been weighed since discharge from hospital, and what that weight 
was.  Compare to weight obtained at clinic visit.   


• If there are specific breastfeeding problems detected, SOAP note the visit and refer as 
needed.  Assign Risk 602.   


• Query if there are any of the problems listed.  Refer to lactation help (CLC or IBCLC) if 
needed. 
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 • Record topics discussed.  There may be several things checked off in the various sections, 
but the counselor chooses to limit the discussion to avoid overloading the participant.  It is 
recommended that discussions be limited to no more than two topics.   


• Client goals—let the participant set realistic goals for herself between the first and second 
visit.  Examples include: 


               Increase milk intake to 3 8-ounce glasses/day. 
              Use milk in cereal, smoothies, cooking, etc. to increase Ca intake. 
              Consider BF as infant feeding option. 
              Call Tobacco Help Line for help with d/c smoking. 
              Brush and floss twice daily; call dentist for cleaning appt. 
              Limit low-nutrient foods (such as soda, candy, etc.) in diet. 
       It is acceptable if woman does NOT decide on any goal(s)—it’s ok to leave this blank.        


• Assess stage of readiness to change to desired behavior and goal discussed.  Stages of 
Change include: 
o P—Precontemplation (does not recognize there is a problem, doesn’t want any 


information, not willing or ready to make a change within the next 6 months) 
o C—Contemplation (will think about making the desired behavior change, willing to take 


information but not yet willing to commit to a change within the next 6 months) 
o P—Preparation (wants information, ready to read whatever you will give her; talks 


positively about change, may begin making small changes; intends to act within the next 
30 days) 


o A—Action (has become serious about commitment to making change; needs to build 
skills for long-term adherence; behavior change has taken place for less than 6 months) 


o M—Maintenance (behavior change has successfully taken place, skills developed to 
maintain behavior and prevent relapse) 


• Follow up assessment at next visit(s).   
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Women Health Assessment Form 
Guidance 


 


Question Suggested Action 
Woman’s OB Doctor If no MD—refer to local hospital physician referral service 


If no dentist—refer to area clinics.   


Health Insurance If none, refer to MaineCare 


What services do you currently receive? Enter appropriate code in “Other Services” field. 


Do you live in or spend time in a home built 
before 1978?   
If yes, is the home being remodeled? 


If yes to either question is selected— 


• Discuss risk for lead exposure and importance of lead testing of 
baby at 12 and 24 months 


• Share ways to reduce lead exposure:  frequent wet, rather than 
dry, dust removal; paint over peeling paint; remove shoes at 
door; keep paint chips away from young children.  


Were there any days last month when your 
family did not have enough food to eat or 
enough money to buy food? 


If yes selected— 
Give referral information for area resources, including Food Stamps, 
Food Banks and/or other area resources. 


Do you have problems refrigerating or 
heating/cooking your food? 


If yes is selected— 


• Adjust food package accordingly 
Refer to area resources for assistance 


Are there any foods you cannot eat because of 
religious reason? 


If yes selected, review details with participant.  Adjust food package if 
needed. 


Do you feel unsafe for yourself or your children 
in your current relationship? 


If yes selected, refer to area shelters for women. 


Do you have any medical issues? If yes selected, ask for specific details.  If needed, send to physician for 
diagnosis and assign appropriate risk code. 


For those who have been pregnant before: 
Did you have problems during any pregnancy 
or delivery? 


If yes, assign appropriate risk code. 


Were any of your babies: 


• Stillborn 


• Born early/premature 


• Weigh 5 lb 8 oz or less at birth 


• Weigh 9 lb or more at birth 


 


• assign risk factor 321 


• assign risk factor 311 if baby born >3 weeks early 


• assign risk factor 312 


• assign risk factor 337 


For those who have recently given birth: 
Did you have problems during this pregnancy 
or delivery? 


If yes, assign appropriate risk code. 


Over the past 2 weeks, have you ever felt 
down, depressed, or hopeless? 
Over the past 2 weeks, have you felt little 
interest or pleasure in doing things? 


Stress that it is normal for women to experience changes in mood after 
delivery.  See attached reference from National Mental Health 
Association or go to http://www.nmha.org/infoctr/factsheets/23.cfm for 
more information.  Refer to MD or area mental health provider as 
needed. 


 



http://www.nmha.org/infoctr/factsheets/23.cfm
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Household Level 


• Assess voter registration at certification appointments 


• Food security (questions below adapted from the AAP Hunger Vital Signs) 


o “In the last 12 months, have you or your family worried whether your food would run out 


before you got money to buy more?” 


o “In the last 12 months, did the food you bought run out and you did not have money to 


buy more?” 


Pregnant 


• Pregnant enrollment 


o Referral for substance use and tobacco cessation  


o Breastfeeding promotion resources 


o BFPC referral, if appropriate 


o CradleME referral, if appropriate 


o General note or Nutrition Assessment note regarding pregnancy, including food intake 


o Weight gain guidance 


o Prenatal intake 


• Pregnant follow up appointment (all) 


o Weight check 


o Weight gain guidance 


o Breastfeeding promotion  


o Prenatal intake, if inadequate previously 


o BFPC referral, if appropriate 


o CradleME referral, if appropriate 
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Child 


• 1 year child recert or enrollment 


o Lead screening—query if done, referral if not done 


o Referral for substance use and tobacco cessation  


o Immunization – proof, not a verbal (ImmPACT) 


o Assess sources of fluoride 


o Dental care: brushing teeth, recommend dental visit 


• 2 year child recert or enrollment 


o Lead screening—query if done, referral if not done 


o Referral for substance use and tobacco cessation  


o Immunization – proof, not a verbal (ImmPACT) 


▪ If child has received 4 DTaPs, change immunization status to “DTaPs Complete” 


o Assess sources of fluoride 


o Dental care: brushing teeth, recommend dental visit 


• 3 year child recert or enrollment 


o Referral for substance use and tobacco cessation  


o If “DTaPs Complete” is not the current status, assess immunization status (ImmPACT) 


o Lead screening if new enrollment—query if done, referral if not done  


o Assess sources of fluoride 


o Dental care: brushing teeth, recommend dental visit 


• 4 year child recert or enrollment 


o Referral for substance use and tobacco cessation  


o If “DTaPs Complete” is not the current status, assess immunization status (ImmPACT) 


o Lead screening if new enrollment—query if done, referral if not done  


o Assess sources of fluoride 


o Dental care: brushing teeth, recommend dental visit 


• Child MCA (18 months) 


o Length and weight 


o Hemoglobin check needed 6 months after infant hemoglobin screening 


o Immunization – proof, not a verbal (ImmPACT) 


o Dental care: brushing teeth, recommend dental visit 


• Child MCA (2 ½ years old) 


o Weight check 


o Immunization – proof, not a verbal (ImmPACT) 


o Does this child need a hemoglobin check? 


o Dental care: brushing teeth, recommend dental visit 


• Child turning 5 years old 


o Exit Counseling 
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Infant 


• New baby paperwork 


o Pending proof of income 


o Scan in new baby paperwork 


o Enter birth length and weight in the height/weight tab 


• Infant certification/first in-person appointment (birth – 2 months) 


o Verify income contact has acceptable proof of income for baby. If baby has MaineCare, 


is Baby’s MaineCare listed in income contact?  


o Referral for substance use and tobacco cessation (can be copied from mom’s referral(s)) 


o Length and weight check 


o Feeding: 


▪ Frequency of breastfeeding, # wet/dirty diapers 


▪ Ounces per bottle, bottles/day if using any formula (used to calculate formula 


amount to issue in food Rx) 


o Supplementation of vitamin D for fully breastfed babies 


o Recommend wiping gums  


• Infant 3-5 months 


o Weight check 


o Ounces formula per day if mixed feeding (used to calculate formula amount needed in 


food Rx) 


o Discuss signs of readiness for solids 


o vitamin D for fully breastfed babies 


o Assess how often, if at all, caregiver is wiping gums 


• Infant 6-8 months/Infant MCA 


o Weight check 


o Ounces formula per day if mixed feeding (used to calculate formula amount needed in 


food Rx) 


o Assess intake of infant solids 


o Vitamin D for fully breastfed babies 


o Immunization – proof, not a verbal (ImmPACT) 


o Dental care: first tooth, brushing, wipe gums 


• Infant 9-11 months 


o Weight check and hemoglobin screening 


o Infant CVV 


o vitamin D for fully breastfed babies 


o Document review of R&R (highlight no sale of formula or infant foods) 


o Dental care: first tooth, brushing, wipe gums 


• Infant formula Rx change—any age 


o Document review of R&R (highlight no sale of formula or infant foods, return all unused 


formula) 
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Breastfeeding (Full, Partial or Some) 


• Breastfeeding certification 


o Referral for substance use and tobacco cessation  


o Assess for postpartum depression 


o Hemoglobin screening if 4 weeks postpartum 


o Encourage continuing prenatals 


• Breastfeeding woman nutrition education (first f/u appointment) 


o Hemoglobin screening if not performed at BF certification 


o Assess for postpartum depression 


o Return to work/school 


o Breastfeeding frequency 


o Pumping, if applicable 


• Breastfeeding woman MCA (6-7 months postpartum) 


o Weight check 


o Hemoglobin screening if 6 months prior was low 


o Encourage continuing prenatal vitamins 


o Breastfeeding frequency 


o Pumping, if applicable 


• Breastfeeding woman nutrition education (approx. 9 months postpartum) 


o Breastfeeding frequency 


o Pumping, if applicable 


o Exit Counseling 


Non-breastfeeding 


• Non-breastfeeding certification 


o Referral for substance use and tobacco cessation  


o Assess for postpartum depression 


o Hemoglobin screening if 4 weeks postpartum 


o Weight check 


o Encourage continuing prenatals 


o Weight loss goal 


• Non-breastfeeding woman nutrition education 


o Hemoglobin screening if not performed at BF certification 


o Assess for postpartum depression 


o Encourage continuing prenatals 


o Return to work/school 


o Exit Counseling at last appointment before her certification end date 
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Maine CDC WIC Nutrition Program Food Packages  
  


1. Food Package I:  Infants 0-5 months  
  


 Infant formula issuance in Food Package I is based on age (Food Package IA:  Infants 0-3 months 


and Food Package IB:  Infants 4-5 months) as well as physical form of formula (concentrate, 


powder or ready to use).  Formulas issued in this food package are limited to contract standard 


cow’s milk based and soy based formulas, lactose-free formulas, and formulas with added rice 


starch.  Formulas for special medical needs are issued in Food Package III.  


Ready to use infant formula may be issued in Food Package I when:  


• The participant's household has an unsanitary or restricted water supply or poor 


refrigeration  


• The person caring for the participant may have difficulty in correctly diluting concentrated 


or powder forms  


• The WIC infant formula is only available in ready-to-use.  
  


       Food Package IA: Infants 0-3 months: Maximum Issuance   


Status  Age  Powder*  Conc*  RTU  


IBF—infants exclusively breastfed  0-3 months        


IPB—infants partially breastfed  0-1 month  1 can      


1-3 months  435 oz*  364 oz*  384 oz  


IFF—infants fully formula fed  0-3 months  870 oz*  806 oz*  832 oz  


* maximum formula issuance expressed as reconstituted amounts  


Food Package IB:  Infants 4-5 months: Maximum Issuance    


Status  Age  Powder*  Conc*  RTU  


IBF—infants exclusively breastfed  4-5 months        


IPB—infants partially breastfed  4-5 months  522 oz*  442 oz*  474 oz  


IFF—infants fully formula fed  4-5 months  960 oz*  884 oz*  913 oz  


* Maximum formula issuance expressed as reconstituted amounts  
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2. Food Package II:  Infants 6-11 months    


Infant formula issuance in Food Package II is based on physical form of formula (concentrate, 


powder, or ready to use).  Formulas issued in this food package are limited to contract standard cow’s 


milk based or soy based formulas, lactose-free formulas, and formulas with added rice starch.  


Formulas for special medical needs are issued in Food Package III.  


Issuance of ready to use infant formula in Food Package II is the same as described above for Food 


Package I.  


  Food Package II:  Infants 6-11 months: Maximum Issuance  


Status  Age  Powder*  Conc*  RTU  Infant 


Cereal  


Infant  


Fruits &  


Vegetables  


Infant 


Meats  


IBF—infants 


exclusively 


breastfed  


6-11 months        24 oz  256 oz ⧫ 
 77.5 oz  


IPB—infants  


partially 


breastfed  


6-11 months  384 oz*◼  312 oz* ◼  338 


oz◼  


24 oz  128 oz    


IFF—infants 


fully formula fed  


6-11 months  696 oz*◼  624 oz*◼  643 


oz◼  


24 oz  128 oz     


  *maximum formula issuance expressed as reconstituted amounts  


  
 ⧫ Infants exclusively breastfeeding age 9-11 months may receive a $8 cash value voucher for fresh fruits and/or 


vegetables in lieu of 128 ounces of infant fruits and/or vegetables.  


 Infants partially or non-breastfed age 9-11 months may receive a $4 cash value voucher for fresh fruits 


and/or vegetables in lieu of 64 ounces of infant fruits and/or vegetables.  


◼ 
Medically fragile infants age 6-11 months may receive the maximum monthly allowance of standard formula as 


infants age 4-5 months in lieu of infant foods with medical documentation of qualifying condition.  Infant food 


package for these infants is designated as Food Package III.   


3. Food Package III:  Women, Infants and Children with Qualifying Conditions  
   


Infant formula and WIC-eligible nutritionals in Food Package III is for infants, children and women 


with qualifying medical conditions, and is based on both age as well as physical form of formula 


(concentrate, powder, ready to use).  Exempt infant formulas and WIC-eligible nutritionals are issued 


in this food package along with supplemental foods appropriate for the participant category.  All 


items issued (formula, WIC-eligible nutritionals, and/or supplemental foods) must be prescribed by 


the medical provider for participants receiving this food benefit, whether the formula is provided by 


WIC or another provider.   The medical provider may make a referral to the WIC registered dietitian 







Appendix NS-2-A                      


Revised: 10/01/2019                      3  


and/or qualified nutritionist for identifying appropriate supplemental foods and their prescribed 


amounts, as well as the length of time the supplemental foods are required by the participant, with the 


referral acknowledged on the medical documentation form.  


These food benefits may not be issued to:  


• An infant whose only condition is:    


o diagnosis of formula intolerance or food allergy to lactose, sucrose, milk protein or 


soy protein that does not require the use of exempt infant formula  


o a non-specific formula or food intolerance  


• Women or children who have a food intolerance to lactose or milk protein that can be 


successfully managed with use of another WIC food benefit  


• Any participant solely for the purpose of enhancing nutrient intake or managing body 


weight without an underlying qualifying condition.  
  


WIC-eligible nutritionals (including exempt infant formulas) issued in Food Package III may be 


issued in ready to feed form for the same reasons listed for Food Packages I and II, as well as:  


• The ready to feed form better accommodates the participant’s condition   


• The ready to feed form improves the participant’s compliance in consuming the prescribed 


WIC formula  
  


• Infants 0-3 months:  formula issuance amounts are the same as Food Package IA  


• Infants 4-5 months:  formula issuance amounts are the same as Food Package IB  


• Infants 6-11 months:  formula and infant food issuance (including issuance of cash value 


voucher for fresh fruits and/or vegetables in lieu of infant fruits and/or vegetables) 


amounts are the same as Food Package II.  Infants who are unable to begin solid foods at 


or after 6 months may receive exempt infant formula at the same maximum monthly 


allowance as infants 4-5 months of age of the same feeding option.    


Children 12-60 months and Women:  Maximum Issuance  


  Children  Pregnant or  


Partially  


Breastfeeding  


Exclusively 


Breastfeeding ⧫  


Postpartum  


Formula/WIC-eligible 


nutritional   


        


• Powder*  910 oz  910 oz  910 oz  910 oz  


• Conc*  910 oz  910 oz  910 oz  910 oz  


• RTU*   910 oz  910 oz  910 oz  910 oz  


Milk/milk substitute ◼    16 qt.  22 qt.  24 qt.  16 qt.  


Cheese  
 


    1 lb.    
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Breakfast cereal   36 oz.  36 oz.  36 oz.  36 oz.  


Eggs ¤ 1 doz.  1 doz.  2 doz.  1 doz.  


Juice  128 oz  144 oz  144 oz  96 oz  


Fruits & vegetables   $9 voucher  $11 voucher  $11 voucher  $11 voucher  


Whole grains  2 lb.  1 lb.  1 lb.    


Fish (canned)      30 oz.    


Legumes or peanut butter  1 lb. or     


18 oz.  


    1 lb. or     


18 oz.  


Legumes and peanut butter    1 lb. and 18 oz.  1 lb. and 18 oz.    


  


* Maximum formula issuance expressed as reconstituted amounts; monthly formula issuance is determined by health 


provider prescriptive amount, and is not to exceed monthly maximum amounts  
⧫ Exclusive BF women with multiple infants receive 1.5 times the amount of all foods  


◼ Children age 12-23 months: Whole milk is the standard for issuance; fat reduced milks may be issued with medical 


documentation by the health care provider.  Whole fat yogurt may be substituted at a rate of 1 quart for 1 quart of milk 


by request, not to exceed 1 quart of yogurt per month. Children age 24-60 months: lowfat and skim milk is the 


standard for children for issuance; whole milk or reduced fat (2% or 1 ½%) may be substituted with medical 


documentation from the health care provider.  Low-fat or nonfat yogurt may be substituted at a rate of 1 quart for 1 


quart of milk by request, not to exceed 1 quart of yogurt per month. All children: Cheese may be substituted at a rate of 


1 lb. for 3 quarts of milk by request, not to exceed one pound per month.  Fortified soy beverage and/or tofu may 


replace milk upon individual nutrition assessment and documentation of need for conditions such as (but not limited to) 


milk allergy, severe lactose intolerance, cultural practices that excludes cow’s milk products, or vegan diets; fortified 


soy beverage may be substituted on a quart for quart basis, and tofu may be substituted at a rate of 1 lb. for 1 quart of 


milk, up to a maximum of 4 lb. per month.        Women:  Lowfat and skim milk is the standard for all women.  Whole 


milk or reduced fat milk (2% or 1 ½%) may only be issued with medical documentation from the health care provider.  


Cheese may be substituted at a rate of 1 lb. for 3 quarts of milk by request, with a maximum of 1 lb. of cheese for 


pregnant, partially breastfeeding and postpartum women, and 2 lb. for exclusively breastfeeding women. Low-fat or 


nonfat yogurt may be substituted at a rate of 1 quart for 1 quart of milk by request, with a maximum of 1 quart of yogurt 


for all women participants. Fortified soy beverage and/or tofu may be substituted upon request by the participant; 


fortified soy beverage may be substituted for milk on a quart for quart basis. Tofu may be substituted up to four 


pounds for pregnant, partially breastfeeding and postpartum women and six pounds for exclusively 


breastfeeding women and women pregnant with multiples. Ready to use infant formula may be provided if it better 


accommodates the participant’s medical condition or improves participant’s compliance with consumption of the 


prescribed formula.  
Children and Women: may substitute 32 dry ounces of infant cereal for 36 ounces of breakfast cereal as determined 


appropriate by the health care provider per medical documentation
 
 


 
Children:  may substitute 144 ounces jarred infant fruits and/or vegetables in lieu of $9 cash value voucher for fresh, 


frozen or canned fruits and/or vegetables with medical documentation; Women:  may substitute 160 ounces jarred 


infant fruits and/or vegetables in lieu of $11 cash value voucher for fresh, frozen or canned fruits and/or vegetables with 


medical documentation. 
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¤ Homeless: LAs are authorized to issue 64 ounces of canned beans or 18 ounces of peanut butter or 15 ounces of 


canned fish as a substitute for one dozen eggs for homeless participants who lack refrigeration. Combinations of 


peanut butter, canned beans and canned fish may be issued.  


 


4. Food Package IV: Children (age 12-60 months)  


  Supplemental foods are provided in the following maximum amounts for children:  


Food category  Maximum amount  


Milk⧫/milk substitute ◼    16 qt.  


Breakfast cereal  36 oz.  


Eggs ¤ 1 doz.  


Juice  128 oz  


Fruits & vegetables  $9 voucher  


Whole grains  2 lb.  


Legumes or peanut butter  1 lb. dried legumes or 


64 oz. canned legumes 


or 18 oz. peanut butter  


  


⧫ Children age 12-23 months: Whole milk is the standard for issuance; 2% or 1 ½%, 1% or nonfat milk may be 


substituted for children for whom overweight or obesity is a concern, based on individual nutrition assessment 


and consultation with health care provider if necessary.  Children age 24-60 months:  Low fat or nonfat milk is 


standard for issuance; 2% or 1 ½% milk may only be issued to children with inadequate growth or underweight 


concerns, based on individual nutrition assessment.   
◼ Children age 12-23 months: Whole fat yogurt may be substituted at a rate of 1 quart for 1 quart of milk by 


request, not to exceed 1 quart of yogurt per month   Children age 24-60 months: Low-fat or nonfat yogurt may 


be substituted at a rate of 1 quart for 1 quart of milk by request, not to exceed 1 quart of yogurt per month. All 


Children: Cheese may be substituted at a rate of 1 lb. for 3 quarts of milk by request, not to exceed one pound 


per month.  Fortified soy beverage and/or tofu may replace milk upon individual nutrition assessment and 


documentation of need for conditions such as (but not limited to) milk allergy, severe lactose intolerance, 


cultural practices that excludes cow’s milk products, or vegan diets; fortified soy beverage may be substituted 


on a quart for quart basis, and tofu may be substituted at a rate of 1 lb. for 1 quart of milk, up to a maximum of 4 


lb. per month.  


¤Homeless: LAs are authorized to issue 64 ounces of canned beans or 18 ounces of peanut butter or 15 


ounces of canned fish as a substitute for one dozen eggs for homeless participants who lack refrigeration. 


Combinations of peanut butter, canned beans and canned fish may be issued.     
 Juice amounts are expressed as single strength juice   


  


5. Food Package V:  Pregnant and Partially Breastfeeding Women   


Supplemental foods are provided in the following maximum amounts for pregnant women (singleton 


pregnancies) and partially breastfeeding women whose partially breastfed infants do not receive more 


than the maximum of formula for that status in Food Packages IA, IB, II, or III:  
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Food category  Maximum amount  


Milk⧫/milk substitute ◼    22 qt.  


Breakfast cereal  36 oz.  


Eggs ¤ 1 doz.  


Juice  144 oz  


Fruits & vegetables  $11 voucher  


Whole grains  1 lb.  


Legumes   1 lb. or 64 oz canned  


Peanut butter   18 oz.  


  


⧫ Low fat or skim milk only is issued to all women participants.  2% or 1 ½% milk may be issued to women 


with inadequate weight gain or maternal weight loss concerns during pregnancy or underweight, based on 


individual nutrition assessment and documentation of need.  Whole milk may only be issued in Food Package  


III.  
◼ Cheese may be substituted at a rate of 1 lb. for 3 quarts of milk by request, not to exceed one pound per month. 


Low-fat or nonfat yogurt may be substituted at a rate of 1 quart for 1 quart of milk by request, with a maximum 


of 1 quart of yogurt for all women participants. Fortified soy beverage and/or tofu may be substituted upon 


request by the participant.  Fortified soy beverage may be substituted for milk on a quart for quart basis.  Tofu 


may be substituted for milk at a rate of 1 lb. for 1 quart of milk, not to exceed 4 pounds per month.    
 Juice amounts are expressed as single strength juice   


Legumes and peanut butter may be substituted for tailored food packages at the following rates:  1 pound dry 


or 64 ounces canned legumes may be substituted for 18 ounces peanut butter; 18 ounces peanut butter may be  


substituted for 1 pound dry or 64 ounces canned legumes.  


¤Homeless: LAs are authorized to issue 64 ounces of canned beans or 18 ounces of peanut butter or 15 


ounces of canned fish as a substitute for one dozen eggs for homeless participants who lack refrigeration. 


Combinations of peanut butter, canned beans and canned fish may be issued.   
  


6. Food Package VI: Postpartum Women   


Supplemental foods are provided in the following maximum amounts for postpartum 


(nonbreastfeeding) women and partially breastfeeding women whose partially breastfed infant(s) 


receive more than the maximum amount of formula allowed for that status in Food Packages IA, IB, 


II, or III:   


Food category  Maximum amount  


Milk⧫/milk substitute ◼    16 qt.  


Breakfast cereal  36 oz.  
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Eggs ¤ 1 doz.  


Juice  96 oz  


Fruits & vegetables  $11 voucher  


Legumes or peanut butter  1 lb. dried legumes or 


64 oz canned legumes 


or 18 oz. peanut butter  
  


⧫ Low fat or skim milk only is issued to all women participants.  2% or 1 ½% milk may be issued to women 


with inadequate weight gain or maternal weight loss concerns during pregnancy or underweight, based on 


individual nutrition assessment and documentation of need.  Whole milk may only be issued in Food Package  


III.  
◼ Cheese may be substituted at a rate of 1 lb. for 3 quarts of milk by request, not to exceed one pound per month. 


Low-fat or nonfat yogurt may be substituted at a rate of 1 quart for 1 quart of milk by request, with a maximum 


of 1 quart of yogurt for all women participants. Fortified soy beverage and/or tofu may be substituted upon 


request by the participant.  Fortified soy beverage may be substituted for milk on a quart for quart basis.  Tofu 


may be substituted for milk at a rate of 1 lb. for 1 quart of milk, not to exceed 4 pounds per month.    Juice 


amounts are expressed as single strength juice. 


¤Homeless: LAs are authorized to issue 64 ounces of canned beans or 18 ounces of peanut butter or 15 


ounces of canned fish as a substitute for one dozen eggs for homeless participants who lack refrigeration. 


Combinations of peanut butter, canned beans and canned fish may be issued.   


  


  


7. Food Package VII:  Exclusively Breastfeeding Women  


Supplemental foods are provided in the following maximum amounts for exclusively breastfeeding 


women, pregnant women with multiple fetuses, and women partially breastfeeding multiple infants 


from the same pregnancy, and pregnant women who are also fully or partially breastfeeding an infant.  


(Note:  Exclusively breastfeeding women with multiple infants are eligible to receive 1 ½ times 


all food amounts listed below).  


Food category  Maximum amount  Maximum amount BF  


women w/ multiples  


(1.5)  


Milk⧫/milk substitute ◼    24 qt.  36 qt.  


Cheese  1 lb.  2 lb.  


Breakfast cereal  36 oz.  54 oz.  


Eggs ¤ 2 doz.  3 doz.  


Juice  144 oz  216 oz.  
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Fruits & vegetables  $11 voucher  $16.50 voucher  


Whole grains  1 lb.  1 ½ lb.  


Fish (canned)  30 oz.  45 oz.  


Legumes   1 lb. dried legumes or  


64 oz canned legumes   


1 lb. dried legumes or 64 


oz canned legumes  


Peanut butter   18 oz.  (2) 18 oz.  


  


⧫ Low fat or skim milk only is issued to all women participants.  2% or 1 ½% milk may be issued to women with 


inadequate weight gain or maternal weight loss concerns during pregnancy or underweight, based on individual 


nutrition assessment and documentation of need.  Whole milk may only be issued in Food Package III.  
◼ Cheese may be substituted at a rate of 1 lb. for 3 quarts of milk by request, not to exceed two pounds total per month. 


One pound of cheese is an individual food category in FPVII and cannot be exchange for the fluid milk equivalent.  


Low-fat or nonfat yogurt may be substituted at a rate of 1 quart for 1 quart of milk by request, with a maximum of 1 


quart of yogurt for all women participants. Fortified soy beverage and/or tofu may be substituted upon request by the 


participant.  Fortified soy beverage may be substituted for milk on a quart for quart basis.  Tofu may be substituted 


for milk at a rate of 1 lb. for 1 quart of milk, not to exceed six (6) pounds of tofu for exclusively breastfeeding women 


and nine (9) pounds of tofu for women exclusively breastfeeding multiple babies from the same pregnancy. 


 For homeless participants where refrigeration is limited or not available, 3 quarts of UHT or dry or 


evaporated milk may be provided in lieu of one pound of cheese in Food Package VII only.    


    
 Juice amounts are expressed as single strength juice   


 Legumes and peanut butter may be substituted for tailored food packages at the following rates:  1 pound dry or 64 


ounces canned legumes may be substituted for 18 ounces peanut butter; 18 ounces peanut butter may be substituted 


for 1 pound dry or 64 ounces canned legumes. 


¤Homeless: LAs are authorized to issue 64 ounces of canned beans or 18 ounces of peanut butter or 15 ounces of 


canned fish as a substitute for one dozen eggs for homeless participants who lack refrigeration. Combinations 


of peanut butter, canned beans and canned fish may be issued.  
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Participant Category Default Monthly Food Benefits Additional Notes 


Child (age 12 months through 


60 months) 


 
Milk: 13 quarts  
Cheese:  1 pound  
Eggs: 1 dozen 
Peanut Butter or Legumes: 1 jar or 1 lb. 
dry or 4 cans beans/peas/lentils  
Juice: (2) 64 oz bottles  
Cereal: 36 oz  
Whole grains: 2 lb. 
F/V voucher: $9 
 
 


 


• Age 12-23 months:  whole milk only 


• 1% or nonfat milk available per nutrition 
assessment which documents need 


• Age 24-60 months:  1% / nonfat milk only 


• 1 ½% or 2% milk available per nutrition 
assessment which documents need 


 


• Cheese maximum:  1 pound per month 


• 1 pound cheese = 3 quarts milk 
 


• Yogurt maximum: 1 quart per month 


• 1 quart yogurt = 1 quart milk 


• Age 12-23 months: whole fat only 


• Low-fat / nonfat per nutrition assessment 
which documents need 


• Age 24-60 months: low-fat / nonfat only 
 


• Soy beverage:  per nutrition assessment which 
documents need  


• 1 quart soy beverage = 1 quart milk 
 


• Tofu: per nutrition assessment which documents 
need 


• 1 pound tofu = 1 quart milk 


• Tofu maximum: 4 pounds per month 
 


 
 


Max milk amount:  16 qts 
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Participant Category Default Monthly Food Benefits Additional Notes 


Pregnant  


Note:  These benefits also issued 


to breastfeeding women whose 


baby is receiving up to ½ the 


formula amount issued to a 


nonbreastfed baby (categorized as 


Partially Breastfeeding) 


Milk: 19 quarts  
Cheese:  1 pound  
Eggs: 1 dozen 
Peanut Butter: 1 jar  
Legumes: 1 lb. dry or 4 cans 
beans/peas/lentils 
Juice: (3) 11.5-12 oz. (frozen or shelf 
stable concentrate) 
Whole grains: 1 lb. 
Cereal: 36 oz. 
F/V voucher: $11 
 
 
 
 


• 1% / nonfat milk only 


• 1 ½% or 2% milk available per nutrition 
assessment which documents need 


• Cheese maximum:  1 pound per month 


• 1 pound cheese = 3 quarts milk 
 


• Low-fat/nonfat yogurt maximum: 1 quart/month 


• 1 quart yogurt = 1 quart milk 
 


• Soy beverage:  per request 


• 1-quart soy beverage = 1-quart milk 


• Tofu: per request 


• 1-pound tofu = 1-quart milk 


• Tofu maximum: 4 pounds per month 


Exclusive Breastfeeding 
(woman with one infant) 


- OR - 


 
Pregnant with Multiples 


- OR – 
 


Woman Partially Breastfeeding 
Multiples  


- OR – 
 


Woman Both Pregnant and 
Fully/Partially Breastfeeding an 
Infant under 12 Months of Age 


Milk:  21 qts 
Cheese:  2 lb.          
Eggs:  2 dozen 
Peanut butter:  1 jar 
Legumes:  1 lb. dry or  4 cans 
beans/peas/lentils 
Fish:  30 oz.  
Whole grains:   1 lb. 
Cereal:  36 oz. 
Juice:  (3) 11.5-12 oz. (frozen or shelf 
stable concentrate) 
F/V voucher:  $11 


• 1% / nonfat milk only 


• 1 ½% or 2% milk available per nutrition 
assessment which documents need 


• Cheese maximum:  1 pound per month 


• 1-pound cheese = 3 quarts milk 
 


• Low-fat/nonfat yogurt maximum: 1 quart/month 


• 1-quart yogurt = 1-quart milk 
 


• Soy beverage: available per request 


• 1-quart soy beverage = 1-quart milk 


• Tofu: available per request 


• 1-pound tofu = 1-quart milk 


• Tofu maximum: 4 pounds per month 


Max milk amount:  27 qts 


Max milk amount:  22 qts 
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Participant Category Default Monthly Food Benefits Additional Notes 


 


Non-Breastfeeding 


Note:  These benefits also issued 


to breastfeeding women whose 


baby receives more than ½ the 


formula amount issued to a 


nonbreastfed baby until the baby’s 


6 month birthday (categorized as 


Some Breastfeeding).   


After the infant turns 6 months, no 


food benefits are issued to the 


breastfeeding woman; however, 


she remains an active participant 


for nutrition education, 


breastfeeding support and 


referrals. 


Milk:  13 qts 
Cheese:  1 lb. 
Peanut Butter or Legumes:  1 jar or 1 lb. 
dry or 4 cans beans/peas/lentils 
Cereal:  36 oz. 
Eggs:  1 dozen 
Juice:  (2) 11.5-12 oz. (frozen or shelf 
stable concentrate) 
F/V Voucher:  $11 
 
 
 


• 1% / nonfat milk only 


• 1 ½% or 2% milk available per nutrition 
assessment which documents need 
 


• Cheese maximum:  1 pound per month 


• 1 pound cheese = 3 quarts milk 
 


• Low-fat/nonfat yogurt maximum: 1 quart/month 


• 1 quart yogurt = 1 quart milk 
 


• Soy beverage:  per request 


• 1-quart soy beverage = 1-quart milk 
 


• Tofu: per request 


• 1-pound tofu = 1-quart milk 
Tofu maximum: 4 pounds per month  


  


Max milk amount:  16 qts 
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Participant Category Default Monthly Food Benefits Additional Notes 


Fully Breastfed Infant 


• Birth-6 months:  mom’s milk 


• 6-12 months:   


• Infant cereal:  24 oz. 


• Infant fruits/vegs:  256 ounces  


• Infant meats:  77.5 ounces (must 


enter in SPIRIT as 78oz) 


• Infants 9-11 months may receive a $8 cash value 


voucher for fresh fruits and/or vegetables in lieu of 128 


ounces infant fruits and/or vegetables 


Partially Breastfed Infant 


 


Note:  Formula issued to partially 


breastfed infants must be tailored 


to the amount needed per day  


(ounces per day X 31 days = total 


ounces per month;  total for month 


÷ reconstituted ounces per can = 


total number of cans per month) 


• Birth-1 month:  1 can powdered formula 


• 1-3 months:   


• 435 reconstituted oz powdered 


formula or  


• 364 reconstituted oz concentrate or  


• 384 oz ready to feed formula   


• 4-5 months:   


• 522 reconstituted oz powdered 


formula or  


• 442 reconstituted oz concentrate or  


• 474 oz ready to feed formula   


• 6-11 months:   


• 384 reconstituted oz powdered 


formula or  


• 312 reconstituted oz concentrate or  


• 338 oz ready to feed formula   


• Infant cereal:  24 oz 


• Infant fruits/vegs:  128 ounces 


• Infants 9-11 months may receive a $4 cash value 


voucher for fresh fruits and/or vegetables in lieu of 64 


ounces infant fruits and/or vegetables 


• Infants age 6-11 months with medical documentation 


that they are unable to consume solid foods may be 


issued the 4-5 month amount of formula 


• Ready to feed formula may be issued if the counselor 


assesses: 


• The water supply is unsafe 


•  The parent is unable to mix the formula according    


to standard mixing instructions 


• The formula only comes in ready to feed 


• Infants who need a medical formula as prescribed by a 


health care provider may receive ready to feed if: 


• That form of the formula better accommodates the 


infant’s medical condition or 


• That form of the formula improves the infant’s 


compliance in consuming the prescribed amount of 


formula 
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Participant Category Default Monthly Food Benefits Additional Notes 


Nonbreastfed Infant 


 


Note:  These benefits also issued 


to breastfeeding babies who 


receive more than ½ the full 


formula amount provided to 


nonbreastfed infants.  Formula 


issued to these babies, designated 


as “Some Breastfeeding”, must be 


tailored to meet actual needs, 


using same calculation method as 


for Partially Breastfed Infants. 


• Birth-3 months:   


• 870 reconstituted oz powdered 


formula or  


• 806 reconstituted oz concentrate or  


• 832 oz ready to feed formula   


• 4-5 months:   


• 960 reconstituted oz powdered 


formula or  


• 884 reconstituted oz concentrate or  


• 913 oz ready to feed formula   


• 6-12 months:   


• 696 reconstituted oz powdered 


formula or  


• 624 reconstituted oz concentrate or  


• 643 oz ready to feed formula   


• Infant cereal:  24 oz 


• Infant fruits/vegs:  128 ounces 


• Infants 9-11 months may receive a $4 cash value 


voucher for fresh fruits and/or vegetables in lieu of 64 


ounces infant fruits and/or vegetables 


• Infants age 6-12 months with medical documentation 


that they are unable to consume solid foods may be 


issued the 4-5 month amount of formula 


• Ready to feed formula may be issued if the counselor 


assesses: 


• The water supply is unsafe 


• The parent is unable to mix the formula according to 


standard mixing instructions 


• The formula only comes in ready to feed 


• Infants who need a medical formula as prescribed by a 


health care provider may receive ready to feed if: 


• That form of the formula better accommodates the 


infant’s medical condition or 


• That form of the formula improves the infant’s 


compliance in consuming the prescribed amount of 


formula 


 


  For reconstitution amounts per can of powdered infant formula, see Maine CDC WIC Nutrition Program Formulary.  Formulary is posted on 


the program’s website (www.wicforme.com).  Tab For Health Providers contains information on formulas, with chapters addressing specific 


medical conditions and the recommended formulas for use by age of participant. 



http://www.wicforme.com/
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Infants’ breastfeeding 
levels 


Baby’s maximum formula Mom’s maximum food benefits per month 


Baby 1 Fully BF None 


 


 


• Milk—34 quarts 


• Cheese—2 lb. 


• Eggs—3 dozen 


• Juice—alternating monthly issuance 4 cans/5 cans 


• Cereal—54 oz 


• Fruits/vegetables voucher--$16.50 


• Whole grains—24 oz. 


• Fish—45 oz. 


• Legumes—1 lb. dry or 4 cans beans/peas/lentils 


• Peanut butter—2 jars 


Baby 2+ Fully BF None 


Baby 1 Fully BF None • Milk—21 quarts 


• Cheese—2 lb. 


• Eggs—2 dozen 


• Juice—3 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Whole grains—16 oz. 


• Fish—30 oz 


• Legumes—1 lb. dry or 4 cans  
beans/peas/lentils 


• Peanut butter—1 jar 
 
 
 
 


Baby 2+ Partially BF 1st 30 days:  1 can powder 


Month 2-11:  <1/2 full formula 
issuance amount 


* For women breastfeeding more than 2 babies, consult the guidance for the 2 babies with the highest level of breastfeeding  


If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding  to 


“fully breastfeeding”  


2. Assign default food prescription for mom and 


tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to proper  


BF level 


5. Assign formula benefits needed and print 


benefits for baby(ies) 


6. Document situation and what you have done 


If the second jar of peanut butter does not 


assign, staff must manually add it   
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Infants’ breastfeeding levels Maximum formula Mom’s maximum food benefits per month 


Baby 1 Fully BF None • Milk—21 quarts 


• Cheese—2 lb. 


• Eggs—2 dozen 


• Juice—3 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Whole grains—16 oz. 


• Fish—30 oz 


• Legumes—1 lb. dry or 4 cans  
beans/peas/lentils 


• Peanut butter—1 jar 
 
 


 


Baby 2+ Some BF BF minimum once per day, 
receiving up to full formula 
issuance amount 


Baby 1 Fully BF None • Milk—21 quarts 


• Cheese—2 lb. 


• Eggs—2 dozen 


• Juice—3 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Whole grains—16 oz. 


• Fish—30 oz 


• Legumes—1 lb. dry or 4 cans  
beans/peas/lentils 


• Peanut butter—1 jar 
 
 
 


Baby 2+ Not BF Full formula benefits 


If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding to 


“fully breastfeeding”  


2. Assign default food prescription for mom 


and tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to 


proper BF level 


5. Assign formula benefits needed and print 


benefits for baby(ies) 


6. Document situation and what you have 


done 


If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding to 


“fully breastfeeding”  


2. Assign default food prescription for mom 


and tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to 


proper BF level 


5. Assign formula benefits needed and print 


benefits for baby(ies) 


6. Document situation and what you have 


done 
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Baby 1 Partially BF 1st 30 days:  one can powder 


Month 2-11:  <1/2 full formula 
issuance amount 


• Milk—21 quarts 


• Cheese—2 lb. 


• Eggs—2 dozen 


• Juice—3 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Whole grains—16 oz. 


• Fish—30 oz 


• Legumes—1 lb. dry or 4 cans  
beans/peas/lentils 


• Peanut butter—1 jar 
 
 


 


Baby 2+ Partially BF 


Baby 1 Partially BF 1st 30 days:  one can powder 


Month 2-11:  <1/2 full formula 
issuance amount 


• Milk—19 qts 


• Cheese—1 lb. 


• Eggs—1 dozen 


• Juice—3 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Whole grains—16 oz. 


• Legumes—1 lb. dry or 4 cans  
beans/peas/lentils 


• Peanut butter—1 jar 
 
 
 
 


 
 


Baby 2+ Some BF BF minimum once per day, 
receiving up to full formula 
issuance amount 


If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding 


to “fully breastfeeding”  


2. Assign default food prescription for mom 


and tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to 


proper BF level 


5. Assign formula benefits needed and print 


benefits for baby(ies) 


6. Document situation and what you have 


done 


 


If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding 


to “fully breastfeeding”  


2. Assign default food prescription for mom 


and tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to 


proper BF level 


5. Assign formula benefits needed and print 


benefits for baby(ies) 


6. Document situation and what you have 


done 
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Baby 1 Partially BF 1st 30 days:  one can powder 


Month 2-11:  <1/2 full formula 
issuance amount 


• Milk—19 qts 


• Cheese—1 lb. 


• Eggs—1 dozen 


• Juice—3 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Whole grains—16 oz. 


• Legumes—1 lb. dry or 4 cans  
beans/peas/lentils 


• Peanut butter—1 jar  
 
 
 
 
 


Baby 2+ Not BF Full formula issuance 


Baby 1 Some BF 


 


 


BF minimum once per day, 
receiving up to full formula 
issuance amount 


• Milk—13 qts 


• Cheese—1 lb. 


• Eggs—1 dozen 


• Juice—2 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Peanut Butter or Legumes—1 jar  
or 1 lb. dry or 4 cans beans/ 
peas/lentils 


Mom is eligible to receive food  
benefits until babies’ 6 month  
birthday, and eligible to continue to  
receive education and breastfeeding  
support benefits until babies’ first  
birthday. 


Baby 2+ Some BF 


If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding 


to “fully breastfeeding”  


2. Assign default food prescription for mom 


and tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to 


proper BF level 


5. Assign formula benefits needed and 


print benefits for baby(ies) 


6. Document situation and what you have 


done 


 


If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding 


to “fully breastfeeding”  


2. Assign default food prescription for mom 


and tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to 


proper BF level 


5. Assign formula benefits needed and 


print benefits for baby(ies) 


6. Document situation and what you have 


done 
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Infants’ breastfeeding levels Maximum formula Mom’s maximum food benefits per month 


Baby 1 Some BF 


 


 


BF minimum once per day, receiving 
up to full formula issuance amount 


• Milk—13 qts 


• Cheese—1 lb. 


• Eggs—1 dozen 


• Juice—2 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Peanut Butter or Legumes—1 jar  
or 1 lb. dry or 4 cans beans/ 
peas/lentils 


Mom is eligible to receive food  
benefits until babies’ 6 month  
birthday, and eligible to continue to  
receive education and breastfeeding  
support benefits until babies’ first  
birthday. 


Baby 2+ Not BF Full formula issuance 


Baby 1 Not BF 


 


Full formula issuance • Milk—13 qts 


• Cheese—1 lb. 


• Eggs—1 dozen 


• Juice—2 cans 


• Cereal—36 oz 


• Fruits/vegetables voucher--$11 


• Peanut Butter or Legumes—1 jar  
or 1 lb. dry or 4 cans beans/ 
peas/lentils 


Mom is eligible to receive food  
benefits until babies’ 6 month  
birthday, and eligible to continue to  
receive education and breastfeeding  
support benefits until babies’ first  
birthday. 


Baby 2+ Not BF 


 


If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding 


to “fully breastfeeding”  


2. Assign default food prescription for mom 


and tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to 


proper BF level 


5. Assign formula benefits needed and 


print benefits for baby(ies) 


6. Document situation and what you have 


done 


 If default food prescription does not assign 


correct food amounts, do the following: 


1. Change baby(ies) not fully breastfeeding 


to “fully breastfeeding”  


2. Assign default food prescription for mom 


and tailor down to correct amounts of food  


3. Print mom’s benefits 


4. Change partially BF baby(ies) back to 


proper BF level 


5. Assign formula benefits needed and 


print benefits for baby(ies) 


6. Document situation and what you have 


done 


 






Sheet1

		Maximum Issuance of Formula and Reconstitution Amounts

				Fully Formula Fed Infants						Partially Breastfed Infants								Children (12-59 mo) and Women in FPIII

				0-3 mo		4-5 mo		6-12 mo		1st 30 days		1-3 mo		4-5 mo		6-12 mo

		Powdered Formula:		870 oz		960 oz		696 oz		1 can pwd (104 oz) 		435 oz		522 oz		384 oz		910 oz

		Reconstituted amount



		Concentrate:		806 oz		884 oz		624 oz				364 oz		442 oz		312 oz		910 oz

		13 oz. concentrate		31 cans		34 cans		24 cans				14 cans		17 cans		12 cans		35 cans



		Ready to feed:		832 oz		913 oz		643 oz				384 oz		474 oz		338 oz		910 oz

		32 oz. ready to feed		26 cans		28 cans		20 cans				12 cans		14 cans		10 cans		28 cans

		6-packs of 8 oz. bottles 		17 6-pks		19 6-pks		13 6-pks				8 6-pks		9 6-pks		7 6-pks		18 6-pks

		2 oz. nursettes		416 nursettes		456 nursettes		321 nursettes				192 nursettes		237 nursettes		169 nursettes		455 nursettes

		8 oz. ready to feed		104 cans		114 cans		80 cans				48 cans		59 cans		42 cans		113 cans

		8.45 oz. ready to feed		98 cans		108 cans		76 cans				45 cans		56 cans		40 cans		107 cans



		Formula Name				Reconstituted amt/can (when mixed to standard dilution)								Formula Name				Reconstituted amt/can (when mixed to standard dilution)

		Contract-Similac Powdered Formulas												Hypoallergenic--Elemental Powders (Rx required)

		20 calorie per ounce (no Rx required) 												Alfamino Infant 14.1 oz				94 oz

		Similac Advance 12.4 oz				90 oz								Alfamino Jr 14.1 oz				62 oz

		Similac Isomil 12.4 oz				90 oz								Elecare 14.1 oz				95 oz

		19 calorie per ounce (Rx required)												Elecare Jr 14.1oz				62 oz

		Similac Sensitive 12 oz.				90 oz								Neocate 14 oz				97 oz

		Similac Total Comfort 12 oz.				90 oz								Neocate Syneo Infant 14.1 oz				95 oz 

		Similac for Spit Up 12 oz.				90 oz								Neocate Jr 14 oz				64 oz (unflavored),                       60 oz (flavored)

		Hypoallergenic--Hydrolysate Powders (Rx required)

		Alimentum 12.1 oz				87 oz								PurAmino 14.1 oz				98 oz

		Gerber Extensive HA 14.1 oz				96 oz								PurAmino Jr 14.1 oz				66 oz

		Nutramigen 12.6 oz				87 oz								Premature Powders (Rx required)

		Nutramigen Toddler 12.6 oz				86 oz								Enfacare 12.8 oz				82 fl oz

		Pregestimil 16 oz				112 oz								Neosure 13.1 oz				87 fl oz
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Standing Orders Form for 19 kcal/oz Similac Standard Formulas 


Effective 10/1/2016 


The Maine WIC Nutrition Program supports and promotes breastfeeding as the optimal feeding method 


for infants. When exclusive breastfeeding is not possible, WIC assists families by providing supplemental 


formula. 


The Maine WIC Nutrition Program infant formula rebate contract is with Abbott Nutrition, the makers of 


Similac formulas. Three standard Similac formulas (Sensitive, Total Comfort and Similac for Spit-


Up) have a standard dilution of 19kcal/oz. According to USDA WIC regulations, standard cow’s milk 


and soy- based infant formulas provided to WIC participants must contain 67 kcals/L (~20kcal/oz) unless 


medical documentation is received from the health care provider.  


Please complete the form below to allow WIC staff to issue ANY of the 19 kcal/oz formulas to your 


patient after WIC staff nutrition assessment has determined it best meets individual needs.   


 


Patient Name:  


 


DOB:  


 


Today’s Date: 


 


 


Parent/Caregiver’s Name:  


 


Please check one: 
 


 Yes, WIC may issue Similac Sensitive and/or Similac Total Comfort and/or Similac for Spit-Up 


(all 19kcal/oz) to my patient up to 12 months of age if determined appropriate after a nutrition 


assessment is completed by a WIC Nutrition Counselor. 


 


 No, WIC may not issue a 19kcal/oz standard formula unless I prescribe it.  


 


 


HEALTH CARE PROVIDER SIGNATURE:                                                  Date: 


(MD, PA, NP, DO) 


 


Printed Name (Health Care Provider): 


 
 


 


 


 


 


If you have questions about the WIC regulations re: formula, you may speak with a registered dietitian from the 


State WIC Agency at 207-287-3991. 


RELEASE OF INFORMATION 
WIC may contact my baby’s health care provider regarding this standing order for Similac 19kcal/oz formulas.   


 


Authorized Representative Signature: ________________________________________ Date: ______________ 








 


1 
6/3/2013 3:11 PM 


 < 5 years old ≥ 5 years old 


Grocery Product (B4149, B4150, 
B4152, B4158, B4159, B4160) 


Exceptions:  Monogen  
and Pediasure 1.5 


No Feeding Tube: Deny Reason 
Code # 1. 


With Feeding Tube: Approve 


No Feeding Tube: Deny 
Reason Code # 2 


Katie Beckett (Rate code 66) eligible 
and with Feeding Tube: Approve 


With Feeding Tube: Approve 


Inborn Error of Metabolism (IEM) 
products: B4157 and B4162 


With appropriate diagnosis: 
Approve regardless of Feeding 


Tube 


With appropriate diagnosis: 
Approve regardless of Feeding 


Tube 


Non-Grocery Product: Formulas with 
hydrolyzed  or elemental proteins 


(B4153, B4161) 


No Feeding Tube: 
Approve only WIC overage 
amounts for Nutramigen, 


Pregestimil, and Alimentum. 
 


All other products under these 
codes approve with appropriate 


medical diagnosis. 
 


Deny if not medically indicated; 
reason code # 3. 


No Feeding Tube: 
Approve if medically necessary 


 
Deny if not medically indicated; 


reason code # 3. 


 With Feeding Tube:  Approve  With Feeding Tube: Approve 


Non-Grocery Product: Not IEM, 
hydrolyzed or elemental protein 


formulas (B4154, B4155) 


No Feeding Tube: 
Need clear documentation of 


medical condition that must be 
treated with the specific formula; 


need cannot be met with other 
products, grocery items or dietary 


changes/restrictions; may defer 
pending receipt of detailed 


documentation. 
See the business rule # 7 below** 


See exception list below. 
If denied, reason code # 3. 


No Feeding Tube: 
Need clear documentation of 


medical condition that must be 
treated with the specific formula; 


need cannot be met with other 
products, grocery items or dietary 


changes/restrictions; may defer 
pending receipt of detailed 


documentation. 
See the business rule # 7 below** 


See exception list below. 
If denied, reason code # 3. 


With Feeding Tube: Approve  With Feeding Tube: Approve 


 
Reason Code # 1: Insert WIC denial language 
Reason Code # 2; Insert “grocery product” language 
Reason Code # 3: Not medically necessary denial language, could use less specialized products 
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Exception List for Codes B4150, B4154 and B4155  


B4150 
 Monogen approved for chylothorax, intestinal lymphangiectasia, intractable malabsorption and 


hyperlipoproteinemia type 1, and/or long-chain fatty acid oxidation disorders 


 Pediasure 1.5 approved for failure to thrive (defined as weight for length/ BMI for age below the 5th 


percentile on multiple occasions or weight deceleration resulting in growth plots crossing two or more major 


percentile lines), oral aversions, developmental delays, cerebral palsy, and/or neuromuscular disorders.  


B4154 
 Ketocal 3:1 and Ketocal 4:1 approved for pyruvate dehydrogenase deficiency, intractable epilepsy and/or 


glucose transporter type-1 deficiency. 


B4155 
 Arginaid (formerly Resource Arginaid) for arginine supplementation only 


 Complex MSD Amino Acid Blend approved for Maple Syrup Urine Disease 


 Inborn Error of Metabolism Formulas – See Maine WIC Formulary for appropriate diagnoses 


o Lophlex 


o Milupa HOM, Milupa MSUD 2, Milupa OS 2, Milupa PKU, Milupa PKU 2, Milupa UCD  


o PhenylAde Amino Acid Blend 


o PhenylAde® MTE Amino Acid Blend 


o Phlexy 10 Drink Mix 


o PFD1, PFD2  


o Pro-phree 


o ProViMin 


o RCF 


 
  


 


**Business Rule # 7 
B4154 and B4155 (special formulas-NOT IEM): All ages, not tube fed, non-elemental specialized products such as 
Glucerna, NutriHep or Hepatic-Aid II or Suplena (for liver disease) or Renalcal or Nutren Renal (for renal disease), 
or Nutren Pulmonary (for pulmonary disease), defer for specific medical need and what less expensive products, 
including grocery products, have been tried and proven to not work.  Generally, these are not well proven and 
will be denied.  Specifically looking for studies that demonstrate they work better than specific dietary 
interventions or guideline from national societies recommending their use.  


a. Specifically, B4154 and B4155, over age 5, no tube, if only intent of product is caloric 


supplementation, possibly with a little bit more or less of a nutrient, deny. 


b. If a child, over age 5, no tube, even if in bottom 5th percentile, deny product if used primarily to 


boost caloric intake, especially if weight and height are tracking consistently. 



http://www.maine.gov/dhhs/mecdc/local-public-health/wic/health/index.shtml#F
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Healthcare Provider: Return form to: 


Address: 


 


Phone:                                       Fax: 


Provider DEA: 


Patient’s Name:                                                                     Date of Birth:              /              / 


MaineCare ID#:                                                                      Parent/Guardian:   


Pharmacy Name:                                                                   Pharmacy Address:  


Pharmacy Fax:                                                                       Pharmacy NABP/NPI #:   
 


Please specify the underlying qualifying medical diagnosis(es):  Please note that non-specific conditions such as rash, 
intolerance, underweight, fussiness, colic, spitting up, vomiting, gas, or constipation, or requests strictly for management of body 
weight will not be considered indications for a medical formula.   
 
  Prematurity (<37 weeks gestation)                                              Developmental Delay 


  Food Allergies (specify):  ____________________________________________________________________    


  GI Disorder/Malabsorption Syndrome (specify):  __________________________________________________ 


  Failure to Thrive (specify underlying medical condition):  ___________________________________________ 


  Other (specify):  ____________________________________________________________________________ 


The Maine CDC WIC Nutrition Program issues only contract infant formula for partially breastfed or non-breastfed infants who are 
using standard cow’s milk or soy formulas.  The current contract formulas include:  Similac Advance (20 kcal/oz), Similac Isomil 
(20kcal/oz), Similac Sensitive (19kcal/oz), Similac Total Comfort (19 kcal/oz) and Similac for Spit-Up (19 kcal/oz).  
The 19kcal/oz formulas require medical documentation prior to issuance.  
All prescriptions for medical formulas are subject to WIC approval and provision based on program policies.  Please refer to the 
Maine CDC WIC Nutrition Program formulary for more information: http://www.maine.gov/dhhs/mecdc/health-
equity/wic/health/index.shtml#F 
 
Formula Prescribed:  ______________________________      Prescribed ounces or cc/day   _____________      


Tube feeding    Yes      No 


Special instructions for preparation, dilution or tube feeding (if applicable):                               


 
 
Duration:    1 month   2 months  3 months   6 months    12 months   Until first birthday                       
                     Discontinue prescribed formula                                  
   


Foods to be omitted in patient’s diet:   
 None          Omit: ______________________________________ 
 
 WIC Registered Dietitian may assess for and provide appropriate WIC foods (such as provision of infant solids at 6 months of 
age, transition to whole milk at 12 months, and discontinuation of prescribed formula after 12 months) to my patient receiving a 
prescribed formula. If this checkbox is not selected, WIC must have written authorization from HCP to provide foods.  
        
  Whole Milk for child > 24 months or woman (must also be prescribed medical formula for qualifying medical condition) 
 
  


HEALTH CARE PROVIDER SIGNATURE (MD, DO, PA, NP):                                                                       Date: 
 
 


Printed Name (Health Care Provider): 



http://www.maine.gov/dhhs/mecdc/health-equity/wic/health/index.shtml#F

http://www.maine.gov/dhhs/mecdc/health-equity/wic/health/index.shtml#F
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Updated: 10/01/2018 


Return this form to: 


  


Authorization for Release of Information for Special Formula Prescriptions 


 


To: __________________________________________________        Fax: __________________________ 


 


Participant’s Name: ____________________________________________     DOB: ________________        


 


Parent/Guardian’s Name: _______________________________________    WIC Clinic: __________ 


 


 


My consent to authorize the release of information for special/medical formula prescriptions and supplemental 


foods is effective for ______ months (not to exceed 12 months). 


• The WIC program may request information from my health care provider about  medical formulas and 


supplemental foods for the participant named above.  


• The WIC program may release information to my health care provider regarding medical formulas and 


supplemental foods for the participant named above. 


• I understand that I can cancel this authorization at any time by notifying my local WIC office. 


• I am entitled to a copy of this form. 


 


Signed: ____________________________________________________             Date: ________________ 


                 Parent/Guardian  


 


Signed: ____________________________________________________             Date: _________________ 


          WIC Program Representative 


 


 


 


 


 


 


 


 


 


 


 


 


 


This institution is an equal opportunity provider. 






[bookmark: _GoBack]

TO:			MaineCare (Change Health Services) PA Team

			

FROM:		WIC Staff Member

Local Agency WIC Program

			FAX:  (207) XXX-XXXX



DATE:		xx/xx/xxxx



SUBJECT:		Medical Formula Prescription



PAGES:		x
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Appendix NS-2-I

Revised: 10/1/2018



This is to inform you that we have received the following prescription request:



		Name of patient

		Participant Name



		MaineCare number

		XXXXXXXXA



		Prescribed formula

		Name of Formula



		Prescribed amount 

		   X cans/month 



		



		Action taken by WIC Program



		Formula provided to patient

		Name of formula



		Number of units/ unit packaging (cans, bottles, nursettes)

		x cans provided to patient for period Date  

X oz. cans, X cans/case



		Form of formula (powder, concentrate, ready to feed)

		Form of formula



		NDC number

		XXXXX-XXXX-XX



		Date patient will need formula from pharmacy

		XX/XX/XXXX



		



		This PA form has been faxed to:



		GHS PA Team

		888-879-6938







Comments:  Must include why formula is to be covered by MaineCare





Please contact me at  XXX-XXXX if you have any questions about this prescription.
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Appendix NS-2-J 


Revised 8/1/2016 


          


          Voucher No.:   VOID 


 


 


 


 
Please read the information on the back of this form 


 


This voucher can be used at the following store only: 
 


Store name ______________________________________________________ 


 


Store address_____________________________________________________ 
                              


 


WIC local agency #_______ WIC Representative Initials___________  Authorization No. _____________ 


 


WIC Participant ID ________________             __________________________________________ 
                                                                                           Authorized Representative Name 


 


 
 


Voucher Valid from _____________ to _______________ 


 


Amt    Unit Product Description 


 


 


 


 


 


VOID 


 


VOID 
 


 
Unit cost _____VOID________   Total cost___VOID________ 


 


_________________________________________          _____________________ 
                       Signature Store Representative                                            Date of purchase 


 


X_________________________________________ 
       Signature WIC Authorized Representative or Proxy  


 


 
Vendor:  Fill in the unit and total costs.  Sign and date the voucher.  Have the WIC authorized 


representative or proxy sign the voucher.  Keep a copy of the voucher for your records and mail the 


original to the Maine WIC Nutrition Program, 11 SHS Key Plaza, Augusta, Maine 04333-0011.   


Maine WIC Nutrition Program 


Special Formula Voucher 


 
Maine Department of Health and Human Services                      


WIC Nutrition Program  


SHS 11 


Augusta, Maine 04333-0011 


207-287-3991 / 800-437-9300 
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INSTRUCTIONS FOR USING THIS VOUCHER 


 


 


►  If your store name is not printed on this voucher, do not accept it.  


 


►  If the voucher has been altered, do not accept it.  Tell the person to call his/her local WIC 


agency. 


 


►  The voucher can be redeemed only within the valid dates.  


 


►  The product(s) listed on this voucher has been prescribed by a physician.  No 


substitutions are allowed.  


 


►  Ask to see the WIC ID Folder.  Verify that the signature on the voucher appears on the 


ID Folder.  


 


►  Mail the original voucher to the address printed at the top of the form.  


 


 


By accepting this voucher, the vendor agrees to all of the the following statements: 


 


1. To appropriately redeem valid vouchers. 


 


2. To sell the products listed on the voucher at the current or less than current prices  


     charged to other customers. 


 


3. To be accountable for the actions of employees concerning the utilization of the  


      voucher.  


 


  4.  To not seek resititution from the WIC authorized representative for redeemed  


                    vouchers not paid by the Maine WIC Nutrition Program. 


 


5. To not issue “rain checks”  for the product(s) listed on the voucher. 


 


 6.  To not discriminate for reason of age, race, sex, national origin or disability.  


 


 


 


If you have any questions about this voucher, please call the Maine WIC Nutrition Program at  


1-800-437-9300 or 207-287-3991.   








Questions to consider when troubleshooting medical formula coverage and access 
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1. Who do I contact re: MaineCare prior authorization of medical formula? 


o Medical formula request that are to be covered by MaineCare should be faxed to 


1-888-879-6938. 


o The prior authorization line for the pharmacy side of MaineCare is 1-888-445-


0497. When requesting prior authorization of a formula through MaineCare, you 


will be asked to provide the participant’s MaineCare ID and DOB.  


o Document the prior authorization number, dates and quantity in the participant 


record.  


o If you have an urgent request, call the prior authorization line to see if they are 


able to accelerate the approval process.  


 


2. How long will it take the pharmacy to get the formula in?  


o Some pharmacies do not keep formula in stock and only order when they have a 


request.  


o Other pharmacies, typically larger ones, may have some immediately available or 


receive daily deliveries. You will need to ask the pharmacy when the formula will 


be available.  


 


3. Does the pharmacy have a script for the formula from the HCP?  


o The WIC form is not usually accepted by pharmacies as a “script.” The HCP 


needs to send a script to the pharmacy for the formula.  


 


4. Has the pharmacy called MaineCare to verify the prior authorization?  


o MaineCare notifies the pharmacy that was indicated on the prescription form. 


There is a slight delay in this notification process. If the family is trying to fill the 


formula request shortly after the approval, the pharmacy needs to call the 


MaineCare prior authorization line to request the PA. This also needs to happen if 


the family is using a different pharmacy than the one indicated on the Rx form.  


 


5. Does the pharmacy only distribute formula in full cases?  


o Some pharmacies will not break cases when distributing formula. Issuance to 


participants must be in full cases in these situations.  


o If MaineCare is the payer, ask MaineCare to adjust the authorized amount to 


allow distribution of full cases.  


o If WIC is the payer, issue in full cases. You may front load the issuance in the 


first month and provide less in the second and third month. For example, 


PurAmino comes 6 cans/case. The infant needs 10 cans/month. That is 30 cans 


over 3 months. Provide 2 cases the first month, 2 cases in the second month and 1 


case in the third month. Explain this issuance pattern to the family.    
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6. Is the right NDC approved by MaineCare?  


o Sometimes, manufacturers update their formula NDCs. MaineCare does not 


always receive these updates. Ask MaineCare which NDC is approved. Compare 


it to the current NDC of the product. Ask the pharmacy what NDC they have 


available to order. If there is a mismatch between the pharmacy and MaineCare, 


ask MaineCare to approve the NDC that the pharmacy can order.  


 


7. Is the pharmacy ordering the current item number?  


o A manufacturer (Mead Johnson, Abbott, Nutricia) or supplier (McKesson, 


Cardinal) may change their item order number. The pharmacy may be ordering an 


item number that is no longer available. Provide the current item number to the 


pharmacy. The supplier order number does not always match the manufacturer’s 


order number. You may need to enlist the help of the formula representative to 


assist.  


 


8. Has the NDC or item number changed recently for this formula?  


o Similar situation as above. If the NDC or item number changed recently, provide 


the updated number to the pharmacy.  


 


9. Is MaineCare reimbursement of the formula low and thus, the pharmacy will not 


dispense to client? 


o MaineCare may approve a formula for coverage but a pharmacy may refuse to 


dispense if the reimbursement from MaineCare is too low. An example of this 


occurred with an amino acid-based formula prescription at a pharmacy in 


Aroostook County. MaineCare reimbursement was less than the wholesale cost 


that the pharmacy paid. The pharmacy was losing money on this product. Staff 


can offer a direct bill to a WIC-authorized pharmacy (which is paid at the retail 


amount, thus ensuring no financial loss to the pharmacy), or can direct order 


formula for the family. Notify MaineCare of the low reimbursement. Request the 


pharmacy to contact MaineCare as well.   








Essential Staff Competencies 


for WIC Nutrition Assessment 
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Revised: 08/01/2016 


In this Appendix, the competencies identified in the Essential Staff Competencies for WIC Nutrition 


Assessment section are translated into knowledge requirements and expected performance behaviors 


for WIC personnel completing nutrition assessment tasks and procedures.    


 


The six competency areas for WIC nutrition assessment include:  


1) Principles of life-cycle nutrition;  


2) Nutrition assessment process;  


3) Anthropometric and hematological data collection techniques; 


4) Communication; 


5) Multicultural awareness; and 


6) Critical thinking. 


 


Each competency area is presented in a separate table.  The components of the tables and their 


definitions are listed below: 


 


Competency statement A particular skill or body of knowledge. 


 


Knowledge required* A specific topic or content area required  


to achieve the competency. 


 


Performance expected* Skills, actions, or behaviors related to  


a specific knowledge requirement. 


 


*These examples provide a starting point for State agencies to use in planning or enhancing training 


activities to ensure staff competence in the area of nutrition assessment. 


 


 
  source:  http://www.nal.usda.gov/wicworks/Learning_Center/VENA_Guidance.htm
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1.  Principles of Life-Cycle Nutrition   


Competency Statement:  Understands normal nutrition issues for pregnancy, lactation, the 


postpartum period, infancy, and early childhood.    


Knowledge Required Performance Expected 


Nutrition requirements and dietary  Analyzes health and nutrition histories based on 


recommendations for women, infants, lifecycle stage. Evaluates the impact of the parent/child and 


children served by WIC. feeding dynamics on nutritional status, growth and  


  development. 


Federal nutrition policy guidance and its  Interprets and compares dietary practices of WIC  


implications for women, infants and children  participants to federal policy guidance. 


served by WIC (e.g., Dietary Guidelines for  


Americans, MyPyramid). Differentiates between safe and inappropriate food  


  and nutrition practices. 


Relevant evidence-based recommendations Analyzes and compares dietary practices to published by the 


American Academy evidence-based recommendations. 


of Pediatrics, the Academy of Nutrition and 


Dietetics, the American College of  Assesses potential barriers to breastfeeding.  


Obstetrics and Gynecology, and the  


International Lactation Consultant  Recognizes health and lifestyle contraindications to 


Association.  breastfeeding. 


The basic physiology of lactation and  Applies knowledge of physiology in the 


evidence-based techniques for lactation  assessment of breastfeeding problems. 


management.    


  Completes breastfeeding assessments at critical points in the 


                                                                                  early postpartum period according to State agency policies. 


 


  Analyzes breastfeeding problems using evidence- 


  based information as the standard. Evaluates the  


  impact of early formula supplementation and mother/ 


  infant separation on milk supply and the mother’s  


  breastfeeding intention. 
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2. Nutrition Assessment Process  


Competency Statement: Understands the WIC nutrition assessment process including risk 


assignment and documentation.   


Knowledge Required Performance Expected 


Purpose of nutrition assessment in the WIC  Uses nutrition assessment information to determine  


Program and how to collect information. eligibility, tailor food packages, provide appropriate  


  nutrition education, and make appropriate referrals.  


 


  Provides individualized nutrition assessment for WIC  


  applicants. 


 


  Uses assessment techniques that consider the   


  varied needs of age-specific populations. 


 


  Obtains timely and relevant assessment data   


  including anthropometric, biochemical, clinical,   


  dietary, family and social environment    


  information. 


 


  Uses standardized data collection tools or   


  procedures according to State agency policies. 


WIC nutrition risk criteria.  Applies risk definitions correctly and uses appropriate  


  cut-off values when assigning nutrition risks. 


   


Evaluates the need for documentation of diagnosis  


  vs. self-report of medical conditions according to  


  State agency policies. 


Importance of documenting nutrition Completes tools and forms for documenting nutrition risk 


assessment results.                                                     according to State agency policies. 


  Maintains appropriate documentation of contacts with  


  participants according to State agency policies. 


  Uses accepted documentation form for nutrition care  


  plans according to State agency policies. 
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3.  Anthropometric and Hematological Data Collection Techniques 


 Competency Statement:  Understands the importance of using appropriate measurement 


techniques to collect anthropometric and hematological data.  


Knowledge Required Performance Expected 


Relevance of anthropometric data to health  Demonstrates appropriate anthropometric 


and nutrition status. measurement techniques. 


 


  Reads, records, and plots measurements accurately. 


 


  Interprets growth data and prenatal weight gain   


  correctly. 


Relationship of hematological parameters to Demonstrates appropriate techniques for performing  


health and nutrition status. a hemoglobin or hematocrit assessment according to  


  State agency policies.   


 


  Evaluates blood work results according to State   


  agency policy (e.g., adjusts for smoking and   


  elevation, etc.).  
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4.  Communication  


Competency Statement:  Knows how to develop rapport and foster open communication with 


participants and caretakers. 


Knowledge Required Performance Expected 


The principles of effective communication for Uses appropriate techniques to establish a relationship  


collecting nutrition assessment information. and begin a conversation. 


 


  Practices active listening and observation skills.  


  Collects information without interrupting or correcting  


                                                     the applicant. 


 


  Checks for understanding by paraphrasing or reflecting  


  what was heard. 


 


  Compares client’s verbal responses to non-verbal  


  behaviors to assess client’s attitude and    


  feelings. 


 


  Uses an effective balance of open-ended and closed- 


  ended questions. 


 


  Completes nutrition assessment tasks before   


  providing nutrition counseling. 


 


  Selects self-administered data collection tools that  


  are appropriate for the target population (i.e.,   


  language, reading level, length, format) according to  


  State agency policy. 


 


  Assesses real and perceived barriers to breastfeeding. 


USDA and State agency policies about Obtains release of information according to State  


participant confidentiality. agency policy before sharing any participant data. 


  Protects participants’ confidentiality in conversations  


  with coworkers and other participants. 
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5. Multicultural Awareness  


Competency Statement:   Understands how sociocultural issues (race, ethnicity, religion, group 


affiliation, socioeconomic status, and world view) affect nutrition and health practices and 


nutrition-related health problems. 


Knowledge Required Performance Expected 


Cultural groups in the target population Respects different belief systems about issues such  


including their families and communities,  as bloodwork, immunizations, dietary supplements, 


values and beliefs, characteristics, and   alternative medicine, and traditional healers. 


resources.     


  Evaluates cultural practices for their potential to harm  


  the client’s health or nutritional status. 


Cultural eating patterns and family traditions Includes core foods and recognizes their nutrient  


such as core foods, traditional celebrations,  contributions in any assessment of eating patterns. 


and fasting.   


  Evaluates food selection and preparation within a  


  cultural context. 


Differences in communication styles between  Uses culturally appropriate communication styles to  


groups and how these differences may impact collect nutrition assessment information. 


the assessment process.    


  Uses interpretation and/or translation services   


  appropriately to collect nutrition assessment   


  information from clients with limited English   


  proficiency. 


 


  Uses culturally appropriate strategies to assess   


  breastfeeding practices and beliefs. 
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6. Critical Thinking  


Competency Statement:   Knows how to synthesize and analyze data to draw appropriate 


conclusions. 


Knowledge Required Performance Expected 


Principles of critical thinking. Collects all information before drawing conclusions  


  and deciding upon the best course of action. Asks additional  


                                                                                    questions to clarify information or gather more details. 


 


  Recognizes factors that contribute to the identified  


  nutrition problem(s).  


 


  Recognizes superfluous information and disregards it.   


  Considers the applicant’s point of view about nutrition  


  and health priorities, needs and concerns. 


 


  Identifies relationships between behaviors/practices  


  and nutritional risk. 


 


  Checks the accuracy of inconsistent or unusual   


  measurements and referral data according to State  


  agency policy. 


 


 Identifies factors that influence the accuracy of 


 anthropometric or biochemical measurements (e.g., 


 uncooperative child, hydration status, faulty equipment) and                          


documents them.  Takes appropriate actions according to 


State agency policy (e.g. rechecks measurements, documents 


factors that interfere with measurements). 


 


 Draws conclusions about nutritional status supported by 


objective data, observations, experience, and reasoning.  


 


 Prioritizes nutrition problems to be addressed. 


 






Medical Formula Log

		Medical Formula Log



		Participant ID		DOB		Formula Type		Diagnosis(es)		Rx Expiration Date		Coverage by WIC or MaineCare		Okay for Solids		RD ok to prescribe addition of solids		HCP
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2012                                                                                  Policy No. OM-10 


Revised: October 1, 2017 


Participant Rights and Responsibilities  


Authority 


7 CFR §246.4(a)(11)(i), (17-18) 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §V 


Policy 


1. WIC program regulations and guidelines shall be available to the public on request.  


These documents include the WIC Federal Register and the Maine CDC WIC Program 


Policy and Procedure Manual. 


2. The State Agency shall have uniform notification procedures that shall be used by all 


Local Agencies statewide to notify participants of their rights and responsibilities. 


3. Applicants/participants shall be notified of their rights and responsibilities in the 


following situations: 


3.1 At each certification of eligibility 


3.2 At initial finding of ineligibility 


3.3 Upon mid-certification disqualification 


4. Participants shall be notified of Program responsibilities regarding return of unused 


formula and/or infant foods in the following situations: 


4.1  At time of formula prescription changes 


4.2 At 8-10 month old appointment prior to child recertification 


4.3 Review of Program responsibilities shall be documented in the participant’s 


electronic record. 


5. All Local Agencies shall inform all applicants/participants of their rights and 


responsibilities in written form.  Special notification policies and procedures shall be in 


place for the applicant/participant who speaks a language other than English and for 


persons with disabilities. 
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6. Maine CDC WIC Nutrition Program participant rights and responsibilities shall be 


outlined in the WIC Participant Booklet (Appendix CE-1-A). 


7. It is the WIC staff member’s responsibility to ensure participants are aware of their rights 


as program participants. 


8. Participant rights include: 


8.1 All participants/applicants must be informed of their right to protection against 


discrimination and the procedure for filing a complaint. 


8.2 All participants/applicants or his/her guardian shall be guaranteed the right to 


appeal a decision or action by the State or Local Agency which results in the 


individual’s denial of eligibility or disqualification from the Maine CDC WIC 


Nutrition Program. 


8.3 The right to a fair administrative hearing when benefits are denied. 


8.4 Persons with disabilities must be treated the same as all other 


applicants/participants.  WIC Program services must be accessible without 


hardship to disabled applicants and participants.   


9. Participant responsibilities include but are not limited to: 


9.1 WIC applicants/participants shall be obligated to provide true information and 


follow program requirements. 


9.2 Individuals must be physically present at the initial WIC certification and 


subsequent recertifications, except in certain limited circumstances as defined in 


ME WIC Policy CE-1, Eligibility Application Process, Identification 


Requirements and Documentation. 


9.3 Participants/authorized representatives must bring the Participant Booklet to all 


WIC appointments and to the store when redeeming food instruments, and report 


a lost or stolen Participant Booklet to the Local Agency immediately. 


9.4 At each certification, the participant or parent/guardian must sign the electronic 


signature pad, acknowledging their understanding of WIC rights and 


responsibilities.  Prior to signing, the applicant must read (or have read to 


her/him) the participant rights and responsibilities statement.  Interpreters shall be 


used to read the Participant Rights and Responsibilities as needed (See Policy CR-


6, Language Access). 


Procedure 


1. To inform applicants and participants or their parents or caretakers of their rights and 


responsibilities as a Program participant, staff shall review the rights and responsibilities 


page in the Participant Booklet with all applicants and Program participants at certification or 


anytime participant fraud and/or abuse is suspected  
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2. The rights and responsibilities pages must be read by or to the applicant, parent, or caretaker. 


3. The applicant, parent, or caretaker must sign the electronic signature pad indicating 


acknowledgement and understanding of participant rights and responsibilities at initial and 


subsequent certifications.  


4. The applicant, parent or caretaker must sign the rights and responsibilities page in the 


Participant Booklet indicating acknowledgement and understanding of participant rights and 


responsibilities. 


5. All WIC applicants/participants shall be notified of the USDA’s Nondiscrimination Policy at 


certification.  The Nondiscrimination Policy statement must be included on all publications, 


outreach materials, handouts, leaflets and brochures that identify or describe the WIC 


Program as outlined in Policy No. CR-1, Public Notification Requirements and Non-


Discrimination Notice.  


6. An applicant or participant found ineligible for the Program during a certification visit must 


receive a Notification of Appeal Procedure form (Appendix OM-16-A).  The reason for 


ineligibility must be documented and scanned into the participant record.  


7. An applicant or participant who is about to be suspended or disqualified from program 


participation at any time during the certification must receive a Notification of Appeal 


Procedure form not less than fifteen (15) days before the suspension or disqualification. 


8. The Notification of Appeal Procedure form does not have to be provided to participants who 


become inactive for failure to keep a scheduled WIC appointment, at the expiration of a 


certification period, or when they become categorically ineligible for WIC benefits.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012       Policy No. OM-11 


Revised:  August 1, 2016 


Media Relations  


Authority 


Maine DHHS, Office of the Commissioner, Policy # DHHS-37-10, Significant Reportable 


Events 


Maine DHHS, Office of the Commissioner, Policy #DHHS-01-12, Public Communications 


Policy 


Policy 


1. All WIC-related news releases, news features, press conferences, media advisories and 


other WIC communications with the news media shall be done by or authorized by the 


DHHS Director of Communications or designee. 


Procedure 


1. Media requests and inquiries shall be primarily directed to the Commissioner’s Office of 


the Department of Health and Human Services (DHHS) and to the Director of 


Communications. 


2. All WIC employees shall notify the State Agency WIC Director  before: 


2.1. Agreeing to on-camera interviews with national television networks; or 


2.2. Agreeing to any news media interviews about controversial topics or public health 


emergencies.  


Initiating Contact with the News Media  


3. The Maine CDC Director, or designee, shall be authorized to initiate WIC contact with 


the news media. (This provision applies to standard media communications methods such 


as news releases and press conferences.) 


4. Employees contacted by the news media shall e-mail a brief message providing pertinent 


information about the contact directly to the State Agency WIC Director immediately 


after the contact.  This provision applies to letters to the editor, opinion pieces, phone 


calls, and letters of complaint and to standard media communications methods such as 


news releases and press conferences. 
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5. The State Agency WIC Director shall notify the Director of Communications concerning 


all media requests. 


6. No commitments to news releases, press conferences or other news dissemination 


activities, including commitments in applications for grants or other requests for funding, 


shall be made without authorization from the Director of Communications. 


Reporting Significant Reportable Events 


7. Immediately upon receipt and determination that a significant reportable event(s) has 


occurred, the State Agency WIC Program Director or designee must report the event(s) to 


each of the following individuals by email: 


7.1. The Director, Office of Health Equity 


7.2. The Deputy Director, Maine Center for Disease Control and Prevention 


7.3. The DHHS Director of Communications 


8. Email reports shall be labeled “Significant Reportable Event” in the subject line. 


8.1. The email reporting a significant reportable event  shall include the following 


information: 


8.1.1. What happened? 


8.1.2. When did it happen? 


8.1.3. Where did it happen? 


8.1.4. Who was involved? 


8.1.5. Is this involving a client in DHHS custody? 


8.1.6. Current status and action plan; plan shall designate responsibility for 


managing the incident going forward. 


Confidentiality 


9. Utilizing best practices to safeguarding participant information, WIC employees are 


prohibited from: 


9.1. Revealing or confirming health or medical information about an individual to the 


media. 


9.2. Supplying reporters or other media representatives with information that could 


lead to the revelation or confirmation of an individual’s health or medical 


information. 







 


Organization and Management (OM) 


OM-11 Media Relations 


                                                                                        3 


 


 


9.3. Supplying reporters or other media representatives with information that identifies 


or could lead to the identification of clients or participants in WIC programs if 


such identification is prohibited by constitutional, federal or state law or 


regulation or by WIC policy, protocol or procedure. 


9.4. Directly or indirectly contacting such above-described individuals, clients or 


participants on behalf of reporters or other media representatives seeking 


interviews or information. 


9.5. In certain situations, this provision may be waived by the Director of 


Communications or the Commissioner. 
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program  


Effective: October 1, 2012                              Policy No. OM12 


Revised: October 1, 2019  


 Training and Continuing Education Requirements for 


Direct Service Staff Authority  


7CFR Part 246  


WIC Policy Memorandum #2006-5, Value Enhanced Nutrition Assessment (VENA)—WIC  


Nutrition Assessment Policy, FNS, March 15, 2006  


MRS Title 32, Chapter 104  


Policy  


1. The State Agency shall provide for continuing education opportunities for WIC Local 


Agency staff.  Local Agencies shall send appropriate staff to trainings when directed to 


do so by the State Agency.  


2. When trainings are provided to a Local Agency representative, training materials and 


information shall be shared with other appropriate Local Agency staff.  


3. Staff members shall be responsible for accurate documentation of all trainings, including 


continuing education units earned.    


4. Local Agency management shall ensure that all staff members obtain the required 


number of continuing education units and topics per federal fiscal year.  


Procedures  


1. Local Agencies must ensure that training and continuing education requirements for all 


staff are met.  


2. All new staff must receive the following training within 1 year of  hire:  


2.1. VENA (training modules available via WIC Learning Online modules at 


https://wicworks.fns.usda.gov/wic-learning-online) or equivalent (such as previous 


WIC experience, LA staff developed training and/or thorough peer observations)  


2.1.1. WIC 101  


2.1.2. WIC Breastfeeding Basics  


2.1.3. Confronting Your Assumptions  


2.1.4. Using Active Listening In Workplace Situations 


2.1.5. In lieu of online modules listed above, VENA training requirement can be 


satisfied through previous WIC experience, completion of local agency developed 


training or thorough peer observations.   



https://wicworks.fns.usda.gov/wic-learning-online

https://wicworks.fns.usda.gov/wic-learning-online

https://wicworks.fns.usda.gov/wic-learning-online

https://wicworks.fns.usda.gov/wic-learning-online

https://wicworks.fns.usda.gov/wic-learning-online

https://wicworks.fns.usda.gov/wic-learning-online
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2.2. Blood-borne pathogen training for all staff responsible to perform hemoglobin 


screenings  


2.3. Anthropometric training for staff responsible to perform anthropometrics  


2.4. Mandated reporter training through OCFS, available at  


http://www.maine.gov/dhhs/mandated_reporters.shtml     


2.5. At a minimum, the following Maine CDC WIC Nutrition Program Policies:  


2.5.1. Breastfeeding Promotion and Support   


2.5.2. Certification and Eligibility   


2.5.3. Civil Rights   


2.5.4. Farmers Market Nutrition Program   


2.5.5. Food Delivery   


2.5.6. Nutrition Services   


2.5.7. Select Organization and Management policies  


2.5.7.1. OM-6 Employee Abuse  


2.5.7.2. OM-7 Participant Fraud and Abuse  


2.5.7.3. OM-8 Custodial Rights  


2.5.7.4. OM-9 Dual Participation  


2.5.7.5. OM-10 Participant Rights and Responsibilities  


2.5.7.6. OM-12 Staff Training  


2.5.7.7. OM-14 Mandated Reporting  


2.5.7.8. OM-15 Confidentiality and Privacy  


2.5.7.9. OM-16 Fair Hearing  


2.6. Counseling staff shall also complete the following modules available via WIC 


Learning Online:   


2.6.1. VENA: Connecting the Dots between Assessment and Intervention  


2.6.2. WIC Baby Behavior Basics   


2.6.3. Value Enhanced Nutrition Assessment  


2.6.4. Feeding Infants: Nourishing Attitudes and Techniques  


3. After the above stated program orientation and training has been completed, WIC 


Management Information System (SPIRIT) training may begin.  LA Directors may 


request SPIRIT training for a new staff member at the beginning of the program 


orientation and training period; since training is individualized for each new staff 


member set up may take up to one week to complete.  The following steps are to be taken 


when requesting SPIRIT training for a new staff member:  



http://www.maine.gov/dhhs/mandated_reporters.shtml

http://www.maine.gov/dhhs/mandated_reporters.shtml
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3.1.1. LA Director verifies SPIRIT application is installed and fully functional on the 


computer to be used by new staff member.  


3.1.2. LA Director shall notify SA staff of the new staff member’s SPIRIT training 


needs, including anticipated SPIRIT training start date.   


3.1.3. SA staff generates a training script and datasheets for the new staff member.   


3.1.4. SA staff email the training script and datasheets to the new staff member and LA 


director.   


3.1.5. The new staff member calls the SPIRIT Help Desk (207-370-2123) to request 


access to the Training database in order to initiate training.    


3.1.6. The new staff member calls the SPIRIT Help Desk during training with questions 


or clarification as needed.  


3.1.7. The new staff member calls the SPIRIT Help Desk when training has been 


successfully completed, so that the computer being used may be changed from 


SPIRIT Training to SPIRIT Production.  The new staff member will receive a 


SPIRIT Production username and password from the State Agency.  


4. Continuing education required on an annual federal fiscal year (FFY) basis includes:  


4.1. Blood borne pathogens and universal precautions for all staff required to perform 


hemoglobin testing as a part of their job description.   


4.1.1. Training and documentation must follow guidelines set forth in OSHA Standard  


29CFR §1910.1030(g)(2)(i), as amended from time to time  


4.1.2. Training for new or reassigned staff is required at the time of initial assignment to 


tasks where occupational exposure may take place.  


4.1.3. Annual training for all employees shall be provided within one year of their 


previous training.  Such training may consist of refresher information to ensure 


staff members are knowledgeable of necessary procedures in the event of 


occupational exposure.  


4.1.4. Blood-borne pathogen training videos are available through the Maine 


Department of Labor website 


(http://www.safetyworksmaine.com/videospubs/videolst.shtml) free of charge.  


4.2. Civil rights training is required for all staff and volunteers, including the topic areas 


listed in Policy CR-5, Training and Continuing Education Requirements for Direct 


Staff.  


4.3. DHHS mandated reporter training available at 


http://www.maine.gov/dhhs/mandated_reporters.shtml   


4.4. All staff, with the exception of BFPCs, must receive a minimum of fifteen (15) 


continuing education units or training hours appropriate to the provision of WIC 


services, of which a minimum of six (6) hours must be training in breastfeeding, per 


federal fiscal year.  



http://www.safetyworksmaine.com/videos-pubs/videolst.shtml

http://www.safetyworksmaine.com/videos-pubs/videolst.shtml

http://www.safetyworksmaine.com/videos-pubs/videolst.shtml

http://www.maine.gov/dhhs/mandated_reporters.shtml
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4.5. Breastfeeding Peer Counselors must receive a minimum of six (6) training hours in 


breastfeeding.   


4.6. Review and resign Conflict of Interest Statement (Appendix OM-12-B) and 


Confidentiality Agreement (Appendix OM-15-E).   


5. Training required on a biennial basis (every other FFY) includes:  


5.1. Anthropometric measurements refresher training for all staff responsible to weigh 


and measure program participants.   


5.2. Hemoglobin testing refresher training on the use of hemoglobin testing equipment 


and accurate testing procedures for all staff responsible to do hemoglobin testing.   


6. Periodic training may be provided for staff on nutrition, public health, and program 


operations topics, including but not limited to:  


6.1. Life cycle nutrition topics (infant, child, and maternal nutrition)  


6.2. Childhood immunizations  


6.3. Environmental lead  


6.4. Postpartum depression  


6.5. SIDS  


6.6. Substance abuse (tobacco, alcohol and drugs)  


6.7. Oral health  


6.8. Feeding relationships  


6.9. Food security  


6.10. Data security  


7. Staff responsible for food demonstrations (group nutrition education or health fairs), 


including set up, clean up, pre-demonstration food preparation, food shopping or food 


storage shall successfully complete the ServSafe online training  


(http://www.servsafe.com/ss/catalog/productDetail.aspx?ID=1710) prior to taking part in 


any area of food demonstrations.  


8. All foods prepared and distributed during food demonstrations shall be clearly labeled for 


potential allergens (such as dairy products, eggs, wheat, nuts, soy).  


9. Local Agency staff shall keep a log of all trainings attended during each fiscal year (See 


Appendix OM-12-C).  The log shall include the number of continuing education units 


earned and the following information as appropriate:  


9.1. Date of training  


9.2. Title of training  


9.3. Provider of training  


9.4. Nutrition and health continuing education units  


9.5. Breastfeeding continuing education units  



http://www.servsafe.com/ss/catalog/productDetail.aspx?ID=1710

http://www.servsafe.com/ss/catalog/productDetail.aspx?ID=1710
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9.6. Civil Rights training  


9.7. Mandated reporter training  


9.8. Blood-borne pathogen training  


9.9. Total continuing education units earned   


10. All out of state travel for continuing education shall be approved in advance by the State 


Agency.  


11. Local Agencies may need to seek out and cover costs for trainings outside of those 


opportunities made available by the State Agency to meet continuing education 


requirements.  
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program 


Effective:  October 1, 2011       Policy No. OM-13 


Revised:  October 1, 2018 


Community Provider Agreements and Coordination 


Authority 


7CFR§ 246.4(a)(6); (7); (8) and (19); and §246.7 (b) 


7CFR§ 246.7(m) 


WIC Policy Memorandum #2001-7, August 30, 2001 Immunization Screening and Referral 


Policy 


1. The State Agency shall have memorandums of understanding with statewide providers. 


2. Local Agencies may have memorandums of understanding with local community providers 


3. Local Agencies shall periodically contact residential and homeless facilities located within 


the Public Health District to verify compliance with requirements for resident WIC 


participants. 


4. The State Agency shall provide technical assistance to local agencies to promote 


collaborations and coordination between the WIC Program and community service providers. 


Procedure 


1. The State Agency shall maintain written formal agreements that permit the sharing of 


participant information with statewide programs/providers. 


2. Formal agreements, referred to as Memorandums of Understanding (MOU), for coordination 


of services shall include: 


2.1.   The responsibilities of each party; 


2.2.   Assurance that information shared shall be used for eligibility and/or outreach; 


2.3.   Assurance that information shall not be shared with a third party. 


3. The State Agency assures that each Local Agency operating the Program within a hospital, 


and/or that has a cooperative arrangement with a hospital, advise all potentially eligible 


individuals of the availability of program services. 


4. Local Agency staff shall make contact via phone, mail or in-person, with homeless and other 


residential facilities within the Public Health District coverage area annually, at a minimum, 
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or upon receipt of a participant report or complaint.  Facilities to be considered for contact 


include but are not limited to: 


4.1. Domestic violence shelters 


4.2. Emergency shelters 


4.3. Transitional programs 


4.4. Specialty shelters for pregnant and/or parenting teens 


4.5. Supervised publically or privately operated shelters which provide meal service, 


designed to provide temporary living accommodation 


4.6. Facility that provides meal service and is a temporary residence for individuals intended 


to be institutionalized 


5. When contacting homeless or other residential facilities, Local Agency staff shall verify the 


following: 


5.1. The homeless facility does not accrue financial or in-kind benefit from a resident’s 


participation in the WIC Program (e.g., the institution does not reduce the quantity of 


food the person is receiving because he/she is receiving WIC foods); 


5.2. Foods provided by the WIC Program are not used for communal food service, but are 


available exclusively to the WIC participant for whom they were issued; 


5.3. The homeless facility places no constraints on the WIC participant’s ability to use WIC 


supplemental foods, or access WIC services of nutrition education, breastfeeding 


support and referrals; 


5.4. Facility management understands that the WIC Program must be contacted if the 


facility ceases to meet any of these conditions. 


5.5. State and/or Local Agency staff may request facility management to sign a written 


compliance agreement statement (Appendix OM-13-A) which includes the conditions 


stated above. 


5.6. On-site monitoring of the facility may be performed by State and/or Local Agency 


staff as needed. 


6. If a homeless facility or institution has been determined to be noncompliant during the course 


of a participant’s certification period, participants applying for continued benefits may be 


certified again, but the State Agency shall discontinue issuance of WIC foods, except infant 


formula, to the participant in such accommodation until the facility’s compliance is achieved 


or alternative shelter arrangements are made. 


6.1. If certified, such participants shall continue to be eligible to receive all other WIC 


benefits, such as nutrition education, breastfeeding promotion and support, and health 


and social service referrals. 
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6.2. The State Agency shall continue to the end of their certification periods the participation 


of residents of a homeless facility or institution which ceases to comply with program 


requirements. 


6.3. As soon as the State or local agency determines that a facility does not meet program 


requirements, staff shall refer all participants receiving services at the facility to any 


other facility in the area which is compliant. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012       Policy No. OM-14 


Revised: October 1, 2018 


Mandated Reporting and Confidentiality 


Authority 


Chapter 958-A; §1981, C. 527 §1, (Adult Protective Services Act Heading) Subchapter 1-A, 


§1981, C. 705, §2 (Reporting of Abuse, Neglect or Exploitation)  


Title 22 §4011-A, Subtitle 3 (Income Supplementation)  


Public Law 1973, C. 790, §1 (AMD) Part 3: Children, Chapter 1071 (Child and Family Services 


and Child Protection Act) Subchapter 2 (Reporting of Abuse and Neglect) 


Title 22 §4002 (Definition of Child Physical Abuse, Neglect, Sexual Abuse/Exploitation, 


Emotional Abuse) 


22 MRSA, Chapter 958-A, §3477 (Maine Adult Protective Services Act) 


Title 17-A §555 (Definition of an Incapacitated Adult) 


Policy 


1. As mandated reporters under State law, State and Local Agency staff shall be required to 


report known or suspected child abuse, neglect or jeopardy to health or welfare of a child. 


2. A report shall be required when a person knows or has reasonable cause to suspect that a 


child has been or is likely to be abused or neglected. 


Procedure 


1. For suspected adult abuse, WIC staff shall be responsible for making a report to Adult 


Protective Services when the staff member has reasonable cause to suspect that an 


incapacitated or dependent adult has been or is in danger of abuse, neglect, or 


exploitation. 


1.1. WIC staff shall be legally required to make a report to Adult Protective Services 


Intake at 1-800-624-8404 (TTY Maine Relay 711) immediately or as soon as 


possible, if they suspect abuse, neglect, or exploitation of a dependent or 


incapacitated adult who does not have developmental disabilities. The Intake Unit is 


available to receive reports 24 hours a day. 


2. For suspected child abuse by a caretaker or parent, WIC staff shall be legally required to 


make a report to the Child Protective Intake Unit of the Department of Health and Human 


Services at 1-800-452-1999 (TTY Maine Relay 711) immediately or as soon as possible, 


if the abuse of a child is by a caretaker or parent. The Intake Unit is available to receive 


reports 24 hours a day.   
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2.1. All WIC staff members shall review the DHHS Office of Child and Family Services 


Mandated Reporting training, available at: 


http://www.maine.gov/dhhs/mandated_reporters.shtml  


3. All WIC staff members shall be responsible to make a report to the Department if there is 


knowledge or reasonable cause to suspect that a child is not living with the child’s family.   


3.1 The report must be made immediately if there is reason to suspect that a child has 


been living with someone other than the child’s family for more than 6 months.4 


3.2 The report must be made immediately if there is reason to suspect that a child has 


been living with someone other than the child’s family for more than 12 months when 


there has been no legal transfer of custody/guardianship of the child. 


4. In making a report, State and Local Agency staff may disclose confidential applicant and 


participant information including the name and address of the child or adult; name and 


address of the person responsible for care, custody, or welfare of the child or dependent 


adult; and any other pertinent information concerning the alleged or suspected abuse 


without the consent of the participant or applicant to the extent necessary to comply with 


such law. 


4.1. When a report is made, all the information provided, when and to whom the 


information was given, must be documented in the client’s file. 


4.2. State law requires mandated reporters to identify themselves when they call, however, 


confidentiality may be requested. 


4.3. Confidentiality means that the caseworker shall not reveal the reporter’s identity 


unless the case goes to court.  


4.4. WIC staff may use their own judgment to determine what constitutes pertinent 


information and may refuse to release information requested by investigators if the 


information is not believed to be pertinent.  CPS or APS may contact WIC clinics to 


assist with cases that did not stem from a report originally filed by WIC staff. 


4.5. In this situation, WIC staff may inform the CPS or APS investigator about the federal 


WIC confidentiality provisions and the need for client permission to provide any 


information. 


5. Child abuse or neglect means a threat to a child’s health or welfare due to physical, 


mental or emotional injury, sexual abuse or exploitation, deprivation of essential needs or 


lack of protection from these by a parent or caregiver responsible for the child.   


6. Examples of jeopardy to health or welfare of a child include but are not limited to: 


6.1. Deprivation of adequate food, clothing, shelter, supervision, care, or education when 


the child is at least age 7 and has not started school. 


6.2. Deprivation of necessary health care when the deprivation places the child in danger 


of serious harm. 



http://www.maine.gov/dhhs/mandated_reporters.shtml
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6.3. Abandonment of the child or absence of any person responsible for the child that 


creates a threat of serious harm. 


6.4. The end of voluntary placement, when the imminent return of the child to his or her 


custodian causes a threat of serious harm. 


7. Reporting of suspected child or adult abuse does not constitute a violation of 


confidentiality provisions. 


8. WIC staff who make a report in good faith are protected under the law from being sued in 


civil court. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011          Policy No.OM-15 


Revised:  October 1, 2017 


WIC Confidentiality and Privacy  


Authority 
7 CFR §246.26 (c)(d); and § 246.9 


45 CFR Parts 160 and 164, Health Insurance Portability and Accountability Act of 1996 


(HIPPA) 


5 U.S.C. §552, Freedom of Information Act 


10-144 Chapter 286 §II.C and §II.E 


Maine Public Law 1999, C. 512, An Act to Amend the Law Governing the Confidentiality of 


Health Care Information 


Maine Public Law 1987, C. 539 (rpr) Chapter 501, 19203-D, Release of Confidential HIV Status 


Information 


Maine DHHS Policies # DHHS-03-13, DHHS-04-16, DHHS-03-15 and DHHS-02-13 


Policy 


1. The State Agency, as a public health entity, shall be exempt from the confidentiality 


measures mandated by Health Insurance Portability and Accountability Act of 1996 


(HIPAA).  However, the intent of HIPAA privacy protections shall be followed as best 


practice. 


2. The State Agency shall restrict the use and disclosure of confidential applicant and 


participant information to persons directly connected with the administration or 


enforcement of the WIC program.  


3. Local Agencies shall have all employees sign a Confidentiality Statement annually.   


4. Local Agencies shall have a policy that addresses privacy and practices, including the 


breach of confidentiality 


5. All Freedom of Information Act (FOIA) requests must be sent to the State Agency for 


response. 


6. A WIC participant and/or the authorized representative have the right to access all 


information they have provided the WIC Program.   


7. Requests for participant information from those who are not the authorized representative 


shall be in compliance with the Maine DHHS Privacy policies (see Appendices OM-15-


A, OM-15-B, OM-15-C and OM-15-D). 
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8. The State and/or Local Agency may disclose confidential applicant, participant, or 


vendor information pursuant to a valid subpoena, administrative subpoena, or search 


warrant.  


9. Indiscriminate use of confidential information by WIC staff shall be prohibited and it 


shall be mandatory that any breaches in WIC data security or participant confidentiality 


be reported. 


10. Any WIC employee who suspects wrongful or negligent release of identifiable or 


potentially identifiable data shall immediately report this information to his or her direct 


supervisor, who shall then immediately notify the State and Local Agency Directors and 


the ME CDC Privacy Officer. 


Procedures 


1. The Local Agency shall ensure that confidentiality and privacy policies exist within their 


agencies.  


1.1 As part of this policy, the Local Agency must have confidentiality statements that all 


employees sign (see Appendix OM-15-E Maine CDC WIC Partners’ Confidentiality 


Statement). 


1.2 Copies of all signed Confidentiality Statements shall be sent to the State Agency.   


1.3 The original document shall be stored in the employee file. 


2. Release forms authorizing disclosure to private physicians or other health care providers 


may be included as part of the WIC application or certification process.   


2.1 The State or Local Agency must: 


2.1.1 Permit participants to refuse to sign the release form, and 


2.1.2 Notify applicants and participants that signing the form is not a condition of 


eligibility, and refusing to sign the form shall not affect the applicant’s or 


participant’s application or participation in the WIC Program. 


2.2 All other requests for applicants or participants to sign voluntary release forms must 


occur after the application and certification process is completed. 


3. Release forms used by Maine CDC WIC for the purpose of disclosure of information are: 


3.1. Request for Information for Infants and Children (Appendix CE-3-E) 


3.2. Request for Information for Women (Appendix CE-3-F) 


3.3. Maine CDC WIC Nutrition Program Nutrition Assessment (Appendix CE-3-C) 


3.4. Authorization of Release of HIV Status (Appendix CE-3-G) 
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4. WIC staff may also accept disclosure for information from other requesting entities, such 


as but not limited to private physician(s), DHHS Office of Child and Family Services, 


and Head Start. 


5. Any local, state or federal WIC agency staff may access participant records.  Other Local 


Agency staff may not have access to WIC records without participant consent. 


6. Persons under contract with the State Agency to perform research regarding the WIC 


program or who are investigating or prosecuting WIC program violations under Federal, 


State or local law may be granted limited access to participant information by the State 


Agency. 


7. The State and Local Agencies shall have a copy of the Maine CDC Privacy Policies 


(Appendices OM-15-A, OM-15-B and OM-15-C) readily available for guidance 


concerning release of restricted and unrestricted data. 


8. If a participant informs a WIC staff person that she or her child has tested positive for 


HIV, this information may be documented in the WIC file.  If the information is 


documented, it must be recorded on a separate client note documentation screen. 


8.1. In accordance with Public Law, Chapter 501, Section 19203-D, release of this 


information as part of the certification file cannot be done without a specifically 


authorized release of HIV status signed by the participant or parent/guardian (see 


Appendix CE-3-G and Appendix OM-15-D). 


8.2. If HIV status alone is the nutrition risk used to determine eligibility for the program 


(Risk 352b), verification must be obtained from the physician or someone working 


under the supervision of the physician.  A request to release this information must be 


made on a separate, specific release form (Appendix CE-3-G).  Attach the signed 


release to the appropriate WIC request for information form. 


8.3. Questions regarding the release of or request for HIV status information are to be 


directed to the State Agency to ensure compliance with current State law. 


9. Requests for unrestricted data, including data in aggregate or summary form may be 


granted as long as the released information excludes any items which would identify 


program participants/applicants. 


10. Data sharing agreements with programs and providers outside of the ME CDC WIC 


Program requires a contract or memorandum of understanding (MOU) that holds the 


organization/individual accountable to the confidentiality, privacy and data security 


policies.  The written agreement for the release of confidential information must: 


10.1. Specify that the receiving organization may use the confidential applicant and 


participant information only for: 


10.1.1. Establishing the eligibility of WIC applicants or participants for the programs 


that the organization administers; 


10.1.2. Conducting outreach to WIC applicants and participants for such programs; 
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10.1.3. Enhancing the health, education, or well-being of WIC applicants or 


participants who are currently enrolled in such programs, including the 


reporting of known or suspected child abuse or neglect that is not otherwise 


required by State law; 


10.1.4. Streamlining administrative procedures in order to minimize burdens on staff, 


applicants, or participants in either the receiving program or the WIC 


Program; and/or 


10.1.5. Assessing and evaluating the responsiveness of a State’s health system to 


participants’ health care needs and health care outcomes; and 


10.1.6. Contain the receiving organization’s assurance that it shall not use the 


information for any other purpose or disclose the information to a third party. 


11. WIC staff shall share confidential participant information with law enforcement if the 


information is crucial to a criminal report or investigation that is directly related to the 


receipt of WIC services.  Otherwise, a subpoena is required to release any information.  


12. WIC staff may release confidential applicant and client information to law enforcement 


agents investigating or prosecuting WIC Program violations under Federal, State or local 


law such as in cases of fraud or abuse without a signed release form or client’s consent.  


The use of this information must be considered necessary for WIC Program purposes as 


defined by 7CFR §246.26 (d)(ii) and Policy OM-10, Participant Rights and 


Responsibilities. 


13. Upon receiving a subpoena, the Local Agency shall immediately notify the State Agency 


13.1. The State Agency shall consult with legal counsel to determine whether the 


information requested is in fact confidential and prohibited as defined in 7CFR 


§246.26 (d) and Policy OM-7, Participant Abuse, from being used or disclosed as 


stated in the subpoena. 


13.2. If the State or Local Agency determines that the information is confidential and 


prohibited from being used or disclosed as stated in the subpoena, the attorney 


general shall advocate for the WIC program. 


14. In responding to a search warrant for confidential information, the State or Local Agency 


shall: 


14.1. Immediately notify the State Agency 


14.2. Immediately notify legal counsel for the State and/or Local Agency; 


14.3. Comply with the search warrant; and inform the individual(s) serving the search 


warrant that the information being sought is confidential and seek to limit the 


disclosure by: 


14.3.1. Providing only the specific information requested in the search warrant and no 


other information, and 
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14.3.2. Limiting to the greatest extent possible the public access to the confidential 


information disclosed. 


14.4. A copy of the search warrant shall be retained in the client’s file and in agency files 


as evidence of the reason specific information was released regarding a client. 


15. The State or Local Agency shall advise and consult legal counsel if any formal complaint 


from or notice of litigation by a Program applicant or participant are received as a result 


of the State or Local Agency releasing WIC information in response to a subpoena or 


search warrant. 


16. Any suspected wrongful or negligent release of identifiable or potentially identifiable 


data, any violation of this WIC Privacy Policy, or other reportable incident described 


above shall be reported to the State Agency director and the Privacy Officer by 


submitting an e-mail report detailing the date and nature of the suspected breach, a 


description of the identified information, the parties involved in the suspected breach, and 


any other relevant information.  No personally identifying information need be included 


in this initial report. 


17. All suspected breaches shall be investigated by the ME CDC Privacy Officer or his/her 


designee(s), who shall submit a detailed report of findings to the supervisor and other 


parties as necessary and appropriate. 


18. The following are not considered breaches of this WIC Privacy Policy: 


18.1. Unintentional acquisition, access, or use of protected health information when such 


action was made in good faith and within the scope of the employee’s job functions, 


and when the information is not further acquired, accessed, used, or disclosed. 


18.2. Inadvertent disclosure from an individual who is authorized to access protected health 


information to a similarly situated staff member within the same program. 


18.3. Information received as a result of an inappropriate disclosure that is not further 


acquired, accessed, used or disclosed without authorization. 


19. When the Privacy Officer or his/her designee(s) determine that a breach has occurred, a 


log of the breach shall be created that includes: 


19.1. A description of what happened 


19.2. The date of the breach and the date of discovery of the breach 


19.3. A description of the types of information that were involved in the breach. 


20. The Privacy Officer or his/her designee(s) shall submit a final report to the parties 


involved, describing how the breach was discovered and investigated and, as appropriate, 


strategies for preventing future breaches. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011          Policy No. OM-16 


Revised:  October 1, 2017 


Fair Hearings Procedures 


Authority 


7 CFR §246.9 


Policy 


1. All applicants or participants shall be informed in writing of his/her right to a fair 


administrative hearing and how to request a hearing.   


2. The Local Agency shall notify the State Agency of any requests for a fair hearing. 


3. The State Agency shall maintain records necessary to document client complaints and 


formal hearing requests. 


Procedure 


1. Any applicant/participant has the right to appeal a Local Agency or State Agency decision 


under circumstances including but not limited to: 


1.1 Denial of eligibility at certification or recertification 


1.2 Disqualification from the Program 


1.3 Assessment of a claim 


1.4 Placement on a waiting list 


2. An applicant or participant found ineligible for the Program during a certification visit shall 


receive a Notification of Appeal Procedure form (Appendix OM-16-A). The reason for 


ineligibility must be documented and retained in the participant’s electronic file. The 


Notification of Appeal Procedure form may be printed from the SPIRIT application. 


3. A person who is at risk of suspension or disqualification from program participation during 


the certification shall receive a Notification of Appeal Procedure form not less than fifteen 


(15) days before the suspension or disqualification.   


3.1. The Notification of Appeal Procedure form does not have to be provided to 


participants who become inactive for failure to keep a scheduled WIC appointment, at 


the expiration of a certification period, or when they become categorically ineligible 


for WIC benefits. 
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4. Any applicant found ineligible for the Program or placed on the waiting list shall be 


immediately informed in writing of the action, of the reasons for the action and of the right to 


an administrative hearing. 


5. A participant/applicant request for an administrative hearing is defined as a written or verbal 


statement by an applicant or participant requesting the opportunity to present his/her case to a 


higher authority.  


6. Participant/applicant requests for an administrative fair hearing must be made within sixty 


(60) days from the date of the written notice of the adverse action. 


6.1. An applicant or participant can make their request to the Maine CDC WIC Nutrition 


Program. 


6.2. If an administrative appeal hearing is requested through the Maine CDC WIC 


Nutrition Program, the State Agency shall notify the Maine CDC Hearing Examiner.  


7. The Department of Health and Human Services shall not deny or dismiss a request for an  


administrative fair hearing unless: 


7.1. The request is not received within sixty (60) calendar days of the notice of the 


adverse action; 


7.2. The request is withdrawn in writing by the appellant or representative; 


7.3. The appellant or representative fails, without good cause, to appear at the scheduled 


hearing; 


7.4. The appellant or representative has been denied participation by a previous hearing 


and cannot provide evidence that circumstances relevant to Program eligibility have 


changed in such a way as to justify a hearing. 


8. An applicant or participant who is denied benefits at an initial certification or at subsequent 


certifications may appeal the denial but shall not receive benefits while awaiting the hearing. 


9. A participant who appeals the termination of benefits during a certification period and within 


the fifteen (15) days adverse advance notice period shall continue to receive Program 


benefits until a decision is reached or the certification period expires, whichever comes first. 


9.1. If the administrative hearing decision is in favor of the appellant, and benefits were 


denied or discontinued, benefits shall begin once a decision is made. 


9.2. When the decision is not in favor of the appellant, continued benefits or participation 


shall be terminated as soon as administratively feasible as decided by the Hearing 


Officer. 


10. Administrative hearing dates shall be scheduled within 21 calendar days of the date of the 


request, and where possible, take into consideration the convenience of the appellant in terms 


of time and location. The ultimate decision will rest with the Office of Administrative 


Hearings.   
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10.1. The Office of Administrative Hearings schedules hearing.   


10.2. Notification of time and place of fair hearing shall be provided in writing to the 


appellant within ten (10) days of the hearing.  


10.3. The appellant shall receive in writing an explanation of the hearing procedures 


enclosed with the notice of date and time.  


10.4. Requests to reschedule a hearing date must be made in writing and is subject to the 


policies of the Office of Administrative Hearings. 


11. Details concerning case record disclosure prior to a hearing include: 


11.1. All documents and records to be used in the hearing shall be provided to the appellant 


and/or his/her designated representative for examination prior to the administrative 


hearing.  


11.2.  Confidential material which cannot be released to the appellant or his/her 


representative shall not be made available and shall not be used at the hearing. 


12. All hearings shall: 


12.1. Be conducted privately and be open only to the appellant and individuals he/she 


requests be present, pertinent WIC staff and others as requested by the hearing 


officer. 


12.2. Be conducted formally without technical rules of evidence.  However, all witnesses 


shall be subject to the requirements of due process and the Office of Administrative 


Hearing Regulations. 


12.3. Be opened by the hearing officer who shall make a statement to the points at issue. 


12.4. Be permanently recorded. 


13. The decision of the DHHS hearing officer shall comply with Federal law, regulations, and 


policy and shall be based on the hearing record. 


13.1. The hearing officer shall take into consideration only those issues directly related to 


the action being appealed and shall be based exclusively on evidence and other 


material introduced at the hearing. 


13.2. Within forty-five (45) days of the receipt of the request for the hearing, the appellant 


shall be notified in writing of the decision by the hearing officer, which shall 


summarize the facts of the case, specify the reasons for the decision, and identify the 


supporting evidence and the pertinent regulations or policy.  


13.3. The hearing officer, on behalf of the Commissioner of the Department of Health and 


Human Services, shall make the final decision. 


13.4. If the appellant’s legal counsel charges fees, the appellant is responsible for payment. 
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13.5. An appellant may appeal an unfavorable decision to Superior Court pursuant to 


Maine Rules of Civil Procedure, Rule 80C. 


13.6. A petition for review must be filed with the appropriate Superior Court within thirty 


(30) days of the receipt of the final decision. 


13.7. The hearing officer, on behalf of the Commissioner of the Department of Health and 


Human Services, shall make the final decision and unless otherwise ordered by the 


Superior Court, the Hearing Officer’s decision shall not be stayed, and benefits or 


participation shall continue to cease. 


13.8. The State shall make all administrative fair hearing records and decisions available 


for public inspection and copying; however, the names and addresses of the 


participants and other members of the public must be kept confidential. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012        Policy No.OM-17 


Revised: August 1, 2016 


  Travel 


Authority 


Office of the State Controller, State Administrative and Accounting Manual, Chapter 10  


Policy 


1. All in state travel by Local Agency staff shall be approved by the agency director. 


2. All in state travel by State Agency staff shall be approved by their supervisor. 


3. All out-of-state travel for Local Agency and State Agency staff shall be approved the 


State Agency.  


Procedures 


Local Agency Procedures 


1. In State Travel 


1.1. Local Agencies must have written procedures in place for travel approval within 


the agency Employee Handbook 


2. Out-of-State Travel 


2.1. Local Agencies must obtain State Agency approval in writing before traveling 


out-of-state, regardless of duration.   


2.2. Approval requests shall be submitted to the State Agency Director and must be 


accompanied by an agenda, estimated travel costs, and a brief explanation of how 


the travel benefits WIC. 


2.3. This travel approval must be attached to the reimbursement request as part of 


supporting documentation. 


2.4. Local Agencies must have written procedures in place for travel approval within 


the agency Employee Handbook 


State Agency Procedures 


3. In-State Travel 
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3.1. Overnight 


3.1.1. Pre-approval is required for any in-state travel that requires an overnight 


stay. 


3.1.2. Overnight stays shall only be approved if the destination is more than 50 


miles from the staff person’s residence. 


3.1.3. A state car for state staff  is preferred for any trip over 250 miles. 


3.1.4. Meals shall be reimbursed while the staff person is in active travel status. 


3.2. Day Trip 


3.2.1. Pre-approval from the staff person’s supervisor is required for any in-state 


travel.  


3.2.2. A state car for state staff is preferred for any trip over 250 miles 


3.2.3. Meals shall NOT be reimbursed while the staff person is in active travel 


status. 


4. Out-of-state 


4.1. Same Day 


4.1.1. Pre-Approval Requirements –  Out-of-State request form (available at 


http://inet.state.me.us/osc/travel/index.htm)  must be submitted at least 4 


weeks prior to the travel and it must be approved before travel is to 


commence. 


4.1.1.1. Fill out the request form (available at 


http://inet.state.me.us/osc/travel/index.htm) and attach any 


necessary documentation, letters of justification for travel, 


agenda, etc. 


4.1.1.2. A travel advance may be requested if the reimbursable 


expenses exceed $500.  This can be reviewed on a case by case 


basis by the Director. 


4.1.1.3. Have the approval form signed by the Director. 


4.1.1.4. Give a copy to the Financial Manager for tracking purposes. 


4.1.1.5. The request then goes to the Director of Office of Health 


Equity for approval. 


4.1.1.6. When the request has been approved, give the Financial 


Manager a copy or forward the email approval.  



http://inet.state.me.us/osc/travel/index.htm

http://inet.state.me.us/osc/travel/index.htm
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4.1.1.7. Upon return of the business trip, complete a travel request 


reimbursement form immediately.  


4.1.1.8. Leaving the night before and staying somewhere closer to the 


border is not allowed unless there are business reasons for the 


overnight stay in that town.  


4.1.1.9. There is no allowance for meals for same day travel. 


4.1.1.10. If travel request is not approved, staff member is not allowed to 


travel and shall need to notify the site upon receipt of the travel 


disapproval.  


4.2. Overnight 


4.2.1. Pre-Approval Requirements –an Out-of-State request form (available at 


http://inet.state.me.us/osc/travel/index.htm) must be submitted at least 4 


weeks prior to the travel and it must be approved before travel is to 


commence.   


4.2.1.1. Fill out the request form (available at 


http://inet.state.me.us/osc/travel/index.htm) and attach any 


necessary documentation, justification letters for travel, 


agenda, air quotation, hotel accommodations, etc. 


4.2.1.2. Have the approval form signed by the Director. 


4.2.1.3. Give a copy to the Financial Manager for tracking purposes. 


4.2.1.4. The request then goes to the Director of Office of Health 


Equity for approval. 


4.2.1.5. When the request has been approved, give the Financial 


Manager a copy or forward the email approval.  


4.2.1.6. Upon return of the business trip, complete a travel request 


reimbursement form immediately.  


4.2.1.7. Maximum meal allowance is determined by the federal per 


diem allowance (found at 


http://www.gsa.gov/portal/content/104877#).   


4.2.1.8. If travel request is not approved, staff member is not allowed to 


travel and shall need to notify the site upon receipt of the travel 


disapproval.  



http://inet.state.me.us/osc/travel/index.htm

http://inet.state.me.us/osc/travel/index.htm

http://www.gsa.gov/portal/content/104877
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011             Policy No. FM-8 


Revised: October 1, 2018 


Documentation of Allowable Costs via Time Study 


Authority 


7 CFR 246.4(a)(14)(x); §246.10(e)(1)(iii); and §246.16a.   


7 CFR §3016; 


2 CFR §200 


Policy 


1. Allowable costs are defined as reasonable, necessary, and documented.   


2. Documentation of allowable costs must be maintained for a minimum period of three (3) 


years.  


3. A cost is considered reasonable if under the circumstances a prudent person would incur the 


cost. Consideration should be given to the following: 


3.1. Whether the cost provides the program a benefit commensurate with the cost 


incurred. 


3.2. Whether the cost is of a type generally recognized as ordinary and necessary. 


3.3. Whether incurring the cost follows sound business practice. 


3.4. Whether the cost meets Market prices for comparable goods and services. 


3.5. Whether the cost was incurred in accordance with the terms and conditions of the 


contract with the State Agency. 


4. Necessary costs are costs incurred to carry out essential program functions that cannot be 


avoided without adversely impacting program operations. 


4.1. See Appendix FM-8-A for a summary chart listing allowable and unallowable 


costs.  


4.2. Policies FM-9 through FM-13, specify in further detail allowable and unallowable 


costs. 


5. The State Agency shall establish procedures for consistent and accurate reporting of 


Nutrition Services and Administration (NSA) expenses so that the cost effectiveness of the 


WIC program can accurately be measured. 


6. Time studies shall be prepared using information from the first full week of each reportable 


month for each State and Local Agency WIC employee that is paid in full or in part with 


NSA funds (not breastfeeding peer counseling funds). If the employee is on vacation during 
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the first full week of the month, the employee will use information from the following week 


to prepare the time study. In the event the employee is sick or on vacation longer than one 


week, the employee will not conduct the time study until the following month.  


7. The Time study shall allocate NSA expenditures into four defined cost categories – Program 


Management, Client Services, Nutrition Education and Breastfeeding Promotion. 


Procedure 


1. To document allowable nutrition education costs under the WIC program, the State Agency 


shall determine the percentage of staff time devoted to WIC tasks for both the State Agency 


and its Local Agencies through an established protocol. 


2. Time study information shall be completed by state and local agency staff using their MIS 


log-in on the following website: 


https://wicspirit.maine.gov/production/timestudy/Account/Login.aspx 


3. State and local agency staff shall complete online time studies the first full week of every 


month.  


4. Time study categories and descriptions are as follows: 


4.1. Client Services (paid for out of the NSA grant) 


4.1.1. Certification - Performing height and weight measurements, blood test 


assessments, income, residency and identification verifications, health and 


diet assessments; completing certification forms, explaining the benefits of the 


Program, determining risk, documenting in the client file, obtaining and 


sending medical information; issuing food instruments; referring to other 


services. 


4.1.2. Nutrition Education - Providing individual counseling (including face-to-face, 


telephone or written correspondence) or group education and evaluating 


results; arranging for interpreter/translator services.   


4.1.3. Breastfeeding - Providing individual counseling (including face-to-face, 


telephone or written correspondence) and/or group education related to 


breastfeeding promotion and support; electric breast pump authorizations and 


follow-up. 


4.1.4. Food Delivery - Printing and mailing food instruments. 


4.2. Client Support (paid for out of the NSA grant) 


4.2.1. General - Maintaining files, medical, breastfeeding and other office supplies; 


food instrument registers, scheduling appointments. 


4.2.2. Travel - Travel to and from clinics 


4.3. Program Management (paid for out of the NSA grant) 


4.3.1. Administrative - Program planning and evaluation; managing day-to-day 


operations; supervising and training staff; caseload management including 


outreach and community collaborations; attending meetings and training; 


travel. 



https://wicspirit.maine.gov/production/timestudy/Account/Login.aspx
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4.3.2. Nutrition Education - developing, implementing and evaluating education 


initiatives; attending meetings and training; travel.  


4.3.3. Breastfeeding - developing, implementing and evaluating breastfeeding 


initiatives; staff training; attending meetings and training; travel.    


4.3.4. Special Formula - tracking special formula authorization, follow-up and 


orders. 


4.4. FMNP - Farmers’ Market planning and program management; paid for out of the 


FMNP grant 


4.5. EBT – planning, development and implementation of eWIC initiatives; paid for 


with WIC EBT funding 


4.6. Other 


4.6.1. Lunch 


4.6.2. Break 


4.6.3. Leave 


4.7. BFPC 


4.7.1. BFPC - Work related to and paid for out of Breastfeeding Peer Counseling 


Program funds/Loving Support grant 


4.8. Non-WIC 


4.8.1. Non-WIC - Work not paid for out of the WIC administrative (NSA) grant 


5. Time studies are calculated automatically by the reporting tool as follows: 


5.1. Determine total WIC hours  


5.2. Determine total direct service hours 


5.2.1. Percentage of hours spent on direct service is calculated by dividing total 


direct services hours by total WIC hours and multiplying by 100 


5.3. Determine direct support hours 


5.3.1. Percentage of hours spent on direct support is calculated by dividing total 


direct support hours by total WIC hours and multiplying by 100 


5.4. Determine total administrative hours 


5.4.1. Percentage of hours spent on administration is calculated by dividing total 


administrative hours by total WIC hours and multiplying by 100 


5.5. The sum of the percentage of direct service, direct support and administration 


hours shall total 100% 


6. The results of the time study shall be reported to the state agency financial manager within 


two weeks of its completion. 


7. The study results provide a projection for nutrition education and breastfeeding costs and 


shall be used for reporting nutrition education and breastfeeding support activities expenses. 
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8. The state agency Financial Manager monitors time study submissions for accuracy. 


9. The Financial Manager shall report time study results to Local Agencies on a semiannual 


basis.  


10. Other allowable costs must be documented by retaining all accounts payable invoices, and 


any other documentation necessary to document that the expense is allowable. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011       Policy No. FM-9 


Revised: October 25, 2011 


State and Local Agency Unallowable Costs 


Authority 


2 CFR §200 


Policy 


1. The Maine Center for Disease Control and Prevention – WIC Nutrition Program will not 


reimburse Local Agencies for unallowable costs. 


Procedure 


1. Unallowable costs include, but are not limited to, the following: 


1.1 Alcoholic beverages 


1.2 Bad debts 


1.3 Contingencies 


1.4 Contributions and donations 


1.5 Entertainment, including food and beverages 


1.6 Fines and penalties 


1.7 Fundraising and investment management costs 


1.8 Operating costs for the Legislature or Governor’s office. 


1.9 Idle facilities 


1.10 Interest and other financial costs 


1.11 Lobbying 


1.12 Membership in any organization engaged in lobbying 


1.13 Prosecution and defense of criminal and civil proceedings and claims 


1.14 Under-recovery of costs under federal agreements 


1.15 Parking at normal place of business 
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												U. S. DEPARTMENT OF AGRICULTURE - FOOD AND NUTRITION SERVICE																				Page 1

												WIC FINANCIAL MANAGEMENT AND PARTICIPATION REPORT

				According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection unless it displays a valid OMB control number.  The valid OMB control number for this information collection is 0584-0045.

				The time required to complete this collection is estimated to average 3.1 hours per response, including the time to review instructions, search existing data resources, gather the data needed, and complete and review the information collection.

				STATE						LOC				FEDERAL FISCAL YEAR						REPORT MONTH/CALENDAR YEAR						DATE SUBMITTED

				Maine						2371

				SEVEN DIGIT CODE										DATE RECEIVED IN R/O						DATE ENTERED IN SYSTEM						MONTHLY REPORT

				2392901

		YTD Total		Food Obligation Estimates				October		November		December		January		February		March		April		May		June		July		August		September		YTD Total

		$   -		1.   Adjusted Gross Obligations				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		2.   Estimated Rebates				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		3.   Net Federal Obligations				0		0		0		0		0		0		0		0		0		0		0		0		0

				Actual Food Outlays				October		November		December		January		February		March		April		May		June		July		August		September		YTD Total

		$   -		4.   Gross Outlays				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		5.   Unliquidated Obligations																										0		0

		$   -		6.   Gross Outlays & Unliq.				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		7.   Rebates Billed				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		8.   Program Income				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		9.   Postpymt Vendor Collections				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		10. Participant Collections				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		11. Other Credits				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		12. Net Federal Outlays & Unliq.				0		0		0		0		0		0		0		0		0		0		0		0		0

				13. Month Closed Out (Y/N)				N		N		N		N		N		N		N		N		N		N		N		N

		$   -		14. Annual Net Federal Cost				0		0		0		0		0		0		0		0		0		0		0		0		0

				Federal Participation				October		November		December		January		February		March		April		May		June		July		August		September		YTD Total

		-		15.a.  Women Pregnant																												0

		-		b.  Women Fully Breastfeeding																												0

		-		c.  Women Partially Breastfeeding																												0

		-		d.  Women Postpartum																												0

		-		e.  Total Women				0		0		0		0		0		0		0		0		0		0		0		0		0

		-		16. a.  Infants fully Breastfeeding																												0

		-		b.  Infants partially Breastfeeding																												0

		-		c.  Infants formula feeding																												0

		-		d. Total Infants				0		0		0		0		0		0		0		0		0		0		0		0		0

		-		17.  Children																												0

		-		18.  Total				0		0		0		0		0		0		0		0		0		0		0		0		0

		-		Estimated Total Participation				0		0		0		0		0		0		0		0		0		0		0		0		0

		YTD Total		NSA Costs

		$   -		19.  Gross Outlays						0		0		0		0		0		0		0		0		0		0		0		0

		$   -		20.  Unliquidated Obligations						0		0		0		0		0		0		0		0		0		0		0		0

		$   -		21.  Gross Outlays & Unliq.				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		22.  Program Income

		$   -		23.  Postpymt Vendor Collections

		$   -		24.  Participant Collections

		$   -		25.  Other Credits

		$   -		26.  Net Federal Outlays & Unliq.				0		0		0		0		0		0		0		0		0		0		0		0		0

		$   -		27.  Est. Future Month(s) Oblig.				0																								0

		$   -		28.  Annual Net Federal Cost				0		0		0		0		0		0		0		0		0		0		0		0		0

				Estimates Detail (Models)

		YTD Avg.		Key Averages (Actuals)				October		November		December		January		February		March		April		May		June		July		August		September

		$   - 0		Food Package Cost / Participant				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		$   - 0		Food Package Cost / Participant (Adj.)				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		0.00%

		$   - 0		Rebate per Infant				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		YTD Avg.		Participation Model				October		November		December		January		February		March		April		May		Jun		July		August		September

		-		Last Year's Participation

		0.00%		Participation Adjustment Factor

		-		Estimated Total Participation				-		-		-		-		-		-		-		-		-		-		-		-

		YTD Avg.		Food Obligation Model				October		November		December		January		February		March		April		May		Jun		July		August		September

		$   - 0		Estimated Food Package / Participant																												0.00%

		$   -		Addl. Obligations –								$   -

		$   -		Addl. Obligations –

		$   -		Estimated Gross Food Obligations				$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -

		YTD Avg.		Rebate Model				October		November		December		January		February		March		April		May		Jun		July		August		September

		$   -		Infants as a percentage of Caseload

		$   - 0		Rebate per Infant

		$   -		Rebate Adjust. –

		$   -		Estimated Rebates				$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -		$   -

				Actuals Detail

		YTD Total		Gross Food Outlays Detail				October		November		December		January		February		March		April		May		Jun		July		August		September		YTD Total

		0.0%		Issue Month

		0.0%		First Month

		0.0%		Second Month

		$   -		Total Redeemed				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		$   -		Unmatched Redemption																												$   - 0

		$   -		Breastpump Reimbursement				$   - 0						$   - 0						$   - 0						$   - 0						$   - 0

		$   -		Grand Total				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

				Rebates Billed Detail				Month in which Rebateable Checks Redeemed

		YTD Total		Month Issued		Redeemed In =>		October		November		December		January		February		March		April		May		Jun		July		August		September		October		November		Total Issued

		$   -		October																																$   - 0

		$   -		November																																$   - 0

		$   -		December																																$   - 0

		$   -		January																																$   - 0

		$   -		February																																$   - 0

		$   -		March																																$   - 0

		$   -		April																																$   - 0

		$   -		May																																$   - 0

		$   -		June																																$   - 0

		$   -		July																																$   - 0

		$   -		August																																$   - 0

		$   -		September																																$   - 0

		$   -		Total Billed				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		$   -		Amount Received																																$   - 0

				Date Notified

		YTD Total		Vendor Collections				October		November		December		January		February		March		April		May		Jun		July		August		September		YTD Total

		$   -		Actual Amounts Collected																												$   - 0



&RFORM APPROVED OMB NO. 0584-0045

&RFORM FNS-798 (05-2000)

Bruce Brown:
In September, UO is set equal to balance of budget so Est. Future Monthly Oblig. = 0

Does not feed up to the 798 main report

4.   Gross Outlays

7.   Rebates Billed

Estimated Total Participation

1.   Adjusted Gross Obligations

2.   Estimated Rebates
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												FORM APPROVED OMB NO. 0584-0045

		WIC FINANCIAL MANAGEMENT AND PARTICIPATION REPORT										Page 2

				Remember to						COST CATEGORY

				Enter a Minus SIGN (-)				(A)		(B)		(C)

		TRANSACTION		for Negative Numbers				FOOD		NSA		TOTAL

		29.  Formula Grant										0

		30.  Prior Year Spending Options:

		a. Spendforward from Prior Year										0

		b. Backspend to Prior Year										0

		31.  Subtotal (29 plus 30)						0		0		0

		32. Annual Net Federal Cost						0		0		0

		33. Balance Before Application of Prepayment

		Vendor Collections (31 minus 32)						0		0		0

		34. Prepayment Vendor Collections Applied to NSA										0

		35. Balance Before Conversion (33 plus 34)						0		0		0

		36.  Conversion:

		a.Food to NSA										0

		b.NSA to Food										0

		37. Balance After Conversion (35 plus 36)						0		0		0

		38. Current Year Spending Options:

		a.Spendforward to Following Year										0

		b.Backspend from Following Year										0

		39. Results of Report Year Program

		Operations (37 plus 38)						0		0		0

		40. Preliminary Recoveries/Cash Transfers

		a.Preliminary Recoveries										0

		b.Cash Transfers In (Out)										0

		c.Total Recoveries/Cash Transfers						0		0		0

		41. Federal Funds to be Recovered (Restored)

		(39 plus 40c)						0		0		0

		Explanatory Notes:

		42.  Funds Spent for Breast Pumps										0

		43.  Portion of Spendforward to Following Year

		Attributable to Vendor/Part. Collections										0

		44. Average migrant Participation (July-June)										31

		Migrants		Jul-09		48

				Aug-09		81

				Sep-09		33

				Oct-09		19

				Nov-09		18

				Dec-09		19

				Jan-10		20

				Feb-10		22

				Mar-10		26

				Apr-10		26

				May-10		25

				Jun-10		31

		Certification:						Typed Name and Title of Certifying Officer

								Lisa Hodgkins, Director

		I certify to the best of my knowledge and belief that the report						Signature

		is correct and that all outlays and unliquidated obligations are

		for the purposes set forth in the award document.						Telephone Number

								207-287-5342

												FORM FNS-798 (05-2000)
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														ADDENDUM TO WIC PROGRAM ANNUAL CLOSEOUT REPORT - NSA EXPENDITURES

		Public reporting burden for this collection of Information is estimated to average .50 hours for minutes per response, including the time for reviewing instructions,

		searching existing data sources, gathering and maintaining the data needed and completing and reviewing the collection of Information.  Send comments regarding this

		burden estimate or any other aspect of this collection of Information, including suggestions for reducing this burden, to the Department of Agriculture, Clearance

		Officer, OIRM, Room 404-W, Washington, D.C.  20250; and to the Office of Information and Regulatory Affairs, Office of Management and Budget, Washington,

		D.C.  20503.

		1.  STATE AGENCY NAME										2.  7-DIGIT CODE										3.  PERIOD COVERED

				Department of Health and Human Services												2392901

				Maine CDC - WIC Program																		FROM

				Key Plaza - 286 Water Street, 6th Floor

				Augusta, ME  04333								4.  FISCAL YEAR										TO

																2007

				STATE LEVEL EXPENDITURES														LOCAL LEVEL EXPENDITURES

		5.  FUNCTIONS/				01		02		03		04		05		06		07		08		09

		ACTIVITIES				Gen'l		Client		Nutrition		Breast		Gen'l		Client		Nutrition		Breast

						Admin.		Services		Education		Feeding		Admin		Services		Education		Feeding		Total

		a.  Total Federal

		Outlays						$0		$0		$0										$0

		b.  Total State

		Outlays																				$0

		(Optional)

		6.  Indirect Expense						b.  Rate:						Signature of Certifying Official

		a.  Type of Rate

		(Place an "X" in appropriate box)

								c.  Base SE:						Name and Title

				Provisional

																		WIC Program

				Predetermined				d.  Amount:						Date Report Submitted				Telephone Number

										- 0								(Include Area Code)

				Fixed				- 0				- 0										207-287-5342



&A
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Page

		FEDERAL FINANCIAL REPORT

		1. Federal Agency and Organizational Element								2. Federal Grant or Other Identifying Number Assigned by Federal Agency														Page		of

		    to Which Report is Submitted								    														1		1    

																										pages

		3. Recipient Organization (Name and complete address including Zip code)
    

		4a. DUNS Number

    				4b. EIN				5. Recipient Account Number or Identifying Number
    								6. Report Type
__ Quarterly
__ Semi-Annual
__  Annual
__ Final				7. Basis of Accounting
__ Cash
__ Accrual

		8. Project/Grant Period (Month, Day, Year)
From:								To:						9. Reporting Period End Date (Month, Day, Year)

		10. Transactions																		Cumulative

		(Use lines a-c for single or combined multiple grant reporting)

		  Federal Cash:

		    a. Cash Receipts

		    b. Cash Disbursements

		    c. Cash on Hand (line a minus b)

		(Use lines d-o for single grant reporting)

		  Federal Expenditures and Unobligated Balance:

		    d. Total Federal funds authorized

		    e. Federal share of expenditures

		    f. Federal share of unliquidated obligations

		    g. Total Federal share (sum of lines e and f)

		    h. Unobligated balance of Federal funds (line d minus g)

		  Recipient Share:

		    i. Total recipient share required

		    j. Recipient share of expenditures

		    k. Remaining recipient share to be provided (line i minus j)

		  Program Income:

		    l. Total Federal share of program income earned

		    m. Program income expended in accordance with the deduction alternative

		    n. Program income expended in accordance with the addition alternative

		    o. Unexpended program income (line l minus line m or line n)

				a. Type				b. Rate		c. Period From		Period To		d. Base		e. Amount Charged						f. Federal Share

		11. Indirect
Expense

												g. Totals:

		12. Remarks: Attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation: 
 

		13. Certification: By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the expenditures, disbursements and cash receipts are for the purposes and intent set forth in the award documents. I am aware that any false, fictitious, or fraudulent information may subject me to criminal, civil, or administrative penalties. (U.S. Code, Title 18, Section 1001)

		a. Typed or Printed Name and Title of Authorized Certifying Official														c. Telephone (Area code, number, and extension)

																d. Email Address

		b. Signature of Authorized Certifying Official														e. Date Report Submitted (Month, Day, Year)

		STAMP/CERTIFY DATE						LAST UPDATED BY				LAST UPDATED ON				14. Agency use only:

		Printed on 10/10/2014 09:05:29 AM																Standard Form 425 - Revised 10/11/2011

		FPRS Electronic Version																OMB Approval Number: 0348-0061
Expiration Date: 2/28/2015

		Paperwork Burden Statement 
According to the Paperwork Reduction Act, as amended, no persons are required to respond to a collection of information unless it displays a valid OMB Control Number. The valid OMB control number for this information collection is 0348-0061. Public reporting burden for this collection of information is estimated to average 1.5 hours per response, including time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the Office of Management and Budget, Paperwork Reduction Project ( 0348-0061), Washington, DC 20503.








Cost Allocation Plan 


 


The DHHS cost allocation plan is governed by the Code of Federal Regulation Part 200—Uniform Administrative Requirements, Cost 


Principles, And Audit Requirements for Federal Awards and its companion guide ASMB C-10 establish principles for determining the 


allowable costs incurred by the department that can be attributed to these programs. The principles are for the purpose of cost 


determination and are not intended to identify the circumstances or dictate the extent of federal participation in the financing of a 


particular program or project. The principles are designed so that federal awards bear their fair share of cost recognized under these 


principles except where restricted or prohibited by law. 2 CFR §200, and ASMB C-10, establish uniform principles for distributing 


the costs of grants, contracts, and other programs and are the basis for the development of cost allocation plans and indirect cost rate 


proposals.  


 


Applications for federal funds often involve a request for reimbursement of both direct and indirect costs. Indirect costs are costs that 


are not readily identifiable with the activities of the grant or contract but are nevertheless incurred as result of the activities performed 


using these funds. Accounting, payroll, personnel, budgeting, and purchasing are all examples of departments that more often than not 


benefit several other departments and programs and for which costs should be attributed through an indirect means of allocation.  


 


A CAP is required in order to provide a process for identifying and assigning all costs incurred by an agency, in this case, DHHS, to 


benefiting activities or cost centers. CAPs are organized by department functions. The primary goal 2 CFR §200 is to provide uniform 


cost principles to establish which costs of a state, or local agency or program should be borne in part or in full by the federal 


government. 2 CFR §200 contains revised sections on determining allowable costs and a revised section on public assistance cost 


allocation plans. These sections contain instruction on how to determine the costs and beneficiaries accessing federal dollars, and to 


track all administrative costs of running all programs, however they may be funded. 


 


All single source agencies must submit their CAP to a designated cognizant agency for approval. The cognizant agency, which is 


responsible for the review and approval of the plan, is generally the federal agency providing the greatest dollar support subject to 


indirect cost rates, in this case, the Division of Cost Allocation (DCA) at the Department of Health and Human Services (DHHS).    


 


The CAP was developed by DHHS and PCG. PCG reviewed DHHS’ existing cost allocation processes and conducted extensive 


interviews with DHHS staff. PCG then worked with DHHS to identify all costs incurred by the Department and modified its software 


to upload and modify DHHS cost data and allocate all costs to DHHS programmatic areas, called final receivers. The DHHS CAP is a 


“full” CAP, including different funds and Federal dollars. DHHS has signed user agreements with PCG that prohibit DHHS from 


providing the software to any other parties or using it to create cost allocation plans for any other agencies.  


 


Four-Stepdown Method 


 


The CAP system uses what is called the “four-stepdown method” to allocate costs. In this method, each stepdown is performed at once 


for all accounts, taking full advantage of the relational database querying abilities in Microsoft Access. The four-stepdown method 


allocates costs from each account by its designated statistic to receiving accounts through a series of four identical iterations. For 


example, in the first stepdown, only initial accounts allocate costs since all other accounts have no cost at this point. To determine the 


allocations in the second stepdown, the system needs to determine how much cost came into each account from the first allocation, the 


system then allocates the revised amount to the proper accounts based on the allocation method. Recalculation of the allocation 


percentages is not necessary because all costs are given to the appropriate accounts, regardless of account number. Identical 


procedures determine the amount of cost to be allocated for subsequent allocations. Additional amounts will be allocated to final 


receivers on each allocation. 


 


Even after four allocations, there will still be a small amount of cost left over in the non-final accounts. After the fourth allocation, all 


of the cost that would be given to non-final accounts is placed in a residual table. These residual costs then get redistributed according 


to the current distribution of costs in each final account (i.e., total cost) where multiple stepdowns occurred (costs allocated straight to 


a final receiver from an initial account will not pick up overhead. For example, if a final account contains 10 percent of all the costs 


present in all final accounts put together, it will then receive a 10 percent share of the residual costs. This process allocates all of the 


remaining costs so that by the end of all the allocations, all of the costs that begin in the system end up in final accounts. The reports 


refer to these residual costs as the “final allocation”. 






Quarterly Financial Report

						Agency:

						Program(s):

						Agreement Period:						through

						This Reporting Period:						through

						Agreement Number:

						CT Number:

		QUARTERLY REPORT OF REVENUE AND EXPENSES								AGREEMENT		ACCRUAL		EXPENSES AS

										BUDGET		YEAR TO DATE		% OF BUDGET

				REVENUE SOURCES TO BE COST SHARED

				AGREEMENT FEDERAL REVENUE

				Federal DHHS Agreement Funds (Enter Amount from Budget Form 1, Line 5 and YTD Amount)						$   - 0		$   - 0		0%

				Federal BLOCK GRANT Agreement Funds (Enter Amount from Budget Form 1, Line 6 and YTD Amount)						$   - 0		$   - 0		0%

				AGREEMENT STATE REVENUE

				State DHHS Agreement Funds - GF (Enter Amount from Budget Form 1, Line 9 and YTD Amount)						$   - 0		$   - 0		0%

				State DHHS Agreement Funds - FHM (Enter Amount from Budget Form 1, Line 10 and YTD Amount)						$   - 0		$   - 0		0%

				State DHHS Agreement Funds - OTHER (Enter Amount from Budget Form 1, Line 11 and YTD Amount)						$   - 0		$   - 0		0%

				UNRESTRICTED COUNTY/MUNICIPAL REVENUE (Enter Amount from Budget Form 1 and YTD Amount)

				List Sources Separately below:

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

				PRIVATE CLIENT FEES (Enter Amount from Budget Form 1 and YTD Amount)

				List Sources Separately below:

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

				UNRESTRICTED REVENUE  (Enter Amount from Budget Form 1 and YTD Amount)

				Revenue not for specific use by Donor or funds committed to budget by Agency

				List Sources Separately below:

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

		TOTAL COST SHARED REVENUE		TOTAL COST SHARED REVENUE		auto calculated				$   - 0		$   - 0		0%

		NON COST SHARED REVENUE SOURCES		NON COST SHARED REVENUE SOURCES

				MAINECARE (Enter Amount from Budget Form 1, Line 22 and YTD Amount)						$   - 0		$   - 0		0%

				OTHER RESTRICTED FEDERAL/STATE (Enter Amount from Budget Form 1, Line 23 and YTD Amount)						$   - 0		$   - 0		0%

				THIRD PARTY IN-KIND (Enter Amount from Budget Form 1, Line 24 and YTD Amount)						$   - 0		$   - 0		0%

				PROGRAM FEES (Enter Amount from Budget Form 1, Line 25 and YTD Amount)						$   - 0		$   - 0		0%

				OTHER NON COST SHARED REVENUE (Enter Amount from Budget Form 1 and YTD Amount)

				List Revenues as shown on Budget Form 1:

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

										$   - 0		$   - 0		0%

				TOTAL NON COST SHARED REVENUE		auto calculated				$   - 0		$   - 0		0%

				TOTAL REVENUE		auto calculated				$   - 0		$   - 0		0%

				EXPENSE SUMMARY

				PERSONNEL EXPENSES (Enter Amount from Budget Form 2, Line 7 and YTD Amount)						$   - 0		$   - 0		0%

				EQUIPMENT PURCHASES (Enter Amount from Budget Form 2, Line 8 and YTD Amount)						$   - 0		$   - 0		0%

				SUBRECIPIENT AWARDS (Enter Amount from Budget Form 2, Line 9 and YTD Amount)						$   - 0		$   - 0		0%

				ALL OTHER EXPENSES

				Occupancy - Depreciation (Enter Amount from Budget Form 2, Line 11 and YTD Amount)						$   - 0		$   - 0		0%

				Occupancy - Interest (Enter Amount from Budget Form 2, Line 12 and YTD Amount)						$   - 0		$   - 0		0%

				Occupancy - Rent (Enter Amount from Budget Form 2, Line 13 and YTD Amount)						$   - 0		$   - 0		0%

				Utilities/Heat (Enter Amount from Budget Form 2, Line 14 and YTD Amount)						$   - 0		$   - 0		0%

				Telephone (Enter Amount from Budget Form 2, Line 15 and YTD Amount)						$   - 0		$   - 0		0%

				Maintenance/Minor Repairs (Enter Amount from Budget Form 2, Line 16 and YTD Amount)						$   - 0		$   - 0		0%

				Bonding/Insurance (Enter Amount from Budget Form 2, Line 17 and YTD Amount)						$   - 0		$   - 0		0%

				Equipment Rental/Lease (Enter Amount from Budget Form 2, Line 18 and YTD Amount)						$   - 0		$   - 0		0%

				Materials/Supplies (Enter Amount from Budget Form 2, Line 19 and YTD Amount)						$   - 0		$   - 0		0%

				Depreciation (non-occupancy) (Enter Amount from Budget Form 2, Line 20 and YTD Amount)						$   - 0		$   - 0		0%

				Food (Enter Amount from Budget Form 2, Line 21 and YTD Amount)						$   - 0		$   - 0		0%

				Client-Related Travel (Enter Amount from Budget Form 2, Line 22 and YTD Amount)						$   - 0		$   - 0		0%

				Other Travel (Enter Amount from Budget Form 2, Line 23 and YTD Amount)						$   - 0		$   - 0		0%

				Consultants - Direct Service (Enter Amount from Budget Form 2, Line 24 and YTD Amount)						$   - 0		$   - 0		0%

				Consultants - Other (Enter Amount from Budget Form 2, Line 25 and YTD Amount)						$   - 0		$   - 0		0%

				Independent Public Accountants (Enter Amount from Budget Form 2, Line 26 and YTD Amount)						$   - 0		$   - 0		0%

				Technology Services/Software (Enter Amount from Budget Form 2, Line 27 and YTD Amount)						$   - 0		$   - 0		0%

				Third Party In-Kind (Enter Amount from Budget Form 2, Line 28 and YTD Amount)						$   - 0		$   - 0		0%

				Service Provider Tax (Enter Amount from Budget Form 2, Line 29 and YTD Amount)						$   - 0		$   - 0		0%

				Training/Education (Enter Amount from Budget Form 2, Line 30 and YTD Amount)						$   - 0		$   - 0		0%

				Miscellaneous (Enter Amount from Budget Form 2, Line 31 and YTD Amount)						$   - 0		$   - 0		0%

				Indirect Allocated - G&A (Enter Amount from Budget Form 2, Line 33 and YTD Amount)						$   - 0		$   - 0		0%

				TOTAL ALL OTHER EXPENSES		auto calculated				$   - 0		$   - 0		0%

				TOTAL EXPENSES		auto calculated				$   - 0		$   - 0		0%

				ADJUSTMENTS

				MaineCare Total (Enter Amount from Budget Form 1, Line 22 and YTD Amount)						$   - 0		$   - 0		0%

				Other Restricted Federal/State  (Enter Amount from Budget Form 1, Line 23 and YTD Amount)						$   - 0		$   - 0		0%

				Third Party In-Kind Expenses (Enter Amount from Budget Form 1, Line 24 and YTD Amount)						$   - 0		$   - 0		0%

				Program Fees (Enter Amount from Budget Form 1, Line 25 and YTD Amount)						$   - 0		$   - 0		0%

				Subrecipient Awards (Enter Year to Date Amount Paid to Subrecipients)						$   - 0		$   - 0		0%

				Other Non Cost Share Adjustments (Enter Amount from Budget Form 1 and YTD Amount)

				List Separately:

				0						$   - 0		$   - 0		0%

				0						$   - 0		$   - 0		0%

				0						$   - 0		$   - 0		0%

				0						$   - 0		$   - 0		0%

				0						$   - 0		$   - 0		0%

				0						$   - 0		$   - 0		0%

				0						$   - 0		$   - 0		0%

				0						$   - 0		$   - 0		0%

				TOTAL ADJUSTMENTS		auto calculated				$   - 0		$   - 0		0%

				CASH REIMBURSEMENT

				TOTAL EXPENSES		auto calculated				$   - 0		$   - 0		0%

				TOTAL ADJUSTMENTS		auto calculated				$   - 0		$   - 0		0%

				NET REIMBURSABLE EXPENSES (TOTAL EARNED BY PROVIDER) auto calculated						$   - 0		$   - 0		0%

				Negotiated % (Enter % from Rider F-1 Agreement Settlement Form)						0.00%		0.00%

				CASH REIMBURSABLE AMOUNT = NEGOTIATED % X NET REIMBURSABLE EXPENSES								$   - 0

				Total Agreement Amount Received by Provider (Quarters 1 - 3 Entered by AA; Quarter 4 Entered by Provider)								$   - 0

				Subrecipient Awards								$   - 0

				Net Agreement Amount Retained by Provider								$   - 0

				AMOUNT DUE TO AGENCY/(AMOUNT DUE TO DHHS)						to be completed by DHHS		$   - 0

				Report completed by:						Date

				Report reviewed by:						Date



&LLast Updated: 10/31/2013&C&P&RVs. 2014-2

Enter the End Date of the Quarter

Enter the Start Date of the Agreement

Enter the End Date of the Agreement
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Cost Principles for State, Local, and Indian 
Tribal Governments 
2 CFR Part 225 
(OMB Circular A-87) 


Cost Principles for Educational Institutions 
2 CFR Part 220 
(OMB Circular A-21) 


Cost Principles for Non-Profit 
Organizations 
2 CFR Part 230 
(OMB Circular A-122) 
 


Final OMB Uniform Guidance: Cost 
Principles, Audit, and Administrative 
Requirements for Federal Awards 
Subpart  F, Appendix IV, Appendix V, 
Appendix IX 


Part 225 – Cost Principles for State, Local, 
and Indian Tribal Governments 
___.5    Purpose. 
___.10  Authority. 
___.15  Background. 
___.20  Policy. 
___.25  Definitions. 
___.30 OMB Responsibilities. 
___.35 Federal agency responsibilities. 
___.40 Effective date of changes. 
___.45 Relationship to previous issuance. 
___.50 Policy review date. 
___.55 Information contact. 


Part 220—Cost Principles for Educational 
Institutions 
___.5    Purpose. 
             Authority 
___.10  Scope. 
___.15  Policy. 
___.20  Applicability. 
___.25  OMB responsibilities. 
___.30  Federal Agency responsibilities. 
___.35  Effective date for changes. 
___.40  Relationship to previous issuance. 
___.45  Information Contact. 
___ Appendix A (A4.) Inquiries. 
 


Part 230—Cost Principles for Non-Profit 
Organizations 
___.5    Purpose. 
             Authority 
___.10  Scope. 
___.15  Policy. 
___.20  Applicability. 
___.25  Definitions. 
___.30  OMB responsibilities. 
___.35  Federal agency responsibilities. 
___.40  Effective date of changes. 
___.45  Relationship to previous issuance. 
___.50  Information contact. 


Subchapter A—General Provisions 
 
200.100 Purpose. (c) 
200.103 Authorities. 
200.101 Applicability. (a) (b) (c) 
Subpart A - Definitions. 
200.107 OMB Responsibilities. 
200.106 Agency Implementation. 
200.110 Effective Date. (a) (b) 
200.105 Effect on Other Issuances. 
200.104 Supersession. 
200.109 Review Date. 
200.108Inquires. 


Appendix A to Part 225—General Principles 
for Determining Allowable Costs 
 
 
 
A. Purpose and Scope 
1. Objectives 
2. Policy guides 
3. Application 
 
 
B. Definitions 
See Definitions side-by-side document 
 
 
C. Basic Guidelines 
1. Factors affecting allowability of costs 
2. Reasonable costs 
3. Allocable costs 
4. Applicable credits 
D. Composition of Cost 
1. Total cost 
2. Classification of costs 
 
 
 
 
 
 


Appendix A to Part 220—Principles for 
Determining Costs Applicable to Grants, 
Contracts, and Other Agreements With 
Educational Institutions 
 
A. Purpose and Scope 
1. Objectives 
2. Policy guides 
3. Application 
 
 
B. Definition of Terms 
See Table 2. Indirect (F&A) Costs 
Identification and Assignment, and Rate 
Determinations for Educational Institutions 
C. Basic Considerations 
1.  Composition of total costs 
2.  Factors affecting allowability of costs 
3.  Reasonable costs 
4.  Allocable costs 
5.  Applicable costs 
 
 
 
 
 
 
 
6.  Costs incurred by State and local  


Appendix A to Part 230—General Principles 
 
 
 
 
 
 
 
A.7. Conditional exemptions 
 
 
 
 
 
 
A. Basic Considerations 
1. Composition of total costs 
2. Factors affecting allowability of costs 
3. Reasonable costs 
4. Allocable costs 
5. Applicable credits 
6. Advance understandings 
 
 
 
 
 
 
 


Subpart E—Cost Principles 
 
 
 
General Provisions 
200.400 Policy Guide 
200.401 Application 
Subchapter A—General Provisions 
200.102 Exceptions. 
 
 
Subpart A - Definitions. 
See Definitions side-by-side document 
 
 
Basic Considerations 
200.403    Factors Affecting Allowability of   
                 Costs. 
200.404    Reasonable Costs. 
200.405    Allocable Costs. 
200.406    Applicable Credits. 
200.609    Documentation. 
200.402    Composition of Costs. 
200.407    Prior Written Approval. 
200.409    Special Considerations. 
 
 
 
 Special Considerations for Institutions of 
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Cost Principles for State, Local, and Indian 
Tribal Governments 
2 CFR Part 225 
(OMB Circular A-87) 


Cost Principles for Educational Institutions 
2 CFR Part 220 
(OMB Circular A-21) 


Cost Principles for Non-Profit 
Organizations 
2 CFR Part 230 
(OMB Circular A-122) 
 


Final OMB Uniform Guidance: Cost 
Principles, Audit, and Administrative 
Requirements for Federal Awards 
Subpart  F, Appendix IV, Appendix V, 
Appendix IX 


 
 
 
 
 
 
 
 
 
 
 
 
 
E. Direct Costs 
1. General 
2. Application 
3. Minor items 
 
F. Indirect Costs 
1. General 
2. Cost allocation plans and indirect cost  
    proposals 
3. Limitation on indirect or administrative costs 
 
G. Interagency Services 
 
H. Required Certifications 


     governments 
7.  Limitations on allowance of costs 
8.  Collection of unallowable costs 
9.  Adjustment of previously negotiated F&A  
     cost rates containing unallowable costs 
10.Consistency in estimating, accumulating    
     and reporting costs 
11. Consistency in allocating costs incurred for   
      the same purpose 
12. Accounting for unallowable costs 
13. Cost accounting period 
14. Disclosure statement 
 
D. Direct Costs 
1. General 
2. Application to sponsored agreements 
 
 
E. F&A Costs 
1. General  
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
B. Direct Costs 
 
 
 
 
C. Indirect Costs 
 
 
 
 
 
 
 
 


Higher Education 
200.418  Costs incurred by State and Local     
                Governments. 
Basic Considerations 
200.408    Limitation on Allowance of Costs. 
200.410    Collection of Unallowable Costs. 
200.411    Adjustment of Previously     
                 Negotiated Indirect (F&A) Cost  
                 Rates Containing Unallowable            
                 Costs. 
 
 
 
Direct and Indirect (F&A) Costs 
200.413    Direct Costs.(c) 
 
200.414    Indirect (F&A) Costs. 
 
Special Considerations for State, Local, and 
Indian Tribal Government 
200.416 Cost allocation Plans and Indirect Cost 
Proposals. 
 
200.417 Interagency Service. 
 
200.415   Required certifications. 


 See Table 2. Indirect (F&A) Costs 
Identification and Assignment, and Rate 
Determinations for Educational Institutions 
 
 
 
 
E.2. Criteria for distribution  
F. Identification and Assignment of F&A 
Costs 
1. Definition of Facilities and Administration.  
2. Depreciation and use allowances  
3. Interest  
4. Operation and maintenance expenses  
5. General administration and general expenses  
6. Departmental administration expenses  


 See Table 2. Indirect (F&A) Costs 
Identification and Assignment, and Rate 
Determinations for Educational Institutions 
Appendix III.  Indirect (F&A)Costs 
Identification and Assignment, and Rate 
Determination for Educational Institutions 
A. General 
1. Major functions of an institution 
2. Criteria for distribution 
B. Identification and assignment of indirect 
(F&A) costs. 
1. Definition of Facilities and Administration 
2. Depreciation 
3. Interest 
4. Operation and maintenance expense 
5. General administration and general expenses 
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Cost Principles for State, Local, and Indian 
Tribal Governments 
2 CFR Part 225 
(OMB Circular A-87) 


Cost Principles for Educational Institutions 
2 CFR Part 220 
(OMB Circular A-21) 


Cost Principles for Non-Profit 
Organizations 
2 CFR Part 230 
(OMB Circular A-122) 
 


Final OMB Uniform Guidance: Cost 
Principles, Audit, and Administrative 
Requirements for Federal Awards 
Subpart  F, Appendix IV, Appendix V, 
Appendix IX 


7. Sponsored projects administration  
8. Library expenses  
9. Student administration and services  
10. Offset for F&A expenses otherwise 
provided for by the Federal Government  
G. Determination and Application of F&A 
Cost Rate or Rates 
1. F&A cost pools  
2. The distribution basis  
3. Negotiated lump sum for F&A costs  
4. Predetermined rates for F&A costs  
5. Negotiated fixed rates and carry-forward 
provisions  
6. Provisional and final rates for F&A costs  
7. Fixed rates for the life of the sponsored 
agreement  
8. Limitation on reimbursement of 
administrative costs  
9. Alternative method for administrative costs  
10. Individual rate components  
11. Negotiation and approval of F&A rate  
12. Standard format for submission  
 
 
 
 
H. Simplified Method for Small Institutions 
1. General  
2. Simplified procedure  
 
 
 
 
 
 
K. Certification of Charges 


6. Departmental administration expenses 
7. Sponsored projects administration 
8. Library expenses 
9. Student administration and services 
10.  Offset for indirect (F&A) expenses 
otherwise provided for by the Federal 
Government. 
C. Determination and application of indirect 
(F&A) cost rate or rates. 
1. Indirect (F&A) cost pools. 
2.  The distribution basis. 
3.  Negotiated lump sum for indirect (F&A) 
costs. 
4.  Predetermined rates for indirect (F&A) 
costs. 
5.  Negotiated fixed rates and carry forward 
provisions. 
6.  Provisional and final rates for indirect 
(F&A) costs. 
7. Fixed rates for the life of the sponsored 
agreement 
8.  Limitation on reimbursement of 
administrative costs. 
9.  Alternative method for administrative costs. 
10.  Negotiation and approval of indirect 
(F&A) rate. 
11. Standard Format for Submission. 
D.  Simplified method for small institutions. 
1. General 
2.  Simplified procedure - Salaries and wages 
base. 
3.  Simplified procedure - Modified total direct 
cost base. 
 
E.  Documentation requirements 
 
F.  Certification   
1. Certification of charges 
2. Certification of indirect (F&A) costs 


  See Table 3. Indirect (F&A) Costs 
Identification and Assignment, and Rate 
Determinations for Nonprofit Organizations 
D. Allocation of Indirect Costs and 


See Table 3. Indirect (F&A) Costs 
Identification and Assignment, and Rate 
Determinations for Nonprofit Organizations 
Appendix V. Indirect (F&A) Costs 
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Cost Principles for State, Local, and Indian 
Tribal Governments 
2 CFR Part 225 
(OMB Circular A-87) 


Cost Principles for Educational Institutions 
2 CFR Part 220 
(OMB Circular A-21) 


Cost Principles for Non-Profit 
Organizations 
2 CFR Part 230 
(OMB Circular A-122) 
 


Final OMB Uniform Guidance: Cost 
Principles, Audit, and Administrative 
Requirements for Federal Awards 
Subpart  F, Appendix IV, Appendix V, 
Appendix IX 


Determination of Indirect Cost Rates 
1. General  
2. Simplified allocation method  
3. Multiple allocation base method  
4. Direct allocation method  
5. Special indirect cost rates  
 
 
 
 
E. Negotiation and Approval of Indirect 
Cost Rates 
1. Definitions  
2. Negotiation and approval of rates  
 


Identification and Assignment, and Rate 
Determination for Nonprofit Organizations 
A. General 
B. Allocation of Indirect Costs and 
Determination of Indirect Cost Rates 
1. General 
2. Simplified allocation method 
3. Multiple allocation base method 
4. Direct allocation method 
5.Special indirect cost rates 
C. Negotiation and Approval of Indirect 
Cost Rates 
1. Definitions 
2. Negotiation and approval of rates 
Certification of Cost Allocation Plan 


See Table 1. Selected Items of Cost 
Appendix B to Part 225—Selected Items of 
Cost, 1.-43. 
 


See Table 1. Selected Items of Cost 
J. General Provisions for Selected Items of 
Cost, J1. – J54. 
 


See Table 1. Selected Items of Cost 
Appendix B to Part 230 – Selected Items of 
Cost, 1.-52. 
 


See Table 1. Selected Items of Cost 
 VI. General Provisions for Selected Items of 
Cost 
200.621 Selected Items of Cost, C-1. – C-54. 
 


*Appendix C to Part 225—State/Local-Wide 
Central Service Cost Allocation Plans 
*Appendix D to Part 225—Public Assistance 
Cost Allocation Plans 
*Appendix E to Part 225—State and Local 
Indirect Cost Rate Proposals 


*Note: OMB Circular A-87 Appendices C, D, and E are included in the Proposed Uniform 
Guidance Appendices VI, VII, and VIII, but are not included in this side-by-side comparison 
document. See the crosswalk document for any revisions to the proposed guidance. 
 
 


Appendix V – State/Local Government and 
Indian Tribe-Wide Central Service Cost 
Allocation Plans 
Appendix VI – Public Assistance Cost 
Allocation Plans 
Appendix VII – State and Local Government 
and Indian Tribe Indirect Cost Proposals 


  Note: Appendix IX- Hospital Cost Principles 
Based on initial feedback, OMB proposes to 
establish a review process to consider existing 
hospital cost determine how best to update and 
align them with this guidance.  Until such time 
as revised guidance is proposed and 
implemented for hospitals, the existing 
principles located at 45 CFR 74 Appendix E, 
entitled “Principles for Determining Cost 
Applicable to Research and Development 
Under Grants and Contracts with Hospitals,” 
remain in effect. 
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2 CFR Part 225 
(OMB Circular A-87)  


2 CFR Part 220 
(OMB Circular A-21) 
 


2 CFR Part 230 
(OMB Circular A-122) 


Final Uniform Guidance 


___.5 Purpose. 
This part establishes principles and standards 
for determining costs for Federal awards 
carried out through grants, cost reimbursement 
contracts, and other agreements with State and 
local governments and federally-recognized 
Indian tribal governments (governmental  
units). 
 


___.5 Purpose. 
This part establishes principles for determining 
costs applicable to grants, contracts, and other 
agreements with educational institutions. 
 
 


___.5 Purpose. 
This part establishes principles for determining 
costs of grants, contracts and other agreements 
with non-profit organizations. 
 


200.100(c) 
Cost Principles.  Subpart E – Cost Principles of 
this Part establishes principles for determining 
the allowable costs incurred by non-Federal 
entities under Federal awards.  The principles 
are for the purpose of cost determination and 
are not intended to identify the circumstances 
or dictate the extent of Federal government 
participation in the financing of a particular 
program or project.  The principles are 
designed to provide that Federal awards bear 
their fair share of cost recognized under these 
principles except where restricted or prohibited 
by statute.   


___.10 Authority. 
This part is issued under the authority of the 
Budget and Accounting Act of 1921, as 
amended; the Budget and Accounting 
Procedures Act of 1950, as amended; the Chief 
Financial Officers Act of 1990; Reorganization 
Plan No. 2 of 1970; and Executive Order No. 
11541 (“Prescribing the Duties of the Office of 
Management and Budget and the Domestic 
Policy Council in the Executive Office of the 
President”). 
 
 
 
 
. 
 
 
 
 


Authority: 31 U.S.C. 503; 31 U.S.C. 1111; 41 
U.S.C. 405; Reorganization Plan No. 2 of 
1970; E.O. 11541, 35 FR 10737, 3 CFR, 1966-
1970, p. 939.  
 
Source: 70 FR 51881, Aug. 31, 2005, unless 
otherwise noted.  
 


Authority: 31 U.S.C. 503; 31 U.S.C. 1111; 41 
U.S.C. 405; Reorganization Plan No. 2 of 
1970; E.O. 11541, 35 FR 10737, 3 CFR, 1966-
1970, p. 939  
 
Source: 70 FR 51927, Aug. 31, 2005, unless 
otherwise noted.  
 


200.103 Authorities. 
(b) Subpart E – Cost Principles is authorized 
under the Budget and Accounting Act of 1921, 
as amended; the Budget and Accounting 
Procedures Act of 1950, as amended (31 
U.S.C. §§ 1101-1125); the Chief Financial 
Officers Act of 1990 (31 U.S.C. §§ 503-504); 
Reorganization Plan No. 2 of 1970; and 
Executive Order No. 11541, "Prescribing the 
Duties of the Office of Management and 
Budget and the Domestic Policy Council in the 
Executive Office of the President." 
 


 


 


A-87 A-21 A-122 Final Uniform Guidance 


___.15 Background. 
As part of the government-wide grant 
streamlining effort under Public Law 106-107, 
Federal Financial Award Management 
Improvement Act of 1999, OMB led an 


___.10 Scope. 
The principles in this part deal with the subject 
of cost determination, and make no attempt to 
identify the circumstances or dictate the extent 
of agency and institutional participation in the 


___.10 Scope. 
(a) This part does not apply to colleges and 
universities which are covered by 2 CFR part 
220 Cost Principles for Educational Institutions 
(OMB Circular A–21); State, local, and 


200.101 Applicability. (a)(b)(c) 
(a) General applicability to Federal agencies.  
The requirements established in this Part apply 
to Federal agencies that make Federal awards 
to non-Federal entities.  These requirements are 
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A-87 A-21 A-122 Final Uniform Guidance 
interagency workgroup to simplify and make 
consistent, to the extent feasible, the various 
rules used to award Federal grants. An 
interagency task force was established in 2001 
to review existing cost principles for Federal 
awards to State, local, and Indian tribal 
governments; colleges and universities; and 
non-profit organizations. The task force studied 
“Selected Items of Cost” in each of the three 
cost principles to determine which items of 
costs could be stated consistently and/or more 
clearly. 
 
___.20 Policy. 
This part establishes principles and standards 
to provide a uniform approach for determining 
costs and to promote effective program 
delivery, efficiency, and better relationships 
between governmental units and the Federal 
Government. The principles are for 
determining allowable costs only. They are not 
intended to identify the circumstances or to 
dictate the extent of Federal and governmental 
unit participation in the financing of a 
particular Federal award. Provision for profit or 
other increment above cost is outside the scope 
of this part. 
 


financing of a particular project. Provision for 
profit or other increment above cost is outside 
the scope of this part. 
 
___.15 Policy. 
The principles in this part are designed to 
provide that the Federal Government bear its 
fair share of total costs, determined in 
accordance with generally accepted accounting 
principles, except where restricted or 
prohibited by law. Agencies are not expected 
to place additional restrictions on individual 
items of cost. The successful application of 
cost accounting principles requires 
development of mutual understanding between 
representatives of educational institutions and 
of the Federal Government as to their scope, 
implementation, and interpretation. 
 
___.20 Applicability. 
(a) All Federal agencies that sponsor research 
and development, training, and other work at 
educational institutions shall apply the 
provisions of Appendix A to this part in 
determining the costs incurred for such work. 
The principles shall also be used as a guide in 
the pricing of fixed price or lump sum 
agreements. 
 
(b) Each federal agency that awards defense-
related contracts to a Federally Funded 
Research and Development Center (FFRDC) 
associated with an educational institution shall 
require the FFRDC to comply with the Cost 
Accounting Standards and with the rules and 
regulations issued by the Cost Accounting 
Standards Board and set forth in 47 CFR part 
99. 
 


federally-recognized Indian tribal governments 
which are covered by 2 CFR part 225 Cost 
Principles for State, Local, and Indian Tribal 
Governments (OMB Circular A–87); or 
hospitals. 
 
(b) The principles deal with the subject of cost 
determination, and make no attempt to identify 
the circumstances or dictate the extent of 
agency and non-profit organization 
participation in the financing of a particular 
project. Provision for profit or other increment 
above cost is outside the scope of this part. 
 
___.15 Policy. 
The principles are designed to provide that the 
Federal Government bear its fair share of costs 
except where restricted or prohibited by law. 
The principles do not attempt to prescribe the 
extent of cost sharing or matching on grants, 
contracts, or other agreements. However, such 
cost sharing or matching shall not be 
accomplished through arbitrary limitations on 
individual cost elements by Federal agencies. 
 
___.20 Applicability. 
(a) These principles shall be used by all 
Federal agencies in determining the costs of 
work performed by non-profit organizations 
under grants, cooperative agreements, cost 
reimbursement contracts, and other contracts in 
which costs are used in pricing, administration, 
or settlement. All of these instruments are 
hereafter referred to as awards. The principles 
do not apply to awards under which an 
organization is not required to account to the 
Federal Government for actual costs incurred. 
 
(b) All cost reimbursement subawards 
(subgrants, subcontracts, etc.) are subject to 
those Federal cost principles applicable to the 
particular organization concerned. Thus, if a 
subaward is to a non-profit organization, this 
part shall apply; if a subaward is to a 
commercial organization, the cost principles 
applicable to commercial concerns shall apply; 
if a subaward is to a college or university, 2 


applicable to all costs related to Federal 
awards. 
(b) (1) Applicability to different types of 
Federal awards.  The following table describes 
what portions of this Part apply to which types 
of Federal awards.  The terms and conditions 
of Federal awards (including this Part) flow 
down to subawards to subrecipients unless a 
particular section of this Part or the terms and 
conditions of the Federal award specifically 
indicate otherwise.  This means that non-
Federal entities must comply with requirements 
in this Part regardless of whether the non-
Federal entity is a recipient or subrecipient of a 
Federal award.  Pass-through entities must 
comply with the requirements described in 
Subpart D – Post Federal Award Requirements,  
V Subrecipient Monitoring and Management, 
but not any requirements in this Part directed 
towards Federal awarding agencies unless the 
requirements of this Part or the terms and 
conditions of the Federal award indicate 
otherwise. See Applicability Table in full text of 
guidance. 
(2) Federal award of cost-reimbursement 
contract under the FAR to a non-Federal entity.  
When a non-Federal entity is awarded a cost-
reimbursement contract, only Subpart D – Post 
Federal Award Requirements, Subrecipient 
Monitoring and Management (in addition to 
any FAR related requirements for subaward 
monitoring), Subpart E – Cost Principles and 
Subpart F - Audit Requirements, of this Part 
are incorporated by reference into the contract.  
However, when the Cost Accounting Standards 
(CAS) are applicable to the contract, they take 
precedence over the requirements of this Part 
except for Subpart F - Audit Requirements 
when they are in conflict.  In addition, costs 
that are made unallowable under 10 U.S.C. 
2324(e) and 41 U.S.C. 4304(a) as described in 
the FAR subpart 31.2 and subpart 31.603 are 
always unallowable.  For requirements other 
than those covered in Subpart D – Post Federal 
Award Requirements, Subrecipient Monitoring 
and Management, Subpart E – Cost Principles 
and Subpart F - Audit Requirements, the terms 
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CFR part 220 shall apply; if a subaward is to a 
State, local, or federally-recognized Indian 
tribal government, 2 CFR part 225 shall apply. 
 
(c) Exclusion of some non-profit organizations. 
Some non-profit organizations, because of their 
size and nature of operations, can be 
considered to be similar to commercial 
concerns for purpose of applicability of cost 
principles. Such non-profit organizations shall 
operate under Federal cost principles 
applicable to commercial concerns. A listing of 
these organizations is contained in appendix C 
to this part. Other organizations may be added 
from time to time. 


of the contract and the FAR apply.    
(3) With the exception of Subpart F - Audit 
Requirements, which is required by the Single 
Audit Act, in any circumstances where the 
provisions of Federal statutes or regulations 
differ from the provisions of this Part, the 
provision of the Federal statutes or regulations 
govern.  This includes, for agreements with 
Indian tribes, the provisions of the Indian Self-
Determination and Education and Assistance 
Act (ISDEAA), as amended, 25 U.S.C §§ 450 
et seq. 
(c) Federal agencies may apply subparts A 
through E to for-profit entities, foreign public 
entities, or foreign organizations, except where 
the Federal awarding agency determines that 
the application these subparts would be 
inconsistent with the international obligations 
of the United States or the statute or 
regulations of a foreign government.   
d) Except for section 200.202 Requirement to 
Provide Public Notice of Federal Financial 
Assistance Programs and Subrecipient 
Monitoring and Management of Subpart D – 
Post Federal Award Requirements, the 
requirements in Subpart C – Pre-Federal 
Award Requirements and Contents of Federal 
Awards, Subpart D – Post Federal Award 
Requirements, and Subpart E – Cost Principles 
do not apply to the following programs: 
(1) The block grant awards authorized by the 
Omnibus Budget Reconciliation Act of 1981 
(including Community Services; Preventive 
Health and Health Services; Alcohol, Drug 
Abuse, and Mental Health Services; Maternal 
and Child Health Services; Social Services; 
Low-Income Home Energy Assistance; 
States’  Program of Community Development 
Block Grant Awards for Small Cities; and 
Elementary and Secondary Education other 
than programs administered by the Secretary of 
Education under title V, chapter 2, section 
583— the Secretary’s discretionary award 
program) and both the Alcohol and Drug 
Abuse Treatment and Rehabilitation Block 
Grant Award (42 U.S.C. §§ 300x-21 to 300x-
35 and 42 U.S.C. §§ 300x-51 to 300x64) and 
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the Mental Health Service for the Homeless 
Block Grant Award (42 U.S.C. §§ 300x to 
300x-9) under the Public Health Services Act. 
(2) Federal awards to local education agencies 
under 20 U.S.C. §§ 7702-7703b, (portions of 
the Impact Aid program); 
(3) Payments under the Department of 
Veterans Affairs’ State Home Per Diem 
Program (38 U.S.C. § 1741); and 
(4) Federal awards authorized under the Child 
Care and Development Block Grant Act of 
1990, as amended:             
(A) Child Care and Development Block Grant 


(42 U.S.C. 9858) 
(B) Child Care Mandatory and Matching Funds 
of the Child Care and Development Fund (42 
U.S.C. 9858) 
 (e) Except for section 200.202 Requirement to 
Provide Public Notice of Federal Financial 
Assistance Programs the guidance in Subpart C 
– Pre-Federal Award Requirements and 
Contents of Federal Awards does not apply to 
the following programs: 
(1) Entitlement Federal awards to carry out the 
following programs of the Social Security Act: 
(A) Temporary Assistance to Needy Families 
(title IV-A of the Social Security Act, 42 
U.S.C. §§ 601-619);  
(B) Child Support Enforcement and 
Establishment of Paternity (title IV-D of the 
Social Security Act, 42 U.S.C. §§ 651-669b); 
(C) Foster Care and Adoption Assistance (title 
IV-E of the Act, 42 U.S.C. §§ 670-679c); 
(D) Aid to the Aged, Blind, and Disabled (titles 
I, X, XIV, and XVI-AABD of the Act, as 
amended); and 
(E) Medical Assistance (Medicaid) (title XIX 
of the Act, 42 U.S.C. §§ 1396-1396w-5) not 
including the State Medicaid Fraud Control 
program authorized by section 1903(a)(6)(B) 
of the Social Security Act (42 U.S.C. § 
1396b(a)(6)(B)). 
(2) A Federal award for an experimental, pilot, 
or demonstration project that is also supported 
by a Federal award listed in paragraph (e)(1) of 
this section; 
(3) Federal awards under subsection 412(e) of 
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the Immigration and Nationality Act and 
subsection 501(a) of the Refugee Education 
Assistance Act of 1980 (Pub. L. 96–422, 94 
Stat. 1809), for cash assistance, medical 
assistance, and supplemental security income 
benefits to refugees and entrants and the 
administrative costs of providing the assistance 
and benefits (8 U.S.C. § 1522(e)); 
(4) Entitlement awards under the following 
programs of The National School Lunch Act: 
(A) National School Lunch Program (section 4 
of the Act, 42 U.S.C. § 1753), 
(B) Commodity Assistance (section 6 of the 
Act, 42 U.S.C. § 1755), 
(C) Special Meal Assistance (section 11 of the 
Act, 42 U.S.C. § 1759a), 
(D) Summer Food Service Program for 
Children (section 13 of the Act, 42 U.S.C. § 
1761), and 
(E) Child and Adult Care Food Program 
(section 17 of the Act, 42 U.S.C. § 1766). 
(5) Entitlement awards under the following 
programs of The Child Nutrition Act of 1966: 
(A) Special Milk Program (section 3 of the 
Act, 42 U.S.C. § 1772),  
(B) School Breakfast Program (section 4 of the 
Act, 42 U.S.C. § 1773), and 
(C) State Administrative Expenses (section 7 
of the Act, 42 U.S.C. section 1776). 
(6) Entitlement awards for State Administrative 
Expenses under The Food and Nutrition Act of 
2008 (section 16 of the Act, 7 U.S.C. § 2025). 
(7) Non-discretionary Federal awards under the 
following non-entitlement programs: 
(A) Special Supplemental Nutrition Program 
for Women, Infants and Children (section 17 of 
the Child Nutrition Act of 1966) 42 U.S.C. 
section 1786;   
(B) The Emergency Food Assistance Programs 
(Emergency Food Assistance Act of 1983) 7 
U.S.C. section 7501 note; and 
(C) Commodity Supplemental Food Program 
(section 5 of the Agriculture and Consumer 
Protection Act of 1973) 7 U.S.C. section 612c 
note. 


___.25 Definitions. 
See side-by-side comparison document for all 


 ___.25 Definitions. 
See side-by-side comparison document for all 


Subchapter A—General Provisions 
Definitions. 
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Definitions. Definitions. See side-by-side comparison document for all 


Definitions. 
___.30 OMB responsibilities. 
The Office of Management and Budget (OMB) 
will review agency regulations and 
implementation of this part, and will provide 
policy interpretations and assistance to insure 
effective and efficient implementation. Any 
exceptions will be subject to approval by 
OMB. Exceptions will only be made in 
particular cases where adequate justification is 
presented. 


___.25 OMB Responsibilities. 
OMB is responsible for: 
(a) Issuing and maintaining the guidance in this 
part. 
 
(b) Interpreting the policy requirements in this 
part and providing assistance to ensure 
effective and efficient implementation. 
(c) Granting any deviations to Federal agencies 
from the guidance in this part, as provided in 
Appendix A to this part. Exceptions will only 
be made in particular cases where adequate 
justification is presented. 
(d) Conducting broad oversight of government-
wide compliance with the guidance in this part. 


___.30 OMB responsibilities. 
OMB may grant exceptions to the requirements 
of this part when permissible under existing 
law. However, in the interest of achieving 
maximum uniformity, exceptions will be 
permitted only in highly unusual 
circumstances. 
 


__.107 OMB Responsibilities. 
OMB will review Federal agency regulations 
and implementation of this Part, and will 
provide interpretations of policy requirements 
and assistance to ensure effective and efficient 
implementation.  Any exceptions will be 
subject to approval by OMB.  Exceptions will 
only be made in particular cases where 
adequate justification is presented. 
 


___.35 Federal agency responsibilities. 
Agencies responsible for administering 
programs that involve cost reimbursement 
contracts, grants, and other agreements with 
governmental units shall issue regulations to 
implement the provisions of this part and its 
appendices. 


___.30 Federal Agency responsibilities. 
The head of each Federal agency that awards 
and administers grants and agreements subject 
to this part is responsible for requesting 
approval from and/or consulting with OMB (as 
applicable) for deviations from the guidance in 
Appendix A to this part and performing the 
applicable functions specified in Appendix A 
to this part. 


___.35 Federal agency responsibilities. 
The head of each Federal agency that awards 
and administers grants and agreements subject 
to this part is responsible for requesting 
approval from and/or consulting with OMB (as 
applicable) for deviations from the guidance in 
the appendices to this part and performing the 
applicable functions specified in the 
appendices to this part. 


200.106 Agency Implementation.  
The specific requirements and responsibilities 
of Federal agencies and non-Federal entities 
are set forth in this Part.  Federal agencies 
making Federal awards to non-Federal entities 
must implement the language in the Subpart C 
– Pre-Federal Award Requirements and 
Contents of Federal Awards through for 
Subpart F - Audit Requirements of this Part in 
codified regulations unless different provisions 
are required by Federal statute or are approved 
by OMB. 
 


___.40 Effective date of changes. 
This part is effective August 31, 2005. 


___.35 Effective date for changes. 
Institutions as of the start of their first fiscal 
year beginning after that date shall implement 
the provisions. Earlier implementation, or a 
delay in implementation of individual 
provisions, is permitted by mutual agreement 
between an institution and the cognizant 
Federal agency. 


___.40 Effective date of changes. 
The provisions of this part are effective August 
31, 2005. Implementation shall be phased in by 
incorporating the provisions into new awards 
made after the start of the organization's next 
fiscal year. For existing awards, the new 
principles may be applied if an organization 
and the cognizant Federal agency agree. Earlier 
implementation, or a delay in implementation 
of individual provisions, is also permitted by 
mutual agreement between an organization and 
the cognizant Federal agency. 


200.110 Effective Date.   
(a) The standards set forth in this Part which 
affect administration of Federal awards issued 
by Federal agencies become effective once 
implemented by Federal agencies or when any 
future amendment to this Part becomes final.  
Federal agencies must implement the policies 
and procedures applicable to Federal awards by 
promulgating a regulation to be effective by 
[Insert Date one year after publication of this 
part] unless different provisions are required by 
statute or approved by OMB.  


___.45 Relationship to previous issuance. 
(a) The guidance in this part previously was 
issued as OMB Circular A–87. Appendix A to 
this part contains the guidance that was in 


___.40 Relationship to previous issuance. 
(a) The guidance in this part previously was 
issued as OMB Circular A–21. Designations of 
the attachment to the Circular and the 


___.45 Relationship to previous issuance. 
(a) The guidance in this part previously was 
issued as OMB Circular A–122. Appendix A to 
this part contains the guidance that was in 


200.105 Effect on Other Issuances  
For Federal awards subject to this Part, all 
administrative requirements, program manuals, 
handbooks and other non-regulatory materials 
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Attachment A (general principles) to the OMB 
circular; appendix B contains the guidance that 
was in Attachment B (selected items of cost); 
appendix C contains the information that was 
in Attachment C (state/local-wide central 
service cost allocation plans); appendix D 
contains the guidance that was in Attachment 
D (public assistance cost allocation plans); and 
appendix E contains the guidance that was in 
Attachment E (state and local indirect cost rate 
proposals). 
 
(b) This part supersedes OMB Circular A–87, 
as amended May 10, 2004, which superseded 
Circular A–87, as amended and issued May 4, 
1995. 


appendices to that attachment have changed, as 
shown in the following table: See table in CFR 
Part 220_.40 
 
(b) Historically, OMB Circular A–21 
superseded Federal Management Circular 73–
8, dated December 19, 1973. FMC 73–8 was 
revised and reissued under its original 
designation of OMB Circular No. A–21. The 
provisions of A–21 were effective October 1, 
1979, except for subsequent amendments 
incorporated herein for which the effective 
dates were specified in these revisions (47 FR 
33658, 51 FR 20908, 51 FR 43487, 56 FR 
50224, 58 FR 39996, 61 FR 20880, 63 FR 
29786, 63 FR 57332, 65 FR 48566 and 69 FR 
25970). 


Attachment A (general principles) to the OMB 
circular; Appendix B contains the guidance 
that was in Attachment B (selected items of 
cost) to the OMB circular; and Appendix C 
contains the information that was in 
Attachment C (non-profit organizations not 
subject to the Circular) to the OMB circular. 
 
(b) Historically, OMB Circular A–122 
superseded cost principles issued by individual 
agencies for non-profit organizations. 
 


that are inconsistent with the requirements of 
this Part must be superseded upon 
implementation of this Part by the Federal 
agency, except to the extent they are required 
by statute or authorized in accordance with the 
provisions in section 200.102 Exceptions  
 
200.104 Supersession.  
As described in section 200. 110Effective 
Date, this Part supersedes the following OMB 
guidance documents and regulations under 
Title 2 of the Code of Federal Regulations.: 
(a) A-21, “Cost Principles for Educational 
Institutions” (2 C.F.R. Part 220); 
(b) A-87, “Cost Principles for State, Local and 
Indian Tribal Governments” (2 C.F.R. Part 
225) and also Federal Register notice 51 FR 
552 (January 6, 1986); 
(c) A-89, “Federal Domestic Assistance 
Program Information”; 
(d) A-102, “Grant Awards and Cooperative 
Agreements with State and Local 
Governments”; 
(e) A-110, “Uniform Administrative 
Requirements for Awards and Other 
Agreements with Institutions of Higher 
Education, Hospitals, and Other Nonprofit 
Organizations” (codified at 2 C.F.R. 215); 
(f) A-122, “Cost Principles for Non-Profit 
Organizations” (2 C.F.R. Part 230); 
(g) A-133, “Audits of States, Local 
Governments and Non-Profit Organizations,”; 
and  
(h) Those sections of A-50 related to audits 
performed under Subpart F – Audit 
Requirements.  


___.50 Policy review date. 
This part will have a policy review three years 
from the date of issuance. 


  200.109 Review Date.  
OMB will review this Part at least every five 
years after [insert date of publication].  


___.55 Information contact. 
Further information concerning this part may 
be obtained by contacting the Office of Federal 
Financial Management, Financial Standards 
and Reporting Branch, Office of Management 
and Budget, Washington, DC 20503, telephone 
202–395–3993. 


___.45 Information contact. 
Further information concerning this part may 
be obtained by contacting the Office of Federal 
Financial Management, Office of Management 
and Budget, Washington, DC 20503, telephone 
(202) 395–3993.  
 
Appendix A - A.4. Inquiries. 


___.50 Information contact. 
Further information concerning this part may 
be obtained by contacting the Office of Federal 
Financial Management, OMB, Washington, 
DC 20503, telephone (202) 395–3993. 
 
 
 


200.108 Inquiries  
Inquiries concerning this Part may be directed 
to the Office of Federal Financial Management 
Office of Management and Budget, in 
Washington, D.C.  Non-Federal entities’ 
inquiries should be addressed to the Federal 
awarding agency, cognizant agency for indirect 
costs, cognizant or oversight agency for audit, 
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All inquiries from Federal agencies concerning 
the cost principles contained in this Appendix 
to 2 CFR part 220, including the administration 
and implementation of the Cost Accounting 
Standards (CAS) (described in Sections C.10 
through C.13) and disclosure statement (DS–2) 
requirements, shall be addressed by the Office 
of Management and Budget (OMB), Office of 
Federal Financial Management, in coordination 
with the Cost Accounting Standard Board 
(CASB) with respect to inquiries concerning 
CAS. Educational institutions' inquiries should 
be addressed to the cognizant agency. 
 


 or pass-through entity as appropriate.   
 


Appendix A to Part 225 – General Principles 
for Determining Allowable Costs 


Appendix A to Part 220 – Principles for 
Determining Costs Applicable to Grants, 
Contracts, and Other Agreements With 
Educational Institutions 


Appendix A to Part 230—General Principles Subchapter E: Cost Principles  


A. Purpose and Scope. A. Purpose and Scope. A. Basic Considerations.  General Provisions. 
A.1. Objectives.  
This Appendix establishes principles for 
determining the allowable costs incurred by 
State, local, and federally-recognized Indian 
tribal governments (governmental units) under 
grants, cost reimbursement contracts, and other 
agreements with the Federal Government 
(collectively referred to in this appendix and 
other appendices to 2 CFR part 225 as “Federal 
awards”). The principles are for the purpose of 
cost determination and are not intended to 
identify the circumstances or dictate the extent 
of Federal or governmental unit participation in 
the financing of a particular program or 
project. The principles are designed to provide 
that Federal awards bear their fair share of cost 
recognized under these principles except where 
restricted or prohibited by law. Provision for 
profit or other increment above cost is outside 
the scope of 2 CFR part 225. 


A.1. Objectives. 
This Appendix provides principles for 
determining the costs applicable to research 
and development, training, and other sponsored 
work performed by colleges and universities 
under grants, contracts, and other agreements 
with the Federal Government. These 
agreements are referred to as sponsored 
agreements. 


  


A.2. Policy guides. 
a. The application of these principles is based 
on the fundamental premises that: 
 
(1) Governmental units are responsible for the 
efficient and effective administration of 
Federal awards through the application of 


A.2. Policy guides. 
The successful application of these cost 
accounting principles requires development of 
mutual understanding between representatives 
of universities and of the Federal Government 
as to their scope, implementation, and 
interpretation. It is recognized that— 


 200.400 Policy guide. 
The application of these cost principles is 
based on the fundamental premises that: 
 
(a) The non-Federal entity is responsible for 
the efficient and effective administration of the 
Federal award through the application of sound 
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sound management practices. 
 
(2) Governmental units assume responsibility 
for administering Federal funds in a manner 
consistent with underlying agreements, 
program objectives, and the terms and 
conditions of the Federal award. 
 
 
(3) Each governmental unit, in recognition of 
its own unique combination of staff, facilities, 
and experience, will have the primary 
responsibility for employing whatever form of 
organization and management techniques may 
be necessary to assure proper and efficient 
administration of Federal awards. 
 
b. Federal agencies should work with States or 
localities which wish to test alternative 
mechanisms for paying costs for administering 
Federal programs. The Office of Management 
and Budget (OMB) encourages Federal 
agencies to test fee-for-service alternatives as a 
replacement for current cost-reimbursement 
payment methods in response to the National 
Performance Review's (NPR) recommendation. 
The NPR recommended the fee-for-service 
approach to reduce the burden associated with 
maintaining systems for charging 
administrative costs to Federal programs and 
preparing and approving cost allocation plans. 
This approach should also increase incentives 
for administrative efficiencies and improve 
outcomes. 


a. The arrangements for Federal agency and 
institutional participation in the financing of a 
research, training, or other project are properly 
subject to negotiation between the agency and 
the institution concerned, in accordance with 
such governmentwide criteria or legal 
requirements as may be applicable. 
 
 
b. Each institution, possessing its own unique 
combination of staff, facilities, and experience, 
should be encouraged to conduct research and 
educational activities in a manner consonant 
with its own academic philosophies and 
institutional objectives. 
c. The dual role of students engaged in research 
and the resulting benefits to sponsored 
agreements are fundamental to the research 
effort and shall be recognized in the application 
of these principles. 
 
d. Each institution, in the fulfillment of its 
obligations, should employ sound management 
practices. 
 
 
 
 
 
 
 
 
 
e. The application of these cost accounting 
principles should require no significant 
changes in the generally accepted accounting 
practices of colleges and universities. 
However, the accounting practices of 
individual colleges and universities must 
support the accumulation of costs as required 
by the principles, and must provide for 
adequate documentation to support costs 
charged to sponsored agreements. 
 
f. Cognizant Federal agencies involved in 
negotiating facilities and administrative (F&A) 
cost rates and auditing should assure that 


management practices. 
 
 (b) The non-Federal entity assumes 
responsibility for administering Federal funds 
in a manner consistent with underlying 
agreements, program objectives, and the terms 
and conditions of the Federal award. 
 
(c) The non-Federal entity, in recognition of its 
own unique combination of staff, facilities, and 
experience, has the primary responsibility for 
employing whatever form of sound 
organization and management techniques may 
be necessary in order to assure proper and 
efficient administration of the Federal award. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(d) The application of these cost principles 
should require no significant changes in the 
internal accounting policies and practices of 
the non-Federal entity.  However, the 
accounting practices of the non-Federal entity 
must be consistent with these cost principles 
and support the accumulation of costs as 
required by the principles, and must provide 
for adequate documentation to support costs 
charged to the Federal award.   
 
(e) In reviewing, negotiating and approving 
cost allocation plans or indirect cost proposals, 
the cognizant agency for indirect costs should 
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institutions are generally applying these cost 
accounting principles on a consistent basis. 
Where wide variations exist in the treatment of 
a given cost item among institutions, the 
reasonableness and equitableness of such 
treatments should be fully considered during 
the rate negotiations and audit. 
 


generally assure that the non-Federal entity is 
applying these cost accounting principles on a 
consistent basis during their review and 
negotiation of indirect cost proposals.  Where 
wide variations exist in the treatment of a given 
cost item by the non-Federal entity, the 
reasonableness and equity of such treatments 
should be fully considered.  See section __.56 
Indirect (Facilities & Administrative Costs. 
 


A.3. Application. 
a. These principles will be applied by all 
Federal agencies in determining costs incurred 
by governmental units under Federal awards 
(including subawards) except those with (1) 
publicly-financed educational institutions 
subject to, 2 CFR part 220, Cost Principles for 
Educational Institutions (OMB Circular A–21), 
and (2) programs administered by publicly-
owned hospitals and other providers of medical 
care that are subject to requirements 
promulgated by the sponsoring Federal 
agencies. However, 2 CFR part 225 does apply 
to all central service and department/agency 
costs that are allocated or billed to those 
educational institutions, hospitals, and other 
providers of medical care or services by other 
State and local government departments and 
agencies. 
 
 
 
 
 
 
 
 
 
 
 
b. All subawards are subject to those Federal 
cost principles applicable to the particular 
organization concerned. Thus, if a subaward is 
to a governmental unit (other than a college, 
university or hospital), 2 CFR part 225 shall 
apply; if a subaward is to a commercial 
organization, the cost principles applicable to 


A.3. Application. 
These principles shall be used in determining 
the allowable costs of work performed by 
colleges and universities under sponsored 
agreements. The principles shall also be used 
in determining the costs of work performed by 
such institutions under subgrants, cost-
reimbursement subcontracts, and other awards 
made to them under sponsored agreements. 
They also shall be used as a guide in the 
pricing of fixed-price contracts and 
subcontracts where costs are used in 
determining the appropriate price. The 
principles do not apply to: 
 
 
 
a. Arrangements under which Federal 
financing is in the form of loans, scholarships, 
fellowships, traineeships, or other fixed 
amounts based on such items as education 
allowance or published tuition rates and fees of 
an institution. 
 
b. Capitation awards. 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


200.401 Application. 
(a)  General.  These principles must be used in 
determining the allowable costs of work 
performed by the non-Federal entity under 
Federal awards.  These principles also must be 
used by the non-Federal entity as a guide in the 
pricing of fixed-price contracts and 
subcontracts where costs are used in 
determining the appropriate price.  The 
principles do not apply to: 
 
 
 
 
 
 
 
(1) Arrangements under which Federal 
financing is in the form of loans, scholarships, 
fellowships, traineeships, or other fixed 
amounts based on such items as education 
allowance or published tuition rates and fees. 
 
(2) For IHEs, capitation awards, which are 
awards based on case counts or number of 
beneficiaries according to the terms and 
conditions of the Federal award. 
 
(3) Fixed amount awards. See also Subpart A – 
Acronyms and Definitions 200.45 Fixed 
Amount Awards and section 200.201 Use of 
Grant Agreements (Including Fixed Amount 
Awards), Cooperative Agreements, And 
Contracts. 
 
(4) Federal awards to hospitals (see Appendix 
IX Hospital Cost Principles). 
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commercial organizations shall apply; if a 
subaward is to a college or university, 2 CFR 
part 220 (Circular A–21) shall apply; if a 
subaward is to a hospital, the cost principles 
used by the Federal awarding agency for 
awards to hospitals shall apply, subject to the 
provisions of subsection A.3.a. of this 
Appendix; if a subaward is to some other non-
profit organization, 2 CFR part 230, Cost 
Principles for Non-Profit Organizations 
(Circular A–122), shall apply. 
 
c. These principles shall be used as a guide in 
the pricing of fixed price arrangements where 
costs are used in determining the appropriate 
price. 
 
d. Where a Federal contract awarded to a 
governmental unit incorporates a Cost 
Accounting Standards (CAS) clause, the 
requirements of that clause shall apply. In such 
cases, the governmental unit and the cognizant 
Federal agency shall establish an appropriate 
advance agreement on how the governmental 
unit will comply with applicable CAS 
requirements when estimating, accumulating 
and reporting costs under CAS-covered 
contracts. The agreement shall indicate that 2 
CFR part 225 (OMB Circular A–87) 
requirements will be applied to other Federal 
awards. In all cases, only one set of records 
needs to be maintained by the governmental 
unit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
c. Other awards under which the institution is 
not required to account to the Federal 
Government for actual costs incurred. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
(5) Other awards under which the non-Federal 
entity is not required to account to the Federal 
government for actual costs incurred. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(b) Federal Contract.  Where a Federal contract 
awarded to a non-Federal entity is subject to 
the Cost Accounting Standards (CAS), it 
incorporates the applicable CAS clauses, 
Standards, and CAS administration 
requirements per the 48 C.F.R. Chapter 99 and 
48 C.F.R. Part 30 (FAR Part 30).  CAS applies 
directly to the CAS-covered contract and the 
Cost Accounting Standards at 48 C.F.R. Parts 
9904 or 9905 takes precedence over the cost 
principles in this Subpart E – Cost Principles 
with respect to the allocation of costs. When a 
contract with a non-Federal entity is subject to 
full CAS coverage, the allowability of certain 
costs under the cost principles will be affected 
by the allocation provisions of the Cost 
Accounting Standards (e.g., CAS 414 – 48 
C.F.R. § 9904.414, Cost of Money as an 
Element of the Cost of Facilities Capital, and 
CAS 417 – 48 C.F. R. § 9904.417, Cost of 
Money as an Element of the Cost of Capital 
Assets Under Construction), apply rather the 
allowability provisions of section 200.449 
Interest.  In complying with those 
requirements, the non-Federal entity’s 
application of cost accounting practices for 
estimating, accumulating, and reporting costs 
for other Federal awards and other cost 
objectives under the CAS-covered contract still 
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e. Conditional exemptions. 
(1) OMB authorizes conditional exemption 
from OMB administrative requirements and 
cost principles for certain Federal programs 
with statutorily-authorized consolidated 
planning and consolidated administrative 
funding, that are identified by a Federal agency 
and approved by the head of the Executive 
department or establishment. A Federal agency 
shall consult with OMB during its 
consideration of whether to grant such an 
exemption. 
(2) To promote efficiency in State and local 
program administration, when Federal non-
entitlement programs with common purposes 
have specific statutorily-authorized 
consolidated planning and consolidated 
administrative funding and where most of the 
State agency's resources come from non-
Federal sources, Federal agencies may exempt 
these covered State-administered, non-
entitlement grant programs from certain OMB 
grants management requirements. The 
exemptions would be from all but the 
allocability of costs provisions of Appendix A 
subsection C.3 of 2 CFR part 225, Cost 
Principles for State, Local, and Indian Tribal 
Governments (OMB Circular A–87); Appendix 
A, Section C.4 of 2 CFR 220, Cost Principles 
for Educational Institutions (Circular A–21); 
Appendix A, subsection A.4 of 2 CFR 230 
Cost Principles for Non-Profit Organizations 
(Circular A–122); and from all of the 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
d. Conditional exemptions. 
(1) OMB authorizes conditional exemption 
from OMB administrative requirements and 
cost principles for certain Federal programs 
with statutorily-authorized consolidated 
planning and consolidated administrative 
funding, that are identified by a Federal agency 
and approved by the head of the Executive 
department or establishment. A Federal agency 
shall consult with OMB during its 
consideration of whether to grant such an 
exemption. 
(2) To promote efficiency in State and local 
program administration, when Federal non-
entitlement programs with common purposes 
have specific statutorily-authorized 
consolidated planning and consolidated 
administrative funding and where most of the 
State agency's resources come from non-
Federal sources, Federal agencies may exempt 
these covered State-administered, non-
entitlement grant programs from certain OMB 
grants management requirements. The 
exemptions would be from all but the 
allocability of costs provisions of subsection 
C.3 of Appendix A to 2 CFR part 225 Cost 
Principles for State, Local, and Indian Tribal 
Governments (OMB Circular A–87), Section 
C, subpart 4 to 2 CFR part 220 Cost Principles 
for Educational Institutions (OMB Circular A–
21), and subsection A.4 of Appendix A to 2 
CFR part 230 Cost Principles for Non-Profit 
Organizations,” (OMB Circular A–122), and 


 
 
 
 
 
 
 
 
 
 
 
 
 
A.7. Conditional exemptions.  
a. OMB authorizes conditional exemption from 
OMB administrative requirements and cost 
principles for certain Federal programs with 
statutorily-authorized consolidated planning 
and consolidated administrative funding, that 
are identified by a Federal agency and 
approved by the head of the Executive 
department or establishment. A Federal agency 
shall consult with OMB during its 
consideration of whether to grant such an 
exemption. 
b. To promote efficiency in State and local 
program administration, when Federal non-
entitlement programs with common purposes 
have specific statutorily-authorized 
consolidated planning and consolidated 
administrative funding and where most of the 
State agency's resources come from non-
Federal sources, Federal agencies may exempt 
these covered State-administered, non-
entitlement grant programs from certain OMB 
grants management requirements. The 
exemptions would be from all but the 
allocability of costs provisions of Appendix A, 
subsection C.e. of 2 CFR part 225 (OMB 
Circular A–87); Appendix A, Section C.4. of 2 
CFR part 220 (OMB Circular A–21); Section 
A.4. of this appendix; and from all of the 
administrative requirements provisions of 2 
CFR part 215 (OMB Circular A–110) and the 
agencies' grants management common rule. 
 
 


must be consistent with its cost accounting 
practices for the CAS-covered contracts.  In all 
cases, only one set of accounting records needs 
to be maintained for the allocation of costs by 
the non-Federal entity.  
 
 
 
 
 
 
 
 
(c) Exemptions.  Some nonprofit organizations, 
because of their size and nature of operations, 
can be considered to be similar to for-profit 
entities for purpose of applicability of cost 
principles.  Such nonprofit organizations must 
operate under Federal cost principles 
applicable to for-profit entities located at 48 
C.F.R. § 31.2.  A listing of these organizations 
is contained in Appendix VIII Nonprofit 
Organizations Exempted From Subpart E – 
Cost Principles.  Other organizations, as 
approved by the cognizant agency for indirect 
costs, may be added from time to time. 
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administrative requirements provisions of 2 
CFR part 215, Uniform Administrative 
Requirements for Grants and Agreements with 
Institutions of Higher Education, Hospitals, 
and Other Non-Profit Organizations (Circular 
A–110), and the agencies' grants management 
common rule. 
 
 
(3) When a Federal agency provides this 
flexibility, as a prerequisite to a State's 
exercising this option, a State must adopt its 
own written fiscal and administrative 
requirements for expending and accounting for 
all funds, which are consistent with the 
provisions of 2 CFR part 225 (OMB Circular 
A–87), and extend such policies to all 
subrecipients. These fiscal and administrative 
requirements must be sufficiently specific to 
ensure that: Funds are used in compliance with 
all applicable Federal statutory and regulatory 
provisions, costs are reasonable and necessary 
for operating these programs, and funds are not 
used for general expenses required to carry out 
other responsibilities of a State or its 
subrecipients. 


from all of the administrative requirements 
provisions of 2 CFR part 215, Uniform 
Administrative Requirements for Grants and 
Agreements with Institutions of Higher 
Education, Hospitals, and Other Non-Profit 
Organizations (OMB Circular A–110), and the 
agencies' grants management common rule (see 
§215.5 of this subtitle). 
 
(3) When a Federal agency provides this 
flexibility, as a prerequisite to a State's 
exercising this option, a State must adopt its 
own written fiscal and administrative 
requirements for expending and accounting for 
all funds, which are consistent with the 
provisions of 2 CFR part 225 (OMB Circular 
A–87), and extend such policies to all 
subrecipients. These fiscal and administrative 
requirements must be sufficiently specific to 
ensure that: Funds are used in compliance with 
all applicable Federal statutory and regulatory 
provisions, costs are reasonable and necessary 
for operating these programs, and funds are not 
to be used for general expenses required to 
carry out other responsibilities of a State or its 
subrecipients. 
 


 
 
 
 
 
 
 
c. When a Federal agency provides this 
flexibility, as a prerequisite to a State's 
exercising this option, a State must adopt its 
own written fiscal and administrative 
requirements for expending and accounting for 
all funds, which are consistent with the 
provisions of 2 CFR part 225 (OMB Circular 
A–87), and extend such policies to all 
subrecipients. These fiscal and administrative 
requirements must be sufficiently specific to 
ensure that: Funds are used in compliance with 
all applicable Federal statutory and regulatory 
provisions, costs are reasonable and necessary 
for operating these programs, and funds are not 
to be used for general expenses required to 
carry out other responsibilities of a State or its 
subrecipients. 
 


B. Definitions. 
See side-by-side comparison document for all 
Definitions. 


B. Definition of Terms. 
See side-by-side comparison document for all 
Definitions. 


 Subpart A- Definitions. 
See side-by-side comparison document for all 
Definitions. 


C. Basic Guidelines. C. Basic Considerations. A. Basic Considerations.  Basic Considerations. 
C.1. Factors affecting allowability of costs.  
To be allowable under Federal awards, costs 
must meet the following general criteria: 
 
a. Be necessary and reasonable for proper and 
efficient performance and administration of 
Federal awards. 
 
b. Be allocable to Federal awards under the 
provisions of 2 CFR part 225. 
 
c. Be authorized or not prohibited under State 
or local laws or regulations. 
 
d. Conform to any limitations or exclusions set 


C.2. Factors affecting allowability of costs. 
The tests of allowability of costs under these 
principles are: they must be reasonable; they 
must be allocable to sponsored agreements 
under the principles and methods provided 
herein; they must be given consistent treatment 
through application of those generally accepted 
accounting principles appropriate to the 
circumstances; and they must conform to any 
limitations or exclusions set forth in these 
principles or in the sponsored agreement as to 
types or amounts of cost items. 


A.2. Factors affecting allowability of costs. 
To be allowable under an award, costs must 
meet the following general criteria: 
 
a. Be reasonable for the performance of the 
award and be allocable thereto under these 
principles. 
 
 
 
 
 
 
 
b. Conform to any limitations or exclusions set 


200.403  Factors Affecting Allowability of 
Costs 
Except where otherwise authorized by statute, 
costs must meet the following general criteria 
in order to be allowable under Federal awards:  
 
(a) Be necessary and reasonable for the 
performance of the Federal award and be 
allocable thereto under these principles. 
 
 
 
 
 
(b) Conform to any limitations or exclusions 
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forth in these principles, Federal laws, terms 
and conditions of the Federal award, or other 
governing regulations as to types or amounts of 
cost items. 
 
e. Be consistent with policies, regulations, and 
procedures that apply uniformly to both 
Federal awards and other activities of the 
governmental unit. 
 
f. Be accorded consistent treatment. A cost 
may not be assigned to a Federal award as a 
direct cost if any other cost incurred for the 
same purpose in like circumstances has been 
allocated to the Federal award as an indirect 
cost. 
 
g. Except as otherwise provided for in 2 CFR 
part 225, be determined in accordance with 
generally accepted accounting principles. 
 
h. Not be included as a cost or used to meet 
cost sharing or matching requirements of any 
other Federal award in either the current or a 
prior period, except as specifically provided by 
Federal law or regulation. 
 
i. Be the net of all applicable credits. 
 
j. Be adequately documented. 


forth in these principles or in the award as to 
types or amount of cost items. 
 
c. Be consistent with policies and procedures 
that apply uniformly to both federally-financed 
and other activities of the organization. 
 
d. Be accorded consistent treatment. 
 
 
 
 
 
 
e. Be determined in accordance with generally 
accepted accounting principles (GAAP). 
 
 
 
 
f. Not be included as a cost or used to meet 
cost sharing or matching requirements of any 
other federally-financed program in either the 
current or a prior period. 
 
 
 
g. Be adequately documented. 
 


set forth in these principles or in the Federal 
award as to types or amount of cost items. 
 
(c) Be consistent with policies and procedures 
that apply uniformly to both federally-financed 
and other activities of the non-Federal entity.  
 
(d) Be accorded consistent treatment.  A cost 
may not be assigned to a Federal award as a 
direct cost if any other cost incurred for the 
same purpose in like circumstances has been 
allocated to the Federal award as an indirect 
cost.  
 
(e) Be determined in accordance with generally 
accepted accounting principles (GAAP), 
except, for state and local governments and 
Indian tribes only, as otherwise provided for in 
this Part.  
 
(f) Not be included as a cost or used to meet 
cost sharing or matching requirements of any 
other federally-financed program in either the 
current or a prior period.  See also section 
200.306 Cost Sharing Or Matching paragraph 
(b). 
 
(g) Be adequately documented. See also 
Standards for Financial and Program 
Management of this subpart. 


C.2. Reasonable costs.  
A cost is reasonable if, in its nature and 
amount, it does not exceed that which would be 
incurred by a prudent person under the 
circumstances prevailing at the time the 
decision was made to incur the cost. The 
question of reasonableness is particularly 
important when governmental units or 
components are predominately federally-
funded. In determining reasonableness of a 
given cost, consideration shall be given to: 
 
 
 
 
a. Whether the cost is of a type generally 
recognized as ordinary and necessary for the 


C.3. Reasonable costs. 
A cost may be considered reasonable if the 
nature of the goods or services acquired or 
applied, and the amount involved therefore, 
reflect the action that a prudent person would 
have taken under the circumstances prevailing 
at the time the decision to incur the cost was 
made. Major considerations involved in the 
determination of the reasonableness of a cost 
are: whether or not the cost is of a type 
generally recognized as necessary for the 
operation of the institution or the performance 
of the sponsored agreement; the restraints or 
requirements imposed by such factors as arm's-
length bargaining, Federal and State laws and 
regulations, and sponsored agreement terms 
and conditions; whether or not the individuals 


A.3. Reasonable costs.  
A cost is reasonable if, in its nature or amount, 
it does not exceed that which would be 
incurred by a prudent person under the 
circumstances prevailing at the time the 
decision was made to incur the costs. The 
question of the reasonableness of specific costs 
must be scrutinized with particular care in 
connection with organizations or separate 
divisions thereof which receive the 
preponderance of their support from awards 
made by Federal agencies. In determining the 
reasonableness of a given cost, consideration 
shall be given to: 
 
a. Whether the cost is of a type generally 
recognized as ordinary and necessary for the 


200.404  Reasonable Costs   
A cost is reasonable if, in its nature and 
amount, it does not exceed that which would be 
incurred by a prudent person under the 
circumstances prevailing at the time the 
decision was made to incur the cost.  The 
question of reasonableness is particularly 
important when the non-Federal entity is 
predominantly federally-funded.  In 
determining reasonableness of a given cost, 
consideration must be given to: 
 
 
 
 
(a) Whether the cost is of a type generally 
recognized as ordinary and necessary for the 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


19 
 


A-87 A-21 A-122 Final Uniform Guidance 
operation of the governmental unit or the 
performance of the Federal award. 
 
 
b. The restraints or requirements imposed by 
such factors as: Sound business practices; 
arm's-length bargaining; Federal, State and 
other laws and regulations; and, terms and 
conditions of the Federal award. 
 
c. Market prices for comparable goods or 
services. 
 
d. Whether the individuals concerned acted 
with prudence in the circumstances considering 
their responsibilities to the governmental unit, 
its employees, the public at large, and the 
Federal Government. 
 
 
e. Significant deviations from the established 
practices of the governmental unit which may 
unjustifiably increase the Federal award's cost. 


concerned acted with due prudence in the 
circumstances, considering their 
responsibilities to the institution, its employees, 
its students, the Federal Government, and the 
public at large; and, the extent to which the 
actions taken with respect to the incurrence of 
the cost are consistent with established 
institutional policies and practices applicable to 
the work of the institution generally, including 
sponsored agreements. 


operation of the organization or the 
performance of the award. 
 
 
b. The restraints or requirements imposed by 
such factors as generally accepted sound 
business practices, arms length bargaining, 
Federal and State laws and regulations, and 
terms and conditions of the award. 
 
c. Whether the individuals concerned acted 
with prudence in the circumstances, 
considering their responsibilities to the 
organization, its members, employees, and 
clients, the public at large, and the Federal 
Government. 
 
d. Significant deviations from the established 
practices of the organization which may 
unjustifiably increase the award costs. 


operation of the non-Federal entity or the 
proper and efficient performance of the Federal 
award. 
 
(b) The restraints or requirements imposed by 
such factors as: sound business practices; 
arm’s-length bargaining; Federal, state and 
other laws and regulations; and terms and 
conditions of the Federal award. 
 
(c) Market prices for comparable goods or 
services for the geographic area. 
 
(d) Whether the individuals concerned acted 
with prudence in the circumstances considering 
their responsibilities to the non-Federal entity, 
its employees, where applicable its students or 
membership, the public at large, and the 
Federal government. 
 
(e) Whether the non-Federal entity 
significantly deviates from its established 
practices and policies regarding the incurrence 
of costs, which may unjustifiably increase the 
Federal award's cost. 


C.3. Allocable costs. 
a. A cost is allocable to a particular cost 
objective if the goods or services involved are 
chargeable or assignable to such cost objective 
in accordance with relative benefits received. 
 
b. All activities which benefit from the 
governmental unit's indirect cost, including 
unallowable activities and services donated to 
the governmental unit by third parties, will 
receive an appropriate allocation of indirect 
costs. 
 
 
 
 
 
 
 
 
 
 


C.4. Allocable costs. 
a. A cost is allocable to a particular cost 
objective (i.e., a specific function, project, 
sponsored agreement, department, or the like) 
if the goods or services involved are chargeable 
or assignable to such cost objective in 
accordance with relative benefits received or 
other equitable relationship. Subject to the 
foregoing, a cost is allocable to a sponsored 
agreement if (1) it is incurred solely to advance 
the work under the sponsored agreement; (2) it 
benefits both the sponsored agreement and 
other work of the institution, in proportions 
that can be approximated through use of 
reasonable methods, or (3) it is necessary to the 
overall operation of the institution and, in light 
of the principles provided in this Circular, is 
deemed to be assignable in part to sponsored 
projects. Where the purchase of equipment or 
other capital items is specifically authorized 
under a sponsored agreement, the amounts thus 
authorized for such purchases are assignable to 


A.4. Allocable costs. 
a. A cost is allocable to a particular cost 
objective, such as a grant, contract, project, 
service, or other activity, in accordance with 
the relative benefits received. A cost is 
allocable to a Federal award if it is treated 
consistently with other costs incurred for the 
same purpose in like circumstances and if it: 
(1) Is incurred specifically for the award. 
(2) Benefits both the award and other work and 
can be distributed in reasonable proportion to 
the benefits received, or 
(3) Is necessary to the overall operation of the 
organization, although a direct relationship to 
any particular cost objective cannot be shown. 
 
 
 
 
 
 
 


200.405 Allocable Costs. 
(a) A cost is allocable to a particular Federal 
award or other cost objective if the goods or 
services involved are chargeable or assignable 
to that Federal award or cost objective in 
accordance with relative benefits received. 
This standard is met if the cost: 
(1) Is incurred specifically for the Federal 
award;  
(2) Benefits both the Federal award and other 
work of the non-Federal entity and can be 
distributed in proportions that may be 
approximated using reasonable methods; and 
(3) Is necessary to the overall operation of the 
non-Federal entity and is assignable in part to 
the Federal award in accordance with the 
principles in this subpart. 
(b) All activities which benefit from the non-
Federal entity’s indirect (F&A) cost, including 
unallowable activities and donated services by 
the non-Federal entity or third parties, will 
receive an appropriate allocation of indirect 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


20 
 


A-87 A-21 A-122 Final Uniform Guidance 
 
 
 
 
c. Any cost allocable to a particular Federal 
award or cost objective under the principles 
provided for in 2 CFR part 225 may not be 
charged to other Federal awards to overcome 
fund deficiencies, to avoid restrictions imposed 
by law or terms of the Federal awards, or for 
other reasons. 
 
 
 
 
 
 
d. Where an accumulation of indirect costs will 
ultimately result in charges to a Federal award, 
a cost allocation plan will be required as 
described in Appendices C, D, and E to this 
part. 


the sponsored agreement regardless of the use 
that may subsequently be made of the 
equipment or other capital items involved. 
  
b. Any costs allocable to a particular sponsored 
agreement under the standards provided in this 
Circular may not be shifted to other sponsored 
agreements in order to meet deficiencies 
caused by overruns or other fund 
considerations, to avoid restrictions imposed 
by law or by terms of the sponsored agreement, 
or for other reasons of convenience. 
  
 
 
 
 
c. Any costs allocable to activities sponsored 
by industry, foreign governments or other 
sponsors may not be shifted to federally 
sponsored agreements. 
d. Allocation and documentation standard. 
(1) Cost principles. The recipient institution is 
responsible for ensuring that costs charged to a 
sponsored agreement are allowable, allocable, 
and reasonable under these cost principles. 
(2) Internal controls. The institution's financial 
management system shall ensure that no one 
person has complete control over all aspects of 
a financial transaction. 
(3) Direct cost allocation principles. If a cost 
benefits two or more projects or activities in 
proportions that can be determined without 
undue effort or cost, the cost should be 
allocated to the projects based on the 
proportional benefit. If a cost benefits two or 
more projects or activities in proportions that 
cannot be determined because of the 
interrelationship of the work involved, then, 
notwithstanding subsection b, the costs may be 
allocated or transferred to benefited projects on 
any reasonable basis, consistent with 
subsections d. (1) and (2). 
(4) Documentation. Federal requirements for 
documentation are specified in this Circular, 
Circular A 110, "Uniform Administrative 
Requirements for Grants and Agreements with 


 
 
 
 
b. Any cost allocable to a particular award or 
other cost objective under these principles may 
not be shifted to other Federal awards to 
overcome funding deficiencies, or to avoid 
restrictions imposed by law or by the terms of 
the award. 
 
 


costs. 
 
 
 
(c) Any cost allocable to a particular Federal 
award under the principles provided for in this 
Part may not be charged to other Federal 
awards to overcome fund deficiencies, to avoid 
restrictions imposed by Federal statutes, 
regulations, or terms and conditions of the 
Federal awards, or for other reasons.  However, 
this prohibition would not preclude the non-
Federal entity from shifting costs that are 
allowable under two or more Federal awards in 
accordance with existing Federal statutes, 
regulations, or the terms and conditions of the 
Federal awards. 
(d)  Direct cost allocation principles.  If a cost 
benefits two or more projects or activities in 
proportions that can be determined without 
undue effort or cost, the cost should be 
allocated to the projects based on the 
proportional benefit.  If a cost benefits two or 
more projects or activities in proportions that 
cannot be determined because of the 
interrelationship of the work involved, then, 
notwithstanding paragraph (c), the costs may 
be allocated or transferred to benefitted 
projects on any reasonable documented basis.  
Where the purchase of equipment or other 
capital asset is specifically authorized under a 
Federal award, the costs are assignable to the 
Federal award regardless of the use that may be 
made of the equipment or other capital asset 
involved when no longer needed for the 
purpose for which it was originally required.  
See also Property Standards and  section 
200.439 Equipment And Other Capital 
Expenditures. 
(e)  If the contract is subject to CAS, costs 
must be allocated to the contract pursuant to 
the Cost Accounting Standards. To the extent 
that CAS is applicable, the allocation of costs 
in accordance with CAS takes precedence over 
the allocation provisions in this Part. 
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Institutions of Higher Education, Hospitals, 
and Other Non Profit Organizations," and 
specific agency policies on cost transfers. If the 
institution authorizes the principal investigator 
or other individual to have primary 
responsibility, given the requirements of 
subsection d. (2), for the management of 
sponsored agreement funds, then the 
institution's documentation requirements for 
the actions of those individuals (e.g., signature 
or initials of the principal investigator or 
designee or use of a password) will normally 
be considered sufficient. 
 
 
 
 


C.4. Applicable credits. 
a. Applicable credits refer to those receipts or 
reduction of expenditure-type transactions that 
offset or reduce expense items allocable to 
Federal awards as direct or indirect costs. 
Examples of such transactions are: Purchase 
discounts, rebates or allowances, recoveries or 
indemnities on losses, insurance refunds or 
rebates, and adjustments of overpayments or 
erroneous charges. To the extent that such 
credits accruing to or received by the 
governmental unit relate to allowable costs, 
they shall be credited to the Federal award 
either as a cost reduction or cash refund, as 
appropriate. 
 
 
b. In some instances, the amounts received 
from the Federal Government to finance 
activities or service operations of the 
governmental unit should be treated as 
applicable credits. Specifically, the concept of 
netting such credit items (including any 
amounts used to meet cost sharing or matching 
requirements) should be recognized in 
determining the rates or amounts to be charged 
to Federal awards. (See Appendix B to this 
part, item 11, “Depreciation and use 
allowances,” for areas of potential application 
in the matter of Federal financing of activities.) 


C.5. Applicable credits. 
a. The term “applicable credits” refers to those 
receipts or negative expenditures that operate 
to offset or reduce direct or F&A cost items. 
Typical examples of such transactions are: 
purchase discounts, rebates, or allowances; 
recoveries or indemnities on losses; and 
adjustments of overpayments or erroneous 
charges. This term also includes “educational 
discounts” on products or services provided 
specifically to educational institutions, such as 
discounts on computer equipment, except 
where the arrangement is clearly and explicitly 
identified as a gift by the vendor. 
 
 
 
b. In some instances, the amounts received 
from the Federal Government to finance 
institutional activities or service operations 
should be treated as applicable credits. 
Specifically, the concept of netting such credit 
items against related expenditures should be 
applied by the institution in determining the 
rates or amounts to be charged to sponsored 
agreements for services rendered whenever the 
facilities or other resources used in providing 
such services have been financed directly, in 
whole or in part, by Federal funds. (See 
Sections F.10, J.14, and J.47 of this Appendix 


A.5. Applicable credits. 
a. The term applicable credits refers to those 
receipts, or reduction of expenditures which 
operate to offset or reduce expense items that 
are allocable to awards as direct or indirect 
costs. Typical examples of such transactions 
are: Purchase discounts, rebates or allowances, 
recoveries or indemnities on losses, insurance 
refunds, and adjustments of overpayments or 
erroneous charges. To the extent that such 
credits accruing or received by the organization 
relate to allowable cost, they shall be credited 
to the Federal Government either as a cost 
reduction or cash refund, as appropriate. 
 
 
 
b. In some instances, the amounts received 
from the Federal Government to finance 
organizational activities or service operations 
should be treated as applicable credits. 
Specifically, the concept of netting such credit 
items against related expenditures should be 
applied by the organization in determining the 
rates or amounts to be charged to Federal 
awards for services rendered whenever the 
facilities or other resources used in providing 
such services have been financed directly, in 
whole or in part, by Federal funds. 
 


200.406 Applicable Credits. 
(a)  Applicable credits refer to those receipts or 
reduction-of-expenditure-type transactions that 
offset or reduce expense items allocable to 
Federal awards as direct or indirect (F&A) 
costs.  Examples of such transactions are: 
purchase discounts, rebates or allowances, 
recoveries or indemnities on losses, insurance 
refunds or rebates, and adjustments of 
overpayments or erroneous charges.  To the 
extent that such credits accruing to or received 
by the non-Federal entity relate to allowable 
costs, they shall be credited to the Federal 
award either as a cost reduction or treated as 
program income as described in 200.502 
Standards for Financial and Program 
Management paragraph (g), as appropriate.   
(b)  In some instances, the amounts received 
from the Federal government to finance 
activities or service operations of the non-
Federal entity should be treated as applicable 
credits.  Specifically, the concept of netting 
such credit items (including any amounts used 
to meet cost sharing or matching requirements) 
should be recognized in determining the rates 
or amounts to be charged to Federal awards.  
(See C-15 Depreciation and C-48 Specialized 
Service Facilities, for areas of potential 
application in the matter of Federal financing 
of activities.) 
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for areas of potential application in the matter 
of direct Federal financing.) 


 
c. For rules covering program income (i.e., 
gross income earned from federally-supported 
activities) see §215.24 of 2 CFR part 215 
Uniform Administrative Requirements for 
Grants and Agreements with Institutions of 
Higher Education, Hospitals, and Other Non-
Profit Organizations (OMB Circular A–110). 


 
(c)  For rules covering program income (i.e., 
gross income earned from federally supported 
activities), non-Federal entities should refer to 
section 200.502 Standards for Financial and 
Program Management paragraph (g) Program 
Income. 


D. Composition of Cost C. Basic Considerations (continued) A. Basic Considerations (continued) Basic Considerations (continued) 
D.1. Total cost.  
The total cost of Federal awards is comprised 
of the allowable direct cost of the program, 
plus its allocable portion of allowable indirect 
costs, less applicable credits. 
 
 


C.1. Composition of total costs. 
The cost of a sponsored agreement is 
comprised of the allowable direct costs 
incident to its performance, plus the allocable 
portion of the allowable F&A costs of the 
institution, less applicable credits as described 
in subsection C.5 of this Appendix. 


A.1. Composition of total costs. 
The total cost of an award is the sum of the 
allowable direct and allocable indirect costs 
less any applicable credits. 
 
2. Factors affecting allowability of costs. To be 
allowable 


200.402 Composition of Costs. 
Total cost.  The total cost of a Federal award is 
the sum of the allowable direct and allocable 
indirect costs less any applicable credits.  
 


D.2. Classification of costs.  
There is no universal rule for classifying 
certain costs as either direct or indirect under 
every accounting system. A cost may be direct 
with respect to some specific service or 
function, but indirect with respect to the 
Federal award or other final cost objective. 
Therefore, it is essential that each item of cost 
be treated consistently in like circumstances 
either as a direct or an indirect cost. Guidelines 
for determining direct and indirect costs 
charged to Federal awards are provided in the 
sections that follow. 


  200.412 Classification of Costs.   
There is There is no universal rule for 
classifying certain costs as either direct or 
indirect (F&A) under every accounting system.  
A cost may be direct with respect to some 
specific service or function, but indirect with 
respect to the Federal award or other final cost 
objective.  Therefore, it is essential that each 
item of cost incurred for the same purpose be 
treated consistently in like circumstances either 
as a direct or an indirect (F&A) cost in order to 
avoid possible double-charging of Federal 
awards.  Guidelines for determining direct and 
indirect (F&A) costs charged to Federal awards 
are provided in this subpart. 
 


  A.6. Advance understandings. 
Under any given award, the reasonableness and 
allocability of certain items of costs may be 
difficult to determine. This is particularly true 
in connection with organizations that receive a 
preponderance of their support from Federal 
agencies. In order to avoid subsequent 
disallowance or dispute based on 
unreasonableness or nonallocability, it is often 
desirable to seek a written agreement with the 
cognizant or awarding agency in advance of 
the incurrence of special or unusual costs. The 
absence of an advance agreement on any 
element of cost will not, in itself, affect the 


200.407 Prior Written Approval (Prior 
Approval) 
Under any given Federal award, the 
reasonableness and allocability of certain items 
of costs may be difficult to determine.  In order 
to avoid subsequent disallowance or dispute 
based on unreasonableness or nonallocability, 
the non-Federal entity may seek the prior 
written approval of the cognizant agency for 
indirect costs or the Federal awarding agency 
in advance of the incurrence of special or 
unusual costs.  Prior written approval should 
include the timeframe or scope of the 
agreement.  The absence of prior written 
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reasonableness or allocability of that element. approval on any element of cost will not, in 


itself, affect the reasonableness or allocability 
of that element, unless prior approval is 
specifically required for allowability as 
described under certain circumstances in the 
following sections of this Part:  
(a) 200.201 Use of Grant Agreements 
(Including Fixed Amount Awards), 
Cooperative Agreements, And Contracts, 
paragraph (b)(5); 
(b) 200.306 Cost Sharing or Matching; 
(c) 200.307 Program Income; 
(d) 200.308 Revision of Budget and Program 
Plans; 
(e) 200.332 Fixed Amount Subawards; 
(f) 200.413Direct Cost, paragraph (c); 
(g) 200.430 Compensation – Personal Services, 
paragraph (h); 
(h) 200.431 Compensation – Fringe Benefits; 
(i) 200.438 Entertainment Costs; 
(j) 200.439 Equipment And Other Capital 
Expenditures; 
(k) 200.440 Exchange Rates; 
(l) 200.441Fines, Penalties, Damages And 
Other Settlements; 
(m) 200.442 Fund Raising And Investments 
Management Costs; 
(n) 200.445 Goods Or Services For Personal 
Use; 
(o) 200.447 Insurance And Indemnification; 
(p) 200.454 Memberships, Subscriptions, and 
Professional Activity Costs, paragraph (c); 
(q) 200.455 Organization Costs; 
(r) 200.456 Participant Support Costs; 
(s) 200.458 Pre-award Costs; 
(t) 200.462 Rearrangement and Reconversion 
Costs; 
(u) 200.467 Selling and Marketing Costs; and 
(v) 200.474 Travel Costs. 


   200.409 Special Considerations.   
In addition to the basic considerations 
regarding the allowability of costs highlighted 
in this section, other sections in this Part 
describe special considerations and 
requirements applicable to states, local 
governments, Indian tribes, and IHEs.  In 
addition, certain provisions among the items of 
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cost in General Provisions for Selected Items 
of Cost of this subpart, are only applicable to 
certain types of non-Federal entities, as 
specified in the following sections: 
(a) Direct and Indirect (F&A) Costs of this 
subpart; 
(b) Special Considerations for States, Local 
Governments and Indian Tribes 
of this subpart; and 
(c) Special Consideration For Institutions Of 
Higher Education of this subpart. 


 C.6. Costs incurred by State and local 
governments.  
Costs incurred or paid by State or local 
governments on behalf of their colleges and 
universities for fringe benefit programs, such 
as pension costs and FICA and any other costs 
specifically incurred on behalf of, and in direct 
benefit to, the institutions, are allowable costs 
of such institutions whether or not these costs 
are recorded in the accounting records of the 
institutions, subject to the following: 
a. The costs meet the requirements of 
subsections C.1 through 5 of this Appendix. 
 
 
 
 
 
b. The costs are properly supported by cost 
allocation plans in accordance with applicable 
Federal cost accounting principles. 
 
 
c. The costs are not otherwise borne directly or 
indirectly by the Federal Government. 
 
 
C.7 See below on pg. 32 
 
C.8. Collection of unallowable costs, excess 
costs due to noncompliance with cost policies, 
increased costs due to failure to follow a 
disclosed accounting practice and increased 
costs resulting from a change in cost 
accounting practice. The following costs shall 
be refunded (including interest) in accordance 


 Special Considerations for Institutions of 
Higher Education 
The provision under pertains only to 
institutions of higher education (institutions) 
and  
200.418 Costs incurred by States and Local 
Governments.   
Costs incurred or paid by a state or local 
government on behalf of its IHEs for fringe 
benefit programs, such as pension costs and 
FICA and any other costs specifically incurred 
on behalf of, and in direct benefit to, the IHEs, 
are allowable costs of such IHEs whether or 
not these costs are recorded in the accounting 
records of the institutions, subject to the 
following: 
 
(a) The costs meet the requirements of Basic 
Considerations of this subpart; 
 
(b) The costs are properly supported by 
approved cost allocation plans in accordance 
with applicable Federal cost accounting 
principles in this Part; and 
 
(c) The costs are not otherwise borne directly 
or indirectly by the Federal government. 
 
200.410 Collection of Unallowable Costs.    
Payments made for costs determined to be 
unallowable by either the Federal awarding 
agency,  cognizant agency for indirect costs, or 
pass-through entity, either as direct or indirect 
costs, must be refunded (including interest) to 
the Federal government in accordance with 
instructions from the Federal agency that 
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with applicable Federal agency regulations: 
 
 
a. Costs specifically identified as unallowable 
in Section J of this Appendix, either directly or 
indirectly, and charged to the Federal 
Government. 
b. Excess costs due to failure by the 
educational institution to comply with the cost 
policies in this Appendix. 
 
 
c. Increased costs due to a noncompliant cost 
accounting practice used to estimate, 
accumulate, or report costs. 
d. Increased costs resulting from a change in 
accounting practice. 
 
9. Adjustment of previously negotiated F&A 
cost rates containing unallowable costs. 
Negotiated F&A cost rates based on a proposal 
later found to have included costs that are 
unallowable as specified by law or regulation, 
Section J of this Appendix, terms and 
conditions of sponsored agreements, or, are 
unallowable because they are clearly not 
allocable to sponsored agreements, shall be 
adjusted, or a refund shall be made, in 
accordance with the requirements of this 
section. These adjustments or refunds are 
designed to correct the proposals used to 
establish the rates and do not constitute a 
reopening of the rate negotiation. The 
adjustments or refunds will be made regardless 
of the type of rate negotiated (predetermined, 
final, fixed, or provisional). 
 
 
a. For rates covering a future fiscal year of the 
institution, the unallowable costs will be 
removed from the F&A cost pools and the rates 
appropriately adjusted. 
 
b. For rates covering a past period, the Federal 
share of the unallowable costs will be 
computed for each year involved and a cash 
refund (including interest chargeable in 


determined the costs are unallowable unless 
Federal statute or regulation directs otherwise.  
See also Subpart D – Post Federal Award 
Requirements,  Standards for Financial and 
Program Management.   
  
 
 
 
 
 
 
 
 
 
 
   
200.411 Adjustment of Previously 
Negotiated Indirect (F&A) Cost Rates 
Containing Unallowable Costs. 
(a) Negotiated indirect (F&A) cost rates based 
on a proposal later found to have included 
costs that: 
(1) Are unallowable as specified by Federal 
statutes, regulations or the terms and conditions 
of a Federal award; or  
(2) Are unallowable because they are not 
allocable to the Federal award(s), must be 
adjusted, or a refund must be made, in 
accordance with the requirements of this 
section.  These adjustments or refunds are 
designed to correct the proposals used to 
establish the rates and do not constitute a 
reopening of the rate negotiation.  The 
adjustments or refunds will be made regardless 
of the type of rate negotiated (predetermined, 
final, fixed, or provisional). 
 
(b) For rates covering a future fiscal year of the 
non-Federal entity, the unallowable costs will 
be removed from the indirect (F&A) cost pools 
and the rates appropriately adjusted. 
 
(c) For rates covering a past period, the Federal 
share of the unallowable costs will be 
computed for each year involved and a cash 
refund (including interest chargeable in 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


26 
 


A-87 A-21 A-122 Final Uniform Guidance 
accordance with applicable regulations) will be 
made to the Federal Government. If cash 
refunds are made for past periods covered by 
provisional or fixed rates, appropriate 
adjustments will be made when the rates are 
finalized to avoid duplicate recovery of the 
unallowable costs by the Federal Government. 
 
c. For rates covering the current period, either a 
rate adjustment or a refund, as described in 
subsections a and b, shall be required by the 
cognizant agency. The choice of method shall 
be at the discretion of the cognizant agency, 
based on its judgment as to which method 
would be most practical. 
 
 
d. The amount or proportion of unallowable 
costs included in each year's rate will be 
assumed to be the same as the amount or 
proportion of unallowable costs included in the 
base year proposal used to establish the rate. 
 
10. Consistency in estimating, accumulating 
and reporting costs. 
a. An educational institution's practices used in 
estimating costs in pricing a proposal shall be 
consistent with the educational institution's cost 
accounting practices used in accumulating and 
reporting costs. 
b. An educational institution's cost accounting 
practices used in accumulating and reporting 
actual costs for a sponsored agreement shall be 
consistent with the educational institution's 
practices used in estimating costs in pricing the 
related proposal or application. 
c. The grouping of homogeneous costs in 
estimates prepared for proposal purposes shall 
not per se be deemed an inconsistent 
application of cost accounting practices under 
subsection a when such costs are accumulated 
and reported in greater detail on an actual cost 
basis during performance of the sponsored 
agreement. 
d. Attachment A to this Appendix also reflects 
this requirement, along with the purpose, 
definitions, and techniques for application, all 


accordance with applicable regulations) will be 
made to the Federal government.  If cash 
refunds are made for past periods covered by 
provisional or fixed rates, appropriate 
adjustments will be made when the rates are 
finalized to avoid duplicate recovery of the 
unallowable costs by the Federal government. 
 
(d) For rates covering the current period, either 
a rate adjustment or a refund, as described in 
paragraphs (b) and (c) of this section, must be 
required by the cognizant agency for indirect 
costs.  The choice of method must be at the 
discretion of the cognizant agency for indirect 
costs, based on its judgment as to which 
method would be most practical. 
 
(e) The amount or proportion of unallowable 
costs included in each year's rate will be 
assumed to be the same as the amount or 
proportion of unallowable costs included in the 
base year proposal used to establish the rate. 
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of which are authoritative. 
11. Consistency in allocating costs incurred 
for the same purpose. 
a. All costs incurred for the same purpose, in 
like circumstances, are either direct costs only 
or F&A costs only with respect to final cost 
objectives. No final cost objective shall have 
allocated to it as a cost any cost, if other costs 
incurred for the same purpose, in like 
circumstances, have been included as a direct 
cost of that or any other final cost objective. 
Further, no final cost objective shall have 
allocated to it as a direct cost any cost, if other 
costs incurred for the same purpose, in like 
circumstances, have been included in any F&A 
cost pool to be allocated to that or any other 
final cost objective. 
b. Attachment A to this Appendix reflects this 
requirement along with its purpose, definitions, 
and techniques for application, illustrations and 
interpretations, all of which are authoritative. 
12. Accounting for unallowable costs. 
a. Costs expressly unallowable or mutually 
agreed to be unallowable, including costs 
mutually agreed to be unallowable directly 
associated costs, shall be identified and 
excluded from any billing, claim, application, 
or proposal applicable to a sponsored 
agreement. 
b. Costs which specifically become designated 
as unallowable as a result of a written decision 
furnished by a Federal official pursuant to 
sponsored agreement disputes procedures shall 
be identified if included in or used in the 
computation of any billing, claim, or proposal 
applicable to a sponsored agreement. This 
identification requirement applies also to any 
costs incurred for the same purpose under like 
circumstances as the costs specifically 
identified as unallowable under either this 
subsection or subsection a. 
c. Costs which, in a Federal official's written 
decision furnished pursuant to sponsored 
agreement disputes procedures, are designated 
as unallowable directly associated costs of 
unallowable costs covered by either subsection 
a or b shall be accorded the identification 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


28 
 


A-87 A-21 A-122 Final Uniform Guidance 
required by subsection b. 
d. The costs of any work project not 
contractually authorized by a sponsored 
agreement, whether or not related to 
performance of a proposed or existing 
sponsored agreement, shall be accounted for, to 
the extent appropriate, in a manner which 
permits ready separation from the costs of 
authorized work projects. 
e. All unallowable costs covered by 
subsections a through d shall be subject to the 
same cost accounting principles governing cost 
allocability as allowable costs. In 
circumstances where these unallowable costs 
normally would be part of a regular F&A cost 
allocation base or bases, they shall remain in 
such base or bases. Where a directly associated 
cost is part of a category of costs normally 
included in a F&A cost pool that shall be 
allocated over a base containing the 
unallowable cost with which it is associated, 
such a directly associated cost shall be retained 
in the F&A cost pool and be allocated through 
the regular allocation process. 
f. Where the total of the allocable and 
otherwise allowable costs exceeds a limitation-
of-cost or ceiling-price provision in a 
sponsored agreement, full direct and F&A cost 
allocation shall be made to the sponsored 
agreement cost objective, in accordance with 
established cost accounting practices and 
standards which regularly govern a given 
entity's allocations to sponsored agreement cost 
objectives. In any determination of a cost 
overrun, the amount thereof shall be identified 
in terms of the excess of allowable costs over 
the ceiling amount, rather than through specific 
identification of particular cost items or cost 
elements. 
g. Attachment A reflects this requirement, 
along with its purpose, definitions, techniques 
for application, and illustrations of this 
standard, all of which are authoritative. 
13. Cost accounting period. 
a. Educational institutions shall use their fiscal 
year as their cost accounting period, except 
that: 
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(1) Costs of a F&A function which exists for 
only a part of a cost accounting period may be 
allocated to cost objectives of that same part of 
the period on the basis of data for that part of 
the cost accounting period if the cost is 
material in amount, accumulated in a separate 
F&A cost pool or expense pool, and allocated 
on the basis of an appropriate direct measure of 
the activity or output of the function during 
that part of the period. 
(2) An annual period other than the fiscal year 
may, upon mutual agreement with the Federal 
Government, be used as the cost accounting 
period if the use of such period is an 
established practice of the educational 
institution and is consistently used for 
managing and controlling revenues and 
disbursements, and appropriate accruals, 
deferrals or other adjustments are made with 
respect to such annual periods. 
(3) A transitional cost accounting period other 
than a year shall be used whenever a change of 
fiscal year occurs. 
b. An educational institution shall follow 
consistent practices in the selection of the cost 
accounting period or periods in which any 
types of expense and any types of adjustment 
to expense (including prior-period adjustments) 
are accumulated and allocated. 
c. The same cost accounting period shall be 
used for accumulating costs in a F&A cost pool 
as for establishing its allocation base, except 
that the Federal Government and educational 
institution may agree to use a different period 
for establishing an allocation base, provided: 
(1) The practice is necessary to obtain 
significant administrative convenience, 
(2) The practice is consistently followed by the 
educational institution, 
(3) The annual period used is representative of 
the activity of the cost accounting period for 
which the F&A costs to be allocated are 
accumulated, and 
(4) The practice can reasonably be estimated to 
provide a distribution to cost objectives of the 
cost accounting period not materially different 
from that which otherwise would be obtained. 
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d. Attachment A reflects this requirement, 
along with its purpose, definitions, techniques 
for application and illustrations, all of which 
are authoritative. 
14. Disclosure Statement. 
a. Educational institutions that received 
aggregate sponsored agreements totaling $25 
million or more subject to this Appendix 
during their most recently completed fiscal 
year shall disclose their cost accounting 
practices by filing a Disclosure Statement (DS–
2), which is reproduced in Attachment B to this 
Appendix. With the approval of the cognizant 
agency, an educational institution may meet the 
DS–2 submission by submitting the DS–2 for 
each business unit that received $25 million or 
more in sponsored agreements. 
b. The DS–2 shall be submitted to the 
cognizant agency with a copy to the 
educational institution's audit cognizant office. 
c. Educational institutions receiving $25 
million or more in sponsored agreements that 
are not required to file a DS–2 pursuant to 48 
CFR 9903.202–1 shall file a DS–2 covering the 
first fiscal year beginning after the publication 
date of this revision, within six months after 
the end of that fiscal year. Extensions beyond 
the above due date may be granted by the 
cognizant agency on a case-by-case basis. 
d. Educational institutions are responsible for 
maintaining an accurate DS–2 and complying 
with disclosed cost accounting practices. 
Educational institutions must file amendments 
to the DS–2 when disclosed practices are 
changed to comply with a new or modified 
standard, or when practices are changed for 
other reasons. Amendments of a DS–2 may be 
submitted at any time. If the change is expected 
to have a material impact on the educational 
institution's negotiated F&A cost rates, the 
revision shall be approved by the cognizant 
agency before it is implemented. Resubmission 
of a complete, updated DS–2 is discouraged 
except when there are extensive changes to 
disclosed practices. 
e. Cost and funding adjustments. Cost adjustments 
shall be made by the cognizant agency if an 
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educational institution fails to comply with the 
cost policies in this Appendix or fails to 
consistently follow its established or disclosed 
cost accounting practices when estimating, 
accumulating or reporting the costs of sponsored 
agreements, if aggregate cost impact on sponsored 
agreements is material. The cost adjustment shall 
normally be made on an aggregate basis for all 
affected sponsored agreements through an 
adjustment of the educational institution's 
future F&A costs rates or other means 
considered appropriate by the cognizant agency. 
Under the terms of CAS-covered contracts, 
adjustments in the amount of funding provided 
may also be required when the estimated proposal 
costs were not determined in accordance with 
established cost accounting practices. 
f. Overpayments. Excess amounts paid in the 
aggregate by the Federal Government under 
sponsored agreements due to a noncompliant cost 
accounting practice used to estimate, accumulate, 
or report costs shall be credited or refunded, as 
deemed appropriate by the cognizant agency. 
Interest applicable to the excess amounts paid in 
the aggregate during the period of noncompliance 
shall also be determined and collected in 
accordance with applicable Federal agency 
regulations. 
g. Compliant cost accounting practice changes. 
Changes from one compliant cost accounting 
practice to another compliant practice that are 
approved by the cognizant agency may require 
cost adjustments if the change has a material 
effect on sponsored agreements and the changes 
are deemed appropriate by the cognizant agency. 
h. Responsibilities. The cognizant agency shall: 
(1) Determine cost adjustments for all sponsored 
agreements in the aggregate on behalf of the 
Federal Government. Actions of the cognizant 
agency official in making cost adjustment 
determinations shall be coordinated with all 
affected Federal agencies to the extent necessary. 
(2) Prescribe guidelines and establish internal 
procedures to promptly determine on behalf of the 
Federal Government that a DS–2 adequately 
discloses the educational institution's cost 
accounting practices and that the disclosed 
practices are compliant with applicable CAS and 
the requirements of Attachment A to this 
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Appendix. 
(3) Distribute to all affected agencies any DS–2 
determination of adequacy and/or noncompliance. 


E. Direct Costs D. Direct Costs B. Direct Costs Direct and Indirect (F&A) Costs 
E.1. General. 
Direct costs are those that can be identified 
specifically with a particular final cost 
objective. 


D.1. General. 
Direct costs are those costs that can be 
identified specifically with a particular 
sponsored project, an instructional activity, or 
any other institutional activity, or that can be 
directly assigned to such activities relatively 
easily with a high degree of accuracy. Costs 
incurred for the same purpose in like 
circumstances must be treated consistently as 
either direct or F&A costs. Where an 
institution treats a particular type of cost as a 
direct cost of sponsored agreements, all costs 
incurred for the same purpose in like 
circumstances shall be treated as direct costs of 
all activities of the institution. 


B.1. Direct costs are those that can be 
identified specifically with a particular final 
cost objective, i.e., a particular award, project, 
service, or other direct activity of an 
organization. However, a cost may not be 
assigned to an award as a direct cost if any 
other cost incurred for the same purpose, in 
like circumstance, has been allocated to an 
award as an indirect cost. Costs identified 
specifically with awards are direct costs of the 
awards and are to be assigned directly thereto. 
Costs identified specifically with other final 
cost objectives of the organization are direct 
costs of those cost objectives and are not to be 
assigned to other awards directly or indirectly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
B.3. The cost of certain activities are not 
allowable as charges to Federal awards (see, 
for example, fundraising costs in paragraph 17 
of Appendix B to this part). However, even 
though these costs are unallowable for 
purposes of computing charges to Federal 
awards, they nonetheless must be treated as 
direct costs for purposes of determining 
indirect cost rates and be allocated their share 


__.413  Direct Costs 
(a) General.  Direct costs are those costs that 
can be identified specifically with a particular 
final cost objective, such as a Federal award, or 
other internally or externally funded activity, or 
that can be directly assigned to such activities 
relatively easily with a high degree of 
accuracy.  Costs incurred for the same purpose 
in like circumstances must be treated 
consistently as either direct or indirect (F&A) 
costs.  See also section 200.405 Allocable 
Costs. 
 
(b) Listed above under Classification of costs. 
 
 See below for 200.413(b) 
 
(c) The salaries of administrative and clerical 
staff should normally be treated as indirect 
(F&A) costs.  Direct charging of these costs 
may be appropriate only if all of the following 
conditions are met: 
(1) Administrative or clerical services are 
integral to a project or activity;  
(2) Individuals involved can be specifically 
identified with the project or activity;  
(3) Such costs are explicitly included in the 
budget or have the prior written approval of the 
Federal awarding agency; and 
(4) The costs are not also recovered as indirect 
costs.   
 
See below for 200.413(d) Minor items. 
 
(f)  The cost of certain activities are not 
allowable as charges to Federal awards.  
However, even though these costs are 
unallowable for purposes of computing charges 
to Federal awards, they nonetheless must be 
treated as direct costs for purposes of 
determining indirect (F&A) cost rates and be 
allocated their share of the non-Federal entity's 
indirect costs if they represent activities which 
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of the organization's indirect costs if they 
represent activities which include the salaries 
of personnel, occupy space, and benefit from 
the organization's indirect costs. 
 
 
B.4. The costs of activities performed primarily 
as a service to members, clients, or the general 
public when significant and necessary to the 
organization's mission must be treated as direct 
costs whether or not allowable and be allocated 
an equitable share of indirect costs. Some 
examples of these types of activities include: 
a. Maintenance of membership rolls, 
subscriptions, publications, and related 
functions. 
b. Providing services and information to 
members, legislative or administrative bodies, 
or the public. 
c. Promotion, lobbying, and other forms of 
public relations. 
d. Meetings and conferences except those held 
to conduct the general administration of the 
organization. 
e. Maintenance, protection, and investment of 
special funds not used in operation of the 
organization. 
f. Administration of group benefits on behalf of 
members or clients, including life and hospital 
insurance, annuity or retirement plans, 
financial aid, etc. 
 


(1) include the salaries of personnel, (2) 
occupy space, and (3) benefit from the non-
federal entity's indirect (F&A) costs.   
 
 
 
(f) For nonprofit organizations, the costs of 
activities performed by the non-Federal entity 
primarily as a service to members, clients, or 
the general public when significant and 
necessary to the non-Federal entity's mission 
must be treated as direct costs whether or not 
allowable, and be allocated an equitable share 
of indirect (F&A) costs.  Some examples of 
these types of activities include: 
(1) Maintenance of membership rolls, 
subscriptions, publications, and related 
functions.  See also section 200.454 
Memberships, Subscriptions, and Professional 
Activity Costs. 
(2) Providing services and information to 
members, legislative or administrative bodies, 
or the public.  See also sections 200.454 
Memberships, Subscriptions, and Professional 
Activity Costs and 200.450 Lobbying. 
(3) Promotion, lobbying, and other forms of 
public relations.  See also 200.421 Advertising 
And Public Relations and 200.450 Lobbying. 
(4) Conferences except those held to conduct 
the general administration of the non-Federal 
entity.  See also section 200.420 
Considerations For Selected Items of Cost, 
200.432 Conferences. 
(5) Maintenance, protection, and investment of 
special funds not used in operation of the non-
Federal entity. 
(6) Administration of group benefits on behalf 
of members or clients, including life and 
hospital insurance, annuity or retirement plans, 
and financial aid.  See also section 200.431 
Compensation – Fringe Benefits. 


E.2. Application. 
Typical direct costs chargeable to Federal 
awards are: 
a. Compensation of employees for the time 
devoted and identified specifically to the 
performance of those awards. 


D.2. Application to sponsored agreements. 
Identification with the sponsored work rather 
than the nature of the goods and services 
involved is the determining factor in 
distinguishing direct from F&A costs of 
sponsored agreements. Typical costs charged 


 200.413 (b)  
Application to Federal awards.  Identification 
with the Federal award rather than the nature of 
the goods and services involved is the 
determining factor in distinguishing direct from 
indirect (F&A) costs of Federal awards.  
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b. Cost of materials acquired, consumed, or 
expended specifically for the purpose of those 
awards. 
 
c. Equipment and other approved capital 
expenditures. 
 
d. Travel expenses incurred specifically to 
carry out the award. 
 


directly to a sponsored agreement are the 
compensation of employees for performance of 
work under the sponsored agreement, including 
related fringe benefit costs to the extent they 
are consistently treated, in like circumstances, 
by the institution as direct rather than F&A 
costs; the costs of materials consumed or 
expended in the performance of the work; and 
other items of expense incurred for the 
sponsored agreement, including extraordinary 
utility consumption. The cost of materials 
supplied from stock or services rendered by 
specialized facilities or other institutional 
service operations may be included as direct 
costs of sponsored agreements, provided such 
items are consistently treated, in like 
circumstances, by the institution as direct 
rather than F&A costs, and are charged under a 
recognized method of computing actual costs, 
and conform to generally accepted cost 
accounting practices consistently followed by 
the institution. 


Typical costs charged directly to a Federal 
award are the compensation of employees who 
work on that award, their related fringe benefit 
costs, the costs of materials and other items of 
expense incurred for the Federal award.  If 
directly related to a specific award, certain 
costs that otherwise would be treated as 
indirect costs may also include extraordinary 
utility consumption, the cost of materials 
supplied from stock or services rendered by 
specialized facilities or other institutional 
service operations. 
 


E.3 Minor items. 
Any direct cost of a minor amount may be 
treated as an indirect cost for reasons of 
practicality where such accounting treatment 
for that item of cost is consistently applied to 
all cost objectives. 


 B.2. Any direct cost of a minor amount may be 
treated as an indirect cost for reasons of 
practicality where the accounting treatment for 
such cost is consistently applied to all final cost 
objectives. 


200.413(d) Minor items.  Any direct cost of 
minor amount may be treated as an indirect 
(F&A) cost for reasons of practicality where 
such accounting treatment for that item of cost 
is consistently applied to all Federal and non-
Federal cost objectives. 


F. Indirect Costs E. F&A Costs C. Indirect Costs Direct and Indirect (F&A) Costs  
F.1. General. 
Indirect costs are those: Incurred for a common 
or joint purpose benefiting more than one cost 
objective, and not readily assignable to the cost 
objectives specifically benefitted, without 
effort disproportionate to the results achieved. 
The term “indirect costs,” as used herein, 
applies to costs of this type originating in the 
grantee department, as well as those incurred 
by other departments in supplying goods, 
services, and facilities. To facilitate equitable 
distribution of indirect expenses to the cost 
objectives served, it may be necessary to 
establish a number of pools of indirect costs 
within a governmental unit department or in 
other agencies providing services to a 
governmental unit department. Indirect cost 


1. General. F&A Costs are those that are 
incurred for common or joint objectives and 
therefore cannot be identified readily and 
specifically with a particular sponsored project, 
an instructional activity, or any other 
institutional activity. See Section F.1 of this 
Appendix for a discussion of the components 
of F&A costs. 
 
2. Criteria for distribution. See Table 2 
 
 
 
 
 
 
 


 
 
1. Indirect costs are those that have been 
incurred for common or joint objectives and 
cannot be readily identified with a particular 
final cost objective. Direct cost of minor 
amounts may be treated as indirect costs under 
the conditions described in subparagraph B.2 
of this appendix. After direct costs have been 
determined and assigned directly to awards or 
other work as appropriate, indirect costs are 
those remaining to be allocated to benefiting 
cost objectives. A cost may not be allocated to 
an award as an indirect cost if any other cost 
incurred for the same purpose, in like 
circumstances, has been assigned to an award 
as a direct cost. 


200.414 Indirect (F&A) Costs.  
 
Subpart A - Definitions. 
See Definitions side-by-side document 
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pools should be distributed to benefitted cost 
objectives on bases that will produce an 
equitable result in consideration of relative 
benefits derived. 


 
 
 
 
 
F.1. Definition of Facilities and 
Administration. F&A costs are broad 
categories of costs. “Facilities” is defined as 
depreciation and use allowances, interest on 
debt associated with certain buildings, 
equipment and capital improvements, operation 
and maintenance expenses, and library 
expenses. “Administration” is defined as 
general administration and general expenses, 
departmental administration, sponsored 
projects administration, student administration 
and services, and all other types of 
expenditures not listed specifically under one 
of the subcategories of Facilities (including 
cross allocations from other pools). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
C.3. Indirect costs shall be classified within 
two broad categories: “Facilities” and 
“Administration.” “Facilities” is defined as 
depreciation and use allowances on buildings, 
equipment and capital improvement, interest 
on debt associated with certain buildings, 
equipment and capital improvements, and 
operations and maintenance expenses. 
“Administration” is defined as general 
administration and general expenses such as 
the director's office, accounting, personnel, 
library expenses and all other types of 
expenditures not listed specifically under one 
of the subcategories of “Facilities” (including 
cross allocations from other pools, where 
applicable). See indirect cost rate reporting 
requirements in subparagraphs D.2.e and D.3.g 
of this appendix. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
(a)  Facilities and Administration 
Classification.  For major IHEs and major 
nonprofit organizations, indirect (F&A) costs 
must be classified within two broad categories: 
"Facilities" and “Administration."  "Facilities" 
is defined as depreciation on buildings, 
equipment and capital improvement, interest 
on debt associated with certain buildings, 
equipment and capital improvements, and 
operations and maintenance expenses.  
“Administration" is defined as general 
administration and general expenses such as 
the director's office, accounting, personnel and 
all other types of expenditures not listed 
specifically under one of the subcategories of 
“Facilities” (including cross allocations from 
other pools, where applicable).  For nonprofit 
organizations, library expenses are included in 
the “Administration” category; for institutions 
of higher education, they are included in the 
“Facilities” category.  Major IHEs are defined 
as those required to  use the Standard Format 
for Submission as noted in Appendix III 
Indirect and Assignment, and Rate 
Determination for Institutions of Higher 
Educations (IHEs) paragraph C. 11.  Major 
nonprofit organizations are those which receive 
more than $10 million dollars in direct Federal 
funding.  
 
(c) Federal Agency Acceptance of Negotiated 
Indirect Cost Rates. (See also section 200.306 
Cost Sharing Or Matching)  
(1) The negotiated rates must be accepted by 
all Federal awarding agencies.  A Federal 
awarding agency may use a rate different from 
the negotiated rate for a class of Federal 
awards or a single Federal award only when 
required by Federal statute or regulation, or 
when approved by a Federal awarding agency 
head or delegate based on documented 
justification as described in paragraph (3) 
below. 
(2) The Federal awarding agency head or 
delegate must notify OMB of any approved 
deviations. 
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See comparison chart below, “Indirect (F&A) 
Costs Identification and Assignment, and 
Rate Determinations for Educational 
Institutions,” for  alignment with Appendix IV 
of the Proposed Uniform Guidance with the 
following sections from A-21:  
B. Definition of Terms. 
E.2. Criteria for distribution 
F. Identification and Assignment of F&A Costs 
G. Determination and Application of F&A   
Cost Rate or Rates 
H. Simplified Method for Small Institutions 
K. Certification of Charges 
 


 
 
 
 
 
See chart below, “Indirect (F&A) Costs 
Identification and Assignment, and Rate 
Determinations for Nonprofit 
Organizations,” for comparison to Appendix 
V of the Proposed Uniform Guidance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


(3) The Federal awarding agency must 
implement, and make publicly available, the 
policies, procedures and general decision 
making criteria that their programs will follow 
to seek and justify deviations from negotiated 
rates.  
(4) As required under section 200.203 Notices 
of Funding Opportunities, the Federal 
awarding agency must include in the notice of 
funding opportunity the policies relating to 
indirect cost rate reimbursement, matching, or 
cost share as approved under paragraph (e)(1) 
of this section.  As appropriate, the Federal 
agency should incorporate discussion of these 
policies into Federal awarding agency outreach 
activities with non-Federal entities prior to the 
posting of a notice of funding opportunity.  
(d) Pass-through entities are subject to the 
requirements in 200.331 Requirements For 
Pass-Through Entities, paragraph (a)(4).   
(e) Requirements for development and 
submission of indirect (F&A) cost rate 
proposals and cost allocation plans are 
contained in Appendices III-VII as follows: 
(1) Appendix III Indirect and Assignment, and 
Rate Determination for Institutions of Higher 
Educations (IHEs)  
(2) Appendix IV Indirect (F&A) Costs 
Identification and Assignment, and Rate 
Determination for Nonprofit Organizations;  
(3) Appendix V State/Local Government and 
Indian Tribe – Wide Central Service Cost 
Allocation Plans; 
(4) Appendix VI Public Assistance Cost 
Allocation Plans; and 
(5) Appendix VII States and Local 
Government and Indian Tribe Indirect Cost 
Proposals. 
(f) In addition to the procedures outlined in the 
appendices in paragraph (e) of this section, any 
non-Federal entity that has never received a 
negotiated indirect cost rate, except for those 
non-Federal entities described in Appendix VII 
States and Local Government and Indian Tribe 
Indirect Cost Proposals, paragraph (d)(1)(B) 
may elect to charge a de minimis rate of ) 10% 
of modified total direct costs (MTDC) which 
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C.2. Because of the diverse characteristics and 
accounting practices of non-profit 
organizations, it is not possible to specify the 
types of cost which may be classified as 
indirect cost in all situations. However, typical 
examples of indirect cost for many non-profit 
organizations may include depreciation or use 
allowances on buildings and equipment, the 
costs of operating and maintaining facilities, 
and general administration and general 
expenses, such as the salaries and expenses of 
executive officers, personnel administration, 
and accounting. 
 


may be used indefinitely.  As described in 
section 200.403Factors Affecting Allowability 
of Costs, costs must be consistently charged as 
either indirect or direct costs, but may not be 
double charged or inconsistently charged as 
both.  If chosen, this methodology once elected 
must be used consistently for all Federal 
awards until such time as a non-Federal entity 
chooses to negotiate for a rate, which the non-
Federal entity may apply to do at any time. 
(g) Any non-Federal entity that has a federally 
negotiated indirect cost rate may apply for a 
one-time extension of a current negotiated 
indirect cost rates for a period of up to four 
years.  This extension will be subject to the 
review and approval of the cognizant agency 
for indirect costs.  If an extension is granted the 
non-Federal entity may not request a rate 
review until the extension period ends.  At the 
end of the 4-year extension, the non-Federal 
entity must re-apply to negotiate a rate. 
 
(b) Diversity of nonprofit organizations.  
Because of the diverse characteristics and 
accounting practices of nonprofit 
organizations, it is not possible to specify the 
types of cost which may be classified as 
indirect (F&A) cost in all situations.  
Identification with a Federal award rather than 
the nature of the goods and services involved is 
the determining factor in distinguishing direct 
from indirect (F&A) costs of Federal awards.  
However, typical examples of indirect (F&A) 
cost for many nonprofit organizations may 
include depreciation on buildings and 
equipment, the costs of operating and 
maintaining facilities, and general 
administration and general expenses, such as 
the salaries and expenses of executive officers, 
personnel administration, and accounting.  


F.2. Cost allocation plans and indirect cost 
proposals. 
Requirements for development and submission 
of cost allocation plans and indirect cost rate 
proposals are contained in Appendices C, D, 
and E to this part. 


  Special Considerations for States, Local 
Governments and Indian Tribes 
200.416 Cost Allocation Plans and Indirect 
Cost Proposals. 
(a) For states, local governments and Indian 
tribes, certain services, such as motor pools, 
computer centers, purchasing, accounting, etc., 
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are provided to operating agencies on a 
centralized basis.  Since Federal awards are 
performed within the individual operating 
agencies, there needs to be a process whereby 
these central service costs can be identified and 
assigned to benefitted activities on a reasonable 
and consistent basis.  The central service cost 
allocation plan provides that process.  
(b) Individual operating agencies 
(governmental department or agency), 
normally charge Federal awards for indirect 
costs through an indirect cost rate.  A separate 
indirect cost rate(s) proposal for each operating 
agency is usually necessary to claim indirect 
costs under Federal awards.  Indirect costs 
include (a) the indirect costs originating in each 
department or agency of the governmental unit 
carrying out Federal awards and (b) the costs 
of central governmental services distributed 
through the central service cost allocation plan 
and not otherwise treated as direct costs.  
The requirements for development and 
submission of cost allocation plans (for central 
service costs and public assistance programs) 
and indirect cost rate proposals are contained in 
Appendices IV, V and VI. 


F.3. Limitation on indirect or administrative 
costs. 
a. In addition to restrictions contained in 2 CFR 
part 225, there may be laws that further limit 
the amount of administrative or indirect cost 
allowed. 
 
b. Amounts not recoverable as indirect costs or 
administrative costs under one Federal award 
may not be shifted to another Federal award, 
unless specifically authorized by Federal 
legislation or regulation. 


C.7. Limitations on allowance of costs.  
Sponsored agreements may be subject to 
statutory requirements that limit the allowance 
of costs. When the maximum amount 
allowable under a limitation is less than the 
total amount determined in accordance with the 
principles in this Appendix, the amount not 
recoverable under a sponsored agreement may 
not be charged to other sponsored agreements. 
 


 200.408 Limitation on Allowance of Costs.   
The Federal award may be subject to statutory 
requirements that limit the allowability of 
costs.  When the maximum amount allowable 
under a limitation is less than the total amount 
determined in accordance with the principles in 
this Part, the amount not recoverable under the 
Federal award may not be charged to other the 
Federal award. 
 
 


G. Interagency Services. 
The cost of services provided by one agency to 
another within the governmental unit may 
include allowable direct costs of the service 
plus a pro rate share of indirect costs. A 
standard indirect cost allowance equal to ten 
percent of the direct salary and wage cost of 
providing the service (excluding overtime, shift 
premiums, and fringe benefits) may be used in 


  200.417 Interagency Service. 
The cost of services provided by one agency to 
another within the governmental unit may 
include allowable direct costs of the service 
plus a pro-rated share of indirect costs.  A 
standard indirect cost allowance equal to ten 
percent of the direct salary and wage cost of 
providing the service (excluding overtime, shift 
premiums, and fringe benefits) may be used in 
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lieu of determining the actual indirect costs of 
the service. These services do not include 
centralized services included in central service 
cost allocation plans as described in Appendix 
C to this part. 


lieu of determining the actual indirect costs of 
the service.  These services do not include 
centralized services included in central service 
cost allocation plans as described in Appendix 
V State/Local Government and Indian Tribe – 
Wide Central Service Cost Allocation Plans. 


H. Required Certifications.  
Each cost allocation plan or indirect cost rate 
proposal required by Appendices C and E to 
this part must comply with the following: 
1. No proposal to establish a cost allocation 
plan or an indirect cost rate, whether submitted 
to a Federal cognizant agency or maintained on 
file by the governmental unit, shall be 
acceptable unless such costs have been 
certified by the governmental unit using the 
Certificate of Cost Allocation Plan or 
Certificate of Indirect Costs as set forth in 
Appendices C and E to this part. The certificate 
must be signed on behalf of the governmental 
unit by an individual at a level no lower than 
chief financial officer of the governmental unit 
that submits the proposal or component 
covered by the proposal. 
2. No cost allocation plan or indirect cost rate 
shall be approved by the Federal Government 
unless the plan or rate proposal has been 
certified. Where it is necessary to establish a 
cost allocation plan or an indirect cost rate and 
the governmental unit has not submitted a 
certified proposal for establishing such a plan 
or rate in accordance with the requirements, the 
Federal Government may either disallow all 
indirect costs or unilaterally establish such a 
plan or rate. Such a plan or rate may be based 
upon audited historical data or such other data 
that have been furnished to the cognizant 
Federal agency and for which it can be 
demonstrated that all unallowable costs have 
been excluded. When a cost allocation plan or 
indirect cost rate is unilaterally established by 
the Federal Government because of failure of 
the governmental unit to submit a certified 
proposal, the plan or rate established will be set 
to ensure that potentially unallowable costs 
will not be reimbursed. 


  200.415 Required certifications. 
Required certifications include: 
(a) To assure that expenditures are proper and 
in accordance with the terms and conditions of 
the Federal award and approved project 
budgets, the annual and final fiscal reports or 
vouchers requesting payment under the 
agreements must include a certification, signed 
by an official who is authorized to legally bind 
the non-Federal entity, which reads as follows:  
"By signing this report, I certify to the best of 
my knowledge and belief that the report is true, 
complete, and accurate, and the expenditures, 
disbursements and cash receipts are for the 
purposes and objectives set forth in the terms 
and conditions of the Federal award.  I am 
aware that any false, fictitious, or fraudulent 
information, or the omission of any material 
fact, may subject me to criminal, civil or 
administrative penalties for fraud, false 
statements, false claims or otherwise. (U.S. 
Code Title 18, Section 1001 and Title 31, 
Sections 3729-3730 and 3801-3812)." 
 
(b) Certification of cost allocation plan or 
indirect (F&A) cost rate proposal.  Each cost 
allocation plan or indirect (F&A) cost rate 
proposal must comply with the following: 
 
(1) A proposal to establish a cost allocation 
plan or an indirect (F&A) cost rate, whether 
submitted to a Federal cognizant agency for 
indirect costs or maintained on file by the non-
Federal entity, must be certified by the non-
Federal entity using the Certificate of Cost 
Allocation Plan or Certificate of Indirect Costs 
as set forth in Appendices III through VII.  The 
certificate must be signed on behalf of the non-
Federal entity by an individual at a level no 
lower than vice president or chief financial 
officer of the non-Federal entity that submits 
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A-87 A-21 A-122 Final Uniform Guidance 
the proposal. 
 
(2) Unless the non-Federal entity has elected 
the option under section 200.414 Indirect 
(F&A) Costs, paragraph (f), the Federal 
government may either disallow all indirect 
(F&A) costs or unilaterally establish such a 
plan or rate when the non-Federal entity fails to 
submit a certified proposal for establishing 
such a plan or rate in accordance with the 
requirements.  Such a plan or rate may be 
based upon audited historical data or such other 
data that have been furnished to the cognizant 
agency for indirect costs and for which it can 
be demonstrated that all unallowable costs 
have been excluded.  When a cost allocation 
plan or indirect cost rate is unilaterally 
established by the Federal government because 
the non-Federal entity failed to submit a 
certified proposal, the plan or rate established 
will be set to ensure that potentially 
unallowable costs will not be reimbursed. 
 
(c) Certifications by non-profit organizations as 
appropriate that they did not meet the 
definition of a major corporation as defined in 
section 200.414 Indirect (F&A) Costs, 
paragraph (a).   
 
See also section 200.450 Lobbying for another 
required certification. 
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Table 1. Selected Items of Cost 
Content in this section is listed in order as cost items appear in the Final Uniform Guidance.  


Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


 Sections 1 through 43 provide principles 
to be applied in establishing the 
allowability or unallowability of certain 
items of cost. These principles apply 
whether a cost is treated as direct or 
indirect. A cost is allowable for Federal 
reimbursement only to the extent of 
benefits received by Federal awards and 
its conformance with the general policies 
and principles stated in Appendix A to 
this part. Failure to mention a particular 
item of cost in these sections is not 
intended to imply that it is either 
allowable or unallowable; rather, 
determination of allowability in each case 
should be based on the treatment or 
standards provided for similar or related 
items of cost. 
 


Sections J.1 through 54 of this 
Appendix provide principles to be 
applied in establishing the 
allowability of certain items involved 
in determining cost. These principles 
should apply irrespective of whether 
a particular item of cost is properly 
treated as direct cost or F&A cost. 
Failure to mention a particular item 
of cost is not intended to imply that it 
is either allowable or unallowable; 
rather, determination as to 
allowability in each case should be 
based on the treatment provided for 
similar or related items of cost. In 
case of a discrepancy between the 
provisions of a specific sponsored 
agreement and the provisions below, 
the agreement should govern. 
 


Paragraphs 1 through 52 of this 
appendix provide principles to be 
applied in establishing the 
allowability of certain items of cost. 
These principles apply whether a 
cost is treated as direct or indirect. 
Failure to mention a particular item 
of cost is not intended to imply that it 
is unallowable; rather, determination 
as to allowability in each case should 
be based on the treatment or 
principles provided for similar or 
related items of cost. 
 


200.420 Considerations For Selected 
Items of Cost. 
This section provides principles to be 
applied in establishing the 
allowability of certain items involved 
in determining cost, in addition to the 
requirements of. Basic 
Considerations of this subpart.  
These principles apply whether or 
not a particular item of cost is 
properly treated as direct cost or 
indirect (F&A) cost.  Failure to 
mention a particular item of cost is 
not intended to imply that it is either 
allowable or unallowable; rather, 
determination as to allowability in 
each case should be based on the 
treatment provided for similar or 
related items of cost, and based on 
the principles described in Basic 
Considerations.  In case of a 
discrepancy between the provisions 
of a specific Federal award and the 
provisions below, the Federal award 
governs.  Criteria outlined in section 
200.403 Factors Affecting 
Allowability of Costs must be 
applied in determining allowability.  
See also section 200.102 Exceptions. 


__.421 Advertising and Public 
Relations 
Note: The ‘Communication 
costs’ item of cost included in 
A-87, A-21, and A-122 is 
realigned in the proposed C-1 
item of cost. 


1.a. The term advertising costs means the 
costs of advertising media and corollary 
administrative costs. 
Advertising media include magazines, 
newspapers, radio and television, direct 
mail, exhibits, electronic or computer 
transmittals, and the like. 
 
 b. The term public relations includes 
community relations and means those 
activities dedicated to maintaining the 
image of the governmental unit or 
maintaining or promoting understanding 


a. The term advertising costs means 
the costs of advertising media and 
corollary administrative costs. 
Advertising media include 
magazines, newspapers, radio and 
television, direct mail, exhibits, 
electronic or computer transmittals, 
and the like. 
 
 b. The term public relations includes 
community relations and means 
those activities dedicated to 
maintaining the image of the 


a. The term advertising costs means 
the costs of advertising media and 
corollary administrative costs. 
Advertising media include 
magazines, newspapers, radio and 
television, direct mail, exhibits, 
electronic or computer transmittals, 
and the like.  
 
 b. The term public relations includes 
community relations and means 
those activities dedicated to 
maintaining the image of the 


(a) The term advertising costs means 
the costs of advertising media and 
corollary administrative costs.  
Advertising media include 
magazines, newspapers, radio and 
television, direct mail, exhibits, 
electronic or computer transmittals, 
and the like. 
 
(b) The only allowable advertising 
costs are those which are solely for: 
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Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


and favorable relations with the 
community or public at large or any 
segment of the public. 
 
 c. The only allowable advertising costs 
are those which are solely for: 
(1) The recruitment of personnel required 
for the performance by the governmental 
unit of obligations arising under a Federal 
award ; 
(2) The procurement of goods and 
services for the performance of a Federal 
award; 
(3) The disposal of scrap or surplus 
materials acquired in the performance of a 
Federal award except when non-Federal 
entities are reimbursed for disposal costs 
at a predetermined amount; or 
(4) Other specific purposes necessary to 
meet the requirements of the Federal 
award. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
d. The only allowable public relations 
costs are: 
(1) Costs specifically required by the 
Federal award; 
(2) Costs of communicating with the 
public and press pertaining to specific 


institution or maintaining or 
promoting understanding and 
favorable relations with the 
community or public at large or any 
segment of the public. 
 
 c. The only allowable advertising 
costs are those which are solely for: 
 
(1) The recruitment of personnel 
required for the performance by the 
institution of obligations arising 
under a sponsored  agreement (See 
also subsection b. of section J.42, 
Recruiting costs.);   
(2) The procurement of goods and 
services for the performance of a 
sponsored  agreement; 
(3) The disposal of scrap or surplus 
materials acquired in the 
performance of a sponsored 
agreement except when non-Federal 
entities are reimbursed for disposal 
costs at a predetermined amount; or 
(4) Other specific purposes necessary 
to meet the requirements of the 
sponsored agreement. 
 
 
 
 
 
 
 
 
 d. The only allowable public 
relations costs are: 
(1) Costs specifically required by the 
sponsored agreement; 
(2) Costs of communicating with the 
public and press pertaining to 
specific activities or 
accomplishments which result from 
performance of sponsored 
agreements (these costs are 


organization or maintaining or 
promoting understanding and 
favorable relations with the 
community or public at large or any 
segment of the public. 
 
 c. The only allowable advertising 
costs are those which are solely for: 
(1) The recruitment of personnel 
required for the performance by the 
organization of obligations arising 
under a Federal award (See also 
paragraph 41, Recruiting costs and 
paragraph 43, Relocation costs.);    
(2) The procurement of goods and 
services for the performance of a 
Federal award; 
(3) The disposal of scrap or surplus 
materials acquired in the 
performance of a Federal award 
except when non profit organizations 
are reimbursed for disposal costs at a 
predetermined amount; or 
(4) Other specific purposes necessary 
to meet the requirements of the 
Federal award. 
 
 
 
 
 
 
 
 
 
d. The only allowable public 
relations costs are: 
(1) Costs specifically required by the 
Federal award; 
(2) Costs of communicating with the 
public and press pertaining to 
specific activities or 
accomplishments which result from 
performance of Federal awards 
(these costs are considered necessary 


 
 
 
 
 
 
 
 
(1) The recruitment of personnel 
required by the non-Federal entity 
for performance of a Federal award 
(See also 200.463 Recruiting Costs);   
 
 
(2) The procurement of goods and 
services for the performance of a 
Federal award; 
(3) The disposal of scrap or surplus 
materials acquired in the 
performance of a Federal award 
except when non-Federal entities are 
reimbursed for disposal costs at a 
predetermined amount; or 
(4) Program outreach and other 
specific purposes necessary to meet 
the requirements of the Federal 
award. 
(c) The term “public relations” 
includes community relations and 
means those activities dedicated to 
maintaining the image of the non-
Federal entity or maintaining or 
promoting understanding and 
favorable relations with the 
community or public at large or any 
segment of the public. 
 
(d) The only allowable public 
relations costs are: 
(1) Costs specifically required by the 
Federal award; 
(2) Costs of communicating with the 
public and press pertaining to 
specific activities or 
accomplishments which result from 
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Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


activities or accomplishments which 
result from performance of Federal 
awards (these costs are considered 
necessary as part of the outreach effort for 
the Federal award); or 
(3) Costs of conducting general liaison 
with news media and government public 
relations officers, to the extent that such 
activities are limited to communication 
and liaison necessary keep the public 
informed on matters of public concern, 
such as notices of Federal contract/grant 
awards, financial matters, etc. 
 
 
 
 
 
e. Costs identified in subsections c and d 
if incurred for more than one Federal 
award or for both sponsored work and 
other work of the governmental unit, are 
allowable to the extent that the principles 
in Attachment A, sections E. (“Direct 
Costs”) and F. (“Indirect Costs”) are 
observed.   
 
 
 
f. Unallowable advertising and public 
relations costs include the following: 
(1)  All advertising and public relations 
costs other than as specified in 
subsections c, d, and e;  
 
 
 
(2) Costs of meetings, conventions, 
convocations, or other events related to 
other activities of the governmental unit, 
including: 
(a) Costs of displays, demonstrations, and 
exhibits; 
 (b) Costs of meeting rooms, hospitality 
suites, and other special facilities used in 


considered necessary as part of the 
outreach effort for the sponsored 
agreement); or 
(3) Costs of conducting general 
liaison with news media and 
government public relations officers, 
to the extent that such activities are 
limited to communication and liaison 
necessary keep the public informed 
on matters of public concern, such as 
notices of Federal contract/grant 
awards, financial matters, etc. 
 
e. Costs identified in subsections c 
and d if incurred for more than one 
sponsored agreement or for both 
sponsored work and other work of 
the institution, are allowable to the 
extent that the principles in sections 
D. (“Direct Costs”) and E. (“F & A 
Costs”) are observed.   
 
 
 
f. Unallowable advertising and 
public relations costs include the 
following: 
(1)  All advertising and public 
relations costs other than as specified 
in subsections 1.c, 1.d, and 1.e;  
 
(2) Costs of meetings, conventions, 
convocations, or other events related 
to other activities of the institution, 
including: 
(a) Costs of displays, 
demonstrations, and exhibits; 
(b) Costs of meeting rooms, 
hospitality suites, and other special 
facilities used in conjunction with 
shows and other special events; and 
(c) Salaries and wages of employees 
engaged in setting up and displaying 
exhibits, making demonstrations, and 
providing briefings; 


as part of the outreach effort for the 
Federal award); or 
(3) Costs of conducting general 
liaison with news media and 
government public relations officers, 
to the extent that such activities are 
limited to communication and liaison 
necessary keep the public informed 
on matters of public concern, such as 
notices of Federal contract/grant 
awards, financial matters, etc. 
 
 e. Costs identified in  subparagraphs 
c and d if incurred for more than one 
Federal award or for both sponsored 
work and other work of the 
organization, are allowable to the 
extent that the principles in 
Attachment A,  paragraphs B. 
(“Direct Costs”) and C. (“Indirect 
Costs”) are observed.  
 
f. Unallowable advertising and 
public relations costs include the 
following: 
(1)  All advertising and public 
relations costs other than as specified 
in paragraphs 1. c, d, and e;  
 
(2) Costs of meetings, conventions, 
convocations, or other events related 
to other activities of the organization, 
including: 
(a) Costs of displays, 
demonstrations, and exhibits; 
(b) Costs of meeting rooms, 
hospitality suites, and other special 
facilities used in conjunction with 
shows and other special events; and 
(c) Salaries and wages of employees 
engaged in setting up and displaying 
exhibits, making demonstrations, and 
providing briefings; 
(3) Costs of promotional items and 
memorabilia, including models, gifts, 


performance of the Federal award 
(these costs are considered necessary 
as part of the outreach effort for the 
Federal award); or 
(3) Costs of conducting general 
liaison with news media and 
government public relations officers, 
to the extent that such activities are 
limited to communication and liaison 
necessary to keep the public 
informed on matters of public 
concern, such as notices of funding 
opportunities, financial matters, etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(e) Unallowable advertising and 
public relations costs include the 
following: 
(1)  All advertising and public 
relations costs other than as specified 
in paragraphs (b) and (d) of this 
section;  
 
(2) Costs of meetings, conventions, 
convocations, or other events related 
to other activities of the entity (see 
also 200.432 Conferences), 
including: 
 
(i) Costs of displays, demonstrations, 
and exhibits; 
(ii) Costs of meeting rooms, 
hospitality suites, and other special 
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Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


conjunction with shows and other special 
events; and 
(c) Salaries and wages of employees 
engaged in setting up and displaying 
exhibits, making demonstrations, and 
providing briefings; 
(3) Costs of promotional items and 
memorabilia, including models, gifts, and 
souvenirs; 
(4) Costs of advertising and public 
relations designed solely to promote the 
governmental unit. 
 
 


(3) Costs of promotional items and 
memorabilia, including models, gifts, 
and souvenirs; 
(4) Costs of advertising and public 
relations designed solely to promote 
the institution. 


and souvenirs; 
(4) Costs of advertising and public 
relations designed solely to promote 
the organization. 


facilities used in conjunction with 
shows and other special events; and 
(iii) Salaries and wages of employees 
engaged in setting up and displaying 
exhibits, making demonstrations, and 
providing briefings; 
(3) Costs of promotional items and 
memorabilia, including models, gifts, 
and souvenirs; 
(4) Costs of advertising and public 
relations designed solely to promote 
the non-Federal entity. 


__.422 Advisory Councils 2. Costs incurred by advisory councils or 
committees are allowable as a direct cost 
where authorized by the Federal awarding 
agency or as an indirect cost where 
allocable to Federal awards. 


Costs incurred by advisory councils 
or committees are allowable as a 
direct cost where authorized by the 
sponsored agreementing agency or as 
an indirect cost where allocable to 
sponsored agreements. 


Costs incurred by advisory councils 
or committees are allowable as a 
direct cost where authorized by the 
Federal awarding agency or as an 
indirect cost where allocable to 
Federal awards. 


Costs incurred by advisory councils 
or committees are unallowable 
unless authorized by statute, the 
Federal awarding agency or as an 
indirect cost where allocable to 
Federal awards.  See 200.444 
General Costs of Government, 
applicable to states, local 
governments and Indian tribes. 


__.423 Alcoholic Beverages 3. Costs of alcoholic beverages are 
unallowable. 


Costs of alcoholic beverages are 
unallowable. 


Costs of alcoholic beverages are 
unallowable. 


Costs of alcoholic beverages are 
unallowable. 


__.424 Alumni/ae Activities  Costs incurred for, or in support of, 
alumni/ae activities and similar 
services are unallowable. 


 Costs incurred by IHEs for, or in 
support of, alumni/ae activities are 
unallowable. 


__.425 Audit Services 4. a. The costs of audits required by , and 
performed in accordance with, the Single 
Audit Act, as implemented by Circular 
A–133, “Audits of States, Local 
Governments, and Non-Profit 
Organizations” are allowable. Also see 31 
U.S.C. 7505(b) and section 230 (“Audit 
Costs”) of Circular A–133. 
 
 
b. Other audit costs are allowable if 
included in a cost allocation plan or 
indirect cost proposal, or if specifically 
approved by the awarding agency as a 
direct cost to an award. 
 
c. The cost of agreed-upon procedures 


a. The costs of audits required by, 
and performed in accordance with, 
the Single Audit Act, as 
implemented by Circular A–133, 
“Audits of States, Local 
Governments, and Non-Profit 
Organizations” are allowable. Also 
see 31 U.S.C. 7505(b) and section 
__.230 (“Audit Costs”) of Circular 
A–133. 
 
b. Other audit costs are allowable if 
included in an indirect cost rate 
proposal, or if specifically approved 
by the awarding agency as a direct 
cost to an award. 
 


a. The costs of audits required by, 
and performed in accordance with, 
the Single Audit Act, as 
implemented by Circular A–133, 
“Audits of States, Local 
Governments, and Non-Profit 
Organizations” are allowable. Also 
see 31 U.S.C. 7505(b) and section 
230 (“Audit Costs”) of Circular A–
133. 
 
b. Other audit costs are allowable if 
included in an indirect cost rate 
proposal, or if specifically approved 
by the awarding agency as a direct 
cost to an award. 
 


(a) A reasonably proportionate share 
of the costs of audits required by, 
and performed in accordance with, 
the Single Audit Act Amendments of 
1996 (31 U.S.C. §§ 7501-7507), as 
implemented by requirements of this 
Part, are allowable.  However, the 
following audit costs are 
unallowable:   
 
(1) Any costs when audits required 
by the Single Audit Act and Subpart 
F – Audit Requirements of this Part 
have not been conducted or have 
been conducted but not in 
accordance therewith; and 
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engagements to monitor subrecipients 
who are exempted from A–133 under 
section 200(d) are allowable, subject to 
the conditions listed in A–133, section 
230 (b)(2). 
 


c. The cost of agreed-upon 
procedures engagements to monitor 
subrecipients who are exempted 
from A–133 under section __.200(d) 
are allowable, subject to the 
conditions listed in A–133, section 
__.230 (b)(2). 
 


c. The cost of agreed-upon 
procedures engagements to monitor 
subrecipients who are exempted 
from A–133 under section 200(d) are 
allowable, subject to the conditions 
listed in A–133, section 230 (b)(2). 
 


(2) Any costs of auditing a non-
Federal entity that is exempted from 
having an audit conducted under the 
Single Audit Act and Subpart F – 
Audit Requirements of this Part 
because its expenditures under 
Federal awards are less than 
$750,000 during the non-Federal 
entity’s fiscal year.     
 
(b) The costs of a financial statement 
audit of a non-Federal entity that 
does not currently have a Federal 
award may be included in the 
indirect cost pool for a cost 
allocation plan or indirect cost 
proposal. 
 
(c) Pass-through entities may charge 
Federal awards for the cost of 
agreed-upon-procedures 
engagements to monitor 
subrecipients (in accordance with 
Subpart D – Post Federal Award 
Requirements, Subrecipient 
Monitoring and Management) who 
are exempted from the requirements 
of the Single Audit Act and Subpart 
F – Audit Requirements.  This cost is 
allowable only if the agreed-upon-
procedures engagements are: 
 
(1)  Conducted in accordance with 
GAGAS attestation standards; 
 
(2)  Paid for and arranged by the 
pass-through entity; and 
 
(3)  Limited in scope to one or more 
of the following types of compliance 
requirements:  activities allowed or 
unallowed; allowable costs/cost 
principles; eligibility; and reporting.  


__.426 Bad Debts  5. Bad debts, including losses (whether 
actual or estimated) arising from 


Bad debts, including losses (whether 
actual or estimated) arising from 


Bad debts, including losses (whether 
actual or estimated) arising from 


Bad debts (debts which have been 
determined to be uncollectable), 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


46 
 


Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


uncollectible accounts and other claims, 
related collection costs, and related legal 
costs, are unallowable. 


uncollectible accounts and other 
claims, related collection costs, and 
related legal costs, are unallowable. 
 


uncollectible accounts and other 
claims, related collection costs, and 
related legal costs, are unallowable. 


including losses (whether actual or 
estimated) arising from uncollectable 
accounts and other claims, are 
unallowable.  Related collection 
costs, and related legal costs, arising 
from such debts after they have been 
determined to be uncollectable are 
also unallowable.  See also section 
200.428 Collections Of Improper 
Payments. 


__.427 Bonding Costs 6. a. Bonding costs arise when the Federal 
Government requires assurance against 
financial loss to itself or others by reason 
of the act or default of the governmental 
unit. They arise also in instances where 
the governmental unit requires similar 
assurance. Included are such bonds as bid, 
performance, payment, advance payment, 
infringement, and fidelity bonds. 
 
b. Costs of bonding required pursuant to 
the terms of the award are allowable. 
 
c. Costs of bonding required by the 
governmental unit in the general conduct 
of its operations are allowable to the 
extent that such bonding is in accordance 
with sound business practice and the rates 
and premiums are reasonable under the 
circumstances. 
 


 a. Bonding costs arise when the 
Federal Government requires 
assurance against financial loss to 
itself or others by reason of the act or 
default of the non-profit 
organization. They arise also in 
instances where the non-profit 
organization requires similar 
assurance. Included are such bonds 
as bid, performance, payment, 
advance payment, infringement, and 
fidelity bonds. 
 
b. Costs of bonding required 
pursuant to the terms of the award 
are allowable. 
 
c. Costs of bonding required by the 
non-profit organization in the general 
conduct of its operations are 
allowable to the extent that such 
bonding is in accordance with sound 
business practice and the rates and 
premiums are reasonable under the 
circumstances. 


(a)  Bonding costs arise when the 
Federal awarding agency requires 
assurance against financial loss to 
itself or others by reason of the act or 
default of the non-Federal entity.  
They arise also in instances where 
the non-Federal entity requires 
similar assurance, including: bonds 
as bid, performance, payment, 
advance payment, infringement, and 
fidelity bonds for employees and 
officials. 
 
(b) Costs of bonding required 
pursuant to the terms and conditions 
of the Federal award are allowable. 
 
(c) Costs of bonding required by the 
non-Federal entity in the general 
conduct of its operations are 
allowable as an indirect cost to the 
extent that such bonding is in 
accordance with sound business 
practice and the rates and premiums 
are reasonable under the 
circumstances. 


__.428 Collections of 
Improper Payments 


   The costs incurred by a non-Federal 
entity to recover improper payments 
are allowable as either direct or 
indirect costs, as appropriate.  
Amounts collected may be used by 
the non-Federal entity in accordance 
with cash management standards set 
forth in section 200.305 Payment.  


__.429 Commencement and  a. Bonding costs arise when the  For IHEs, costs incurred for 
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Convocation Costs Federal Government requires 
assurance against financial loss to 
itself or others by reason of the act or 
default of the institution. They arise 
also in instances where the institution 
requires similar assurance. Included 
are such bonds as bid, performance, 
payment, advance payment, 
infringement, and fidelity bonds. 
 
b. Costs of bonding required 
pursuant to the terms of the award 
are allowable. 
 
c. Costs of bonding required by the 
institution in the general conduct of 
its operations are allowable to the 
extent that such bonding is in 
accordance with sound business 
practice and the rates and premiums 
are reasonable under the 
circumstances. 
 


commencements and convocations 
are unallowable, except as provided 
for in Appendix III Indirect and 
Assignment, and Rate Determination 
for Institutions of Higher Educations 
(IHEs), paragraph (B)(9) Student 
Administration and Services, as 
student activity costs. 


__.430 Compensation – 
Personal Services 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


a. General. Compensation for personnel 
services includes all remuneration, paid 
currently or accrued, for services rendered 
during the period of performance under 
Federal awards, including but not 
necessarily limited to wages, salaries, and 
fringe benefits. The costs of such 
compensation are allowable to the extent 
that they satisfy the specific requirements 
of this and other appendices under 2 CFR 
Part 225, and that the total compensation 
for individual employees: 
 
 
 
 
 
 
(1) Is reasonable for the services rendered 
and conforms to the established policy of 
the governmental unit consistently applied 
to both Federal and non-Federal activities; 


 a. Definition. Compensation for 
personal services includes all 
compensation paid currently or 
accrued by the organization for 
services of employees rendered 
during the period of the award 
(except as otherwise provided in 
subparagraph 8.h of this appendix). It 
includes, but is not limited to, 
salaries, wages, director's and 
executive committee member's fees, 
incentive awards, fringe benefits, 
pension plan costs, allowances for 
off-site pay, incentive pay, location 
allowances, hardship pay, and cost of 
living differentials. 
 
b. Allowability. Except as otherwise 
specifically provided in this 
paragraph, the costs of such 
compensation are allowable to the 
extent that: 


(a) General. Compensation for 
personal services includes all 
remuneration, paid currently or 
accrued, for services of employees 
rendered during the period of 
performance under the Federal 
award, including but not necessarily 
limited to wages and salaries.  
Compensation for personal services 
may also include fringe benefits 
which are addressed in 200.431 
Compensation – Fringe Benefits.  
Costs of compensation are allowable 
to the extent that they satisfy the 
specific requirements of this Part, 
and that the total compensation for 
individual employees: 
 
(1) Is reasonable for the services 
rendered and conforms to the 
established written policy of the non-
Federal entity consistently applied to 
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(2) Follows an appointment made in 
accordance with a governmental unit's 
laws and rules and meets merit system or 
other requirements required by Federal 
law, where applicable; and 
 
 
(3) Is determined and supported as 
provided in subsection h. 
 
 
 
 
b. Reasonableness. Compensation for 
employees engaged in work on Federal 
awards will be considered reasonable to 
the extent that it is consistent with that 
paid for similar work in other activities of 
the governmental unit. In cases where the 
kinds of employees required for Federal 
awards are not found in the other 
activities of the governmental unit, 
compensation will be considered 
reasonable to the extent that it is 
comparable to that paid for similar work 
in the labor market in which the 
employing government competes for the 
kind of employees involved. 
Compensation surveys providing data 
representative of the labor market 
involved will be an acceptable basis for 
evaluating reasonableness. 
 
 
 
 
 
 
 
 
 
 
 
 


 
(1) Total compensation to individual 
employees is reasonable for the 
services rendered and conforms to 
the established policy of the 
organization consistently applied to 
both Federal and non-Federal 
activities; and 
 
(2) Charges to awards whether 
treated as direct or indirect costs are 
determined and supported as 
required in this paragraph. 
 
 
c. Reasonableness.  
(1) When the organization is 
predominantly engaged in activities 
other than those sponsored by the 
Federal Government, compensation 
for employees on federally-
sponsored work will be considered 
reasonable to the extent that it is 
consistent with that paid for similar 
work in the organization's other 
activities. 
(2) When the organization is 
predominantly engaged in federally-
sponsored activities and in cases 
where the kind of employees 
required for the Federal activities are 
not found in the organization's other 
activities, compensation for 
employees on federally-sponsored 
work will be considered reasonable 
to the extent that it is comparable to 
that paid for similar work in the labor 
markets in which the organization 
competes for the kind of employees 
involved. 
 
 
 
 
 


both Federal and non-Federal 
activities;  
 
(2) Follows an appointment made in 
accordance with a non-Federal 
entity's laws and/or rules or written 
policies and meets the requirements 
of Federal statute, where applicable; 
and  
 
(3) Is determined and supported as 
provided in paragraph (9) below, 
Standards for Documentation of 
Personnel Expenses, when 
applicable. 
 
(b) Reasonableness.  Compensation 
for employees engaged in work on 
Federal awards will be considered 
reasonable to the extent that it is 
consistent with that paid for similar 
work in other activities of the non-
Federal entity.  In cases where the 
kinds of employees required for 
Federal awards are not found in the 
other activities of the non-Federal 
entity, compensation will be 
considered reasonable to the extent 
that it is comparable to that paid for 
similar work in the labor market in 
which the non-Federal entity 
competes for the kind of employees 
involved. 
 
(c) Professional activities outside the 
non-Federal entity.  Unless an 
arrangement is specifically 
authorized by a Federal awarding 
agency, a non-Federal entity must 
follow its written non-Federal entity-
wide policies and practices 
concerning the permissible extent of 
professional services that can be 
provided outside the non-Federal 
entity for non-organizational 
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c. Unallowable costs. Costs which are 
unallowable under other sections of these 
principles shall not be allowable under 
this section solely on the basis that they 
constitute personnel compensation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
e. Unallowable costs. Costs which 
are unallowable under other 
paragraphs of this appendix shall not 
be allowable under this paragraph 
solely on the basis that they 
constitute personal compensation. 
 
f. Overtime, extra-pay shift, and 
multi-shift premiums. Premiums 
for overtime, extra-pay shifts, and 
multi-shift work are allowable only 
with the prior approval of the 
awarding agency except: 
(1) When necessary to cope with 
emergencies, such as those resulting 
from accidents, natural disasters, 
breakdowns of equipment, or 
occasional operational bottlenecks of 
a sporadic nature. 
(2) When employees are performing 


compensation.  Where such non-
Federal entity-wide written policies 
do not exist or do not adequately 
define the permissible extent of 
consulting or other non-
organizational activities undertaken 
for extra outside pay, the Federal 
government may require that the 
effort of professional staff working 
on Federal awards be allocated 
between:  
 
(1) Non-Federal entity activities, and  
 
(2) Non-organizational professional 
activities.  If the Federal awarding 
agency considers the extent of non-
organizational professional effort 
excessive or inconsistent with the 
conflicts-of-interest terms and 
conditions of the Federal award, 
appropriate arrangements governing 
compensation will be negotiated on a 
case-by-case basis. 
 
(d) Unallowable costs.  
 
(1) Costs which are unallowable 
under other sections of these 
principles must not be allowable 
under this section solely on the basis 
that they constitute personnel 
compensation.   
 
(2) The allowable compensation for 
certain employees is subject to a 
ceiling in accordance with statute.  
For the amount of the ceiling for 
cost-reimbursement contracts, the 
covered compensation subject to the 
ceiling, the covered employees, and 
other relevant provisions, see 10 
U.S.C. 2324(e)(1)(P), and 41 U.S.C. 
1127 and 4304(a)(16).  For other 
types of Federal awards, other 
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indirect functions, such as 
administration, maintenance, or 
accounting. 
(3) In the performance of tests, 
laboratory procedures, or other 
similar operations which are 
continuous in nature and cannot 
reasonably be interrupted or 
otherwise completed. 
(4) When lower overall cost to the 
Federal Government will result. 
 
 
 
 
d. Special considerations in 
determining allowability.  
Certain conditions require special 
consideration and possible 
limitations in determining costs 
under Federal awards where amounts 
or types of compensation appear 
unreasonable. Among such 
conditions are the following: 
 
 
 
 
 
 
j. Incentive Compensation 
Incentive compensation to 
employees based on cost reduction, 
or efficient performance, suggestion 
awards, safety awards, etc., are 
allowable to the extent that the 
overall compensation is determined 
to be reasonable and such costs are 
paid or accrued pursuant to an 
agreement entered into in good faith 
between the organization and the 
employees before the services were 
rendered, or pursuant to an 
established plan followed by the 
organization so consistently as to 


statutory ceilings may apply. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(e) Special considerations.  Special 
considerations in determining 
allowability of compensation will be 
given to any change in a non-Federal 
entity’s compensation policy 
resulting in a substantial increase in 
its employees’ level of compensation 
(particularly when the change was 
concurrent with an increase in the 
ratio of Federal awards to other 
activities) or any change in the 
treatment of allowability of specific 
types of compensation due to 
changes in Federal policy. 
 
(f) Incentive compensation.  
Incentive compensation to 
employees based on cost reduction, 
or efficient performance, suggestion 
awards, safety awards, etc., is 
allowable to the extent that the 
overall compensation is determined 
to be reasonable and such costs are 
paid or accrued pursuant to an 
agreement entered into in good faith 
between the non-Federal entity and 
the employees before the services 
were rendered, or pursuant to an 
established plan followed by the non-
Federal entity so consistently as to 
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h. Support of salaries and wages.  
These standards regarding time 
distribution are in addition to the 
standards for payroll documentation. 
 
(1) Charges to Federal awards for salaries 
and wages, whether treated as direct or 
indirect costs, will be based on payrolls 
documented in accordance with generally 
accepted practice of the governmental unit 
and approved by a responsible official(s) 
of the governmental unit. 
 
 
 
 


imply, in effect, an agreement to 
make such payment. 
 
(1) Compensation to members of 
non-profit organizations, trustees, 
directors, associates, officers, or the 
immediate families thereof. 
Determination should be made that 
such compensation is reasonable for 
the actual personal services rendered 
rather than a distribution of earnings 
in excess of costs. 
(2) Any change in an organization's 
compensation policy resulting in a 
substantial increase in the 
organization's level of compensation, 
particularly when it was concurrent 
with an increase in the ratio of 
Federal awards to other activities of 
the organization or any change in the 
treatment of allowability of specific 
types of compensation due to 
changes in Federal policy. 
 
 
 
 
 
 
8.m. Support of salaries and 
wages. 
 
(1) Charges to awards for salaries 
and wages, whether treated as direct 
costs or indirect costs, will be based 
on documented payrolls approved by 
a responsible official(s) of the 
organization. The distribution of 
salaries and wages to awards must be 
supported by personnel activity 
reports, as prescribed in 
subparagraph 8.m.(2) of this 
appendix, except when a substitute 
system has been approved in writing 
by the cognizant agency. (See 


imply, in effect, an agreement to 
make such payment.   
 
(g) Nonprofit organizations.  For 
compensation to members of 
nonprofit organizations, trustees, 
directors, associates, officers, or the 
immediate families thereof, 
determination should be made that 
such compensation is reasonable for 
the actual personal services rendered 
rather than a distribution of earnings 
in excess of costs.  This may include 
director’s and executive committee 
member’s fees, incentive awards, 
allowances for off-site pay, incentive 
pay, location allowances, hardship 
pay, and cost-of-living differentials.   
 
(h) Institutions of higher education 
(IHEs).    
 
(1) Certain conditions require special 
consideration and possible 
limitations in determining allowable 
personnel compensation costs under 
Federal awards.  Among such 
conditions are the following: 
 
(i) Allowable activities.  Charges to 
Federal awards may include 
reasonable amounts for activities 
contributing and directly related to 
work under an agreement, such as 
delivering special lectures about 
specific aspects of the ongoing 
activity, writing reports and articles, 
developing and maintaining 
protocols (human, animals, etc.), 
managing substances/chemicals, 
managing and securing project-
specific data, coordinating research 
subjects, participating in appropriate 
seminars, consulting with colleagues 
and graduate students, and attending 
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subparagraph E.2 of Appendix A to 
this part.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


meetings and conferences.   
 
(ii) Incidental activities. Incidental 
activities for which supplemental 
compensation is allowable under 
written institutional policy (at a rate 
not to exceed institutional base 
salary) need not be included in the 
records described in paragraph (9) of 
this section to directly charge 
payments of incidental activities, 
such activities must either be 
specifically provided for in the 
Federal award budget or receive 
prior written approval by the Federal 
awarding agency.   
 
(2) Salary basis.  Charges for work 
performed on Federal awards by 
faculty members during the 
academic year are allowable at the 
IBS rate.  Except as noted in 
paragraph (h)(1)(ii) of this section, in 
no event will charges to Federal 
awards, irrespective of the basis of 
computation, exceed the 
proportionate share of the IBS for 
that period.  This principle applies to 
all members of faculty at an 
institution.  IBS is defined as the 
annual compensation paid by an IHE 
for an individual’s appointment, 
whether that individual’s time is 
spent on research, instruction, 
administration, or other activities.  
IBS excludes any income that an 
individual earns outside of duties 
performed for the IHE. Unless there 
is prior approval by the Federal 
awarding agency, charges of a 
faculty member’s salary to a Federal 
award must not exceed the 
proportionate share of the IBS for the 
period during which the faculty 
member worked on the award. 
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(2) No further documentation is required 
for the salaries and wages of employees 
who work in a single indirect cost 
activity. 
 
 
 
(3) Where employees are expected to 
work solely on a single Federal award or 
cost objective, charges for their salaries 
and wages will be supported by periodic 
certifications that the employees worked 
solely on that program for the period 
covered by the certification. These 
certifications will be prepared at least 
semi-annually and will be signed by the 
employee or supervisory official having 
first hand knowledge of the work 
performed by the employee. 
 
(4) Where employees work on multiple 
activities or cost objectives, a distribution 
of their salaries or wages will be 
supported by personnel activity reports or 
equivalent documentation which meets 
the standards in subsection 8.h.(5) of this 
appendix unless a statistical sampling 
system (see subsection 8.h.(6) of this 
appendix) or other substitute system has 
been approved by the cognizant Federal 
agency. Such documentary support will 
be required where employees work on: 
 
(a) More than one Federal award, 
(b) A Federal award and a non-Federal 
award, 
(c) An indirect cost activity and a direct 
cost activity, 
(d) Two or more indirect activities which 
are allocated using different allocation 
bases, or 
(e) An unallowable activity and a direct or 
indirect cost activity. 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(2) Reports reflecting the distribution 
of activity of each employee must be 
maintained for all staff members 
(professionals and nonprofessionals) 
whose compensation is charged, in 
whole or in part, directly to awards. 
In addition, in order to support the 
allocation of indirect costs, such 
reports must also be maintained for 
other employees whose work 
involves two or more functions or 
activities if a distribution of their 
compensation between such 
functions or activities is needed in 
the determination of the 
organization's indirect cost rate(s) ( 
e.g. , an employee engaged part-time 
in indirect cost activities and part-
time in a direct function). Reports 
maintained by non-profit 
organizations to satisfy these 
requirements must meet the 
following standards: 
 
(a) The reports must reflect an after-
the-fact determination of the actual 


 
(3) Intra-Institution of Higher 
Education (IHE) consulting.  Intra-
IHE consulting by faculty is assumed 
to be undertaken as an IHE 
obligation requiring no compensation 
in addition to IBS. However, in 
unusual cases where consultation is 
across departmental lines or involves 
a separate or remote operation, and 
the work performed by the faculty 
member is in addition to his or her 
regular responsibilities, any charges 
for such work representing additional 
compensation above IBS are 
allowable provided that such 
consulting arrangements are 
specifically provided for in the 
Federal award or approved in writing 
by the Federal awarding agency.   
 
(4) Extra Service Pay normally 
represents overload compensation, 
subject to institutional compensation 
policies for services above and 
beyond IBS. Where extra service pay 
is a result of Intra-IHE consulting, it 
is subject to the same requirements 
of paragraph (b) above.  It is 
allowable if all of the following 
conditions are met: 
 
(i) The non-Federal entity establishes 
consistent written policies which 
apply uniformly to all faculty 
members, not just those working on 
Federal awards.   
 
(ii) The non-Federal entity 
establishes a consistent written 
definition of work covered by IBS 
which is specific enough to 
determine conclusively when work 
beyond that level has occurred. This 
may be described in appointment 
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(5) Personnel activity reports or 
equivalent documentation must meet the 
following standards: 
(a) They must reflect an after-the-fact 
distribution of the actual activity of each 
employee, 
 
(b) They must account for the total 
activity for which each employee is 
compensated, 
 
(c) They must be prepared at least 
monthly and must coincide with one or 
more pay periods, and 
 
(d) They must be signed by the employee. 
 
(e) Budget estimates or other distribution 
percentages determined before the 
services are performed do not qualify as 
support for charges to Federal awards but 
may be used for interim accounting 
purposes, provided that: 
 
(i) The governmental unit's system for 
establishing the estimates produces 
reasonable approximations of the activity 
actually performed; 
 
(ii) At least quarterly, comparisons of 
actual costs to budgeted distributions 
based on the monthly activity reports are 
made. Costs charged to Federal awards to 
reflect adjustments made as a result of the 
activity actually performed may be 
recorded annually if the quarterly 
comparisons show the differences 
between budgeted and actual costs are 
less than ten percent; and 
 
(iii) The budget estimates or other 
distribution percentages are revised at 
least quarterly, if necessary, to reflect 
changed circumstances. 
 


activity of each employee. Budget 
estimates ( i.e. , estimates determined 
before the services are performed) do 
not qualify as support for charges to 
awards. 
 
(b) Each report must account for the 
total activity for which employees 
are compensated and which is 
required in fulfillment of their 
obligations to the organization. 
 
(c) The reports must be signed by the 
individual employee, or by a 
responsible supervisory official 
having firsthand knowledge of the 
activities performed by the 
employee, that the distribution of 
activity represents a reasonable 
estimate of the actual work 
performed by the employee during 
the periods covered by the reports. 
 
(d) The reports must be prepared at 
least monthly and must coincide with 
one or more pay periods. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


letters or other documentations. 
 
(iii) The supplementation amount 
paid is commensurate with the IBS 
rate of pay and the amount of 
additional work performed.  See 
paragraph (h)(2) of this section. 
 
(iv) The salaries, as supplemented, 
fall within the salary structure and 
pay ranges established by and 
documented in writing or otherwise 
applicable to the non-Federal entity. 
 
(v) The total salaries charged to 
Federal awards including extra 
service pay are subject to the 
Standards of Documentation as 
described in paragraph (i) below. 
 
(5) Periods outside the academic 
year. 
(i) Except as specified for teaching 
activity in paragraph (ii) below, 
charges for work performed by 
faculty members on Federal awards 
during periods not included in the 
base salary period will be at a rate 
not in excess of the IBS. 
(ii) Charges for teaching activities 
performed by faculty members on 
Federal awards during periods not 
included in IBS period will be based 
on the normal written policy of the 
IHE governing compensation to 
faculty members for teaching 
assignments during such periods. 
 
(6) Part-time faculty.  Charges for 
work performed on Federal awards 
by faculty members having only 
part-time appointments will be 
determined at a rate not in excess of 
that regularly paid for part-time 
assignments.   
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(6) Substitute systems for allocating 
salaries and wages to Federal awards may 
be used in place of activity reports. These 
systems are subject to approval if required 
by the cognizant agency. Such systems 
may include, but are not limited to, 
random moment sampling, case counts, or 
other quantifiable measures of employee 
effort. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(3) Charges for the salaries and 
wages of nonprofessional employees, 
in addition to the supporting 
documentation described in 
subparagraphs (1) and (2), must also 
be supported by records indicating 


 
(7) Sabbatical leave costs.  Rules for 
sabbatical leave are as follow: 
(i) Costs of leaves of absence by 
employees for performance of 
graduate work or sabbatical study, 
travel, or research are allowable 
provided the IHE has a uniform 
written policy on sabbatical leave for 
persons engaged in instruction and 
persons engaged in research. Such 
costs will be allocated on an 
equitable basis among all related 
activities of the IHE. 
  
(ii) Where sabbatical leave is 
included in fringe benefits for which 
a cost is determined for assessment 
as a direct charge, the aggregate 
amount of such assessments 
applicable to all work of the 
institution during the base period 
must be reasonable in relation to the 
IHE's actual experience under its 
sabbatical leave policy. 
 
(8) Salary rates for non-faculty 
members. Non-faculty full-time 
professional personnel may also earn 
“extra service pay” in accordance 
with the non-Federal entity’s written 
policy and consistent with paragraph 
(h)(1)(i) of this section. 
 
(i) Standards for Documentation of 
Personnel Expenses 
 
(1) Charges to Federal awards for 
salaries and wages must be based on 
records that accurately reflect the 
work performed. These records must: 
 
(i)  Be supported by a system of 
internal control which provides 
reasonable assurance that the charges 
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(7) Salaries and wages of employees used 
in meeting cost sharing or matching 
requirements of Federal awards must be 
supported in the same manner as those 
claimed as allowable costs under Federal 
awards. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


the total number of hours worked 
each day maintained in conformance 
with Department of Labor 
regulations implementing the Fair 
Labor Standards Act (FLSA) (29 
CFR part 516). For this purpose, the 
term “nonprofessional employee” 
shall have the same meaning as 
“nonexempt employee,” under 
FLSA. 
 
(4) Salaries and wages of employees 
used in meeting cost sharing or 
matching requirements on awards 
must be supported in the same 
manner as salaries and wages 
claimed for reimbursement from 
awarding agencies. 


are accurate, allowable, and properly 
allocated;   
 
(ii) Be incorporated into the official 
records of the non-Federal entity;  
 
(iii) Reasonably reflect the total 
activity for which the employee is 
compensated by the non-Federal 
entity, not exceeding 100% of 
compensated activities (for IHE, this 
per the IHE’s definition of IBS);  
 
(iv) Encompass both federally 
assisted and all other activities 
compensated by the non-Federal 
entity on an integrated basis, but may 
include the use of subsidiary records 
as defined in the non-Federal entity’s 
written policy;  
 
(v) Comply with the established 
accounting policies and practices of 
the non-Federal entity (See 
paragraph (h)(1)(ii) above for 
treatment of incidental work for 
IHEs.); and 
 
(vii) Support the distribution of the 
employee’s salary or wages among 
specific activities or cost objectives 
if the employee works on more than 
one Federal award; a Federal award 
and non-Federal award; an indirect 
cost activity and a direct cost 
activity; two or more indirect 
activities which are allocated using 
different allocation bases; or an 
unallowable activity and a direct or 
indirect cost activity.   
 
(viii) Budget estimates (i.e., 
estimates determined before the 
services are performed) alone do not 
qualify as support for charges to 
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Federal awards, but may be used for 
interim accounting purposes, 
provided that: 
 
(A) The system for establishing the 
estimates produces reasonable 
approximations of the activity 
actually performed;  
 
(B) Significant changes in the 
corresponding work activity (as 
defined by the non-Federal entity’s 
written policies) are identified and 
entered into the records in a timely 
manner.  Short term (such as one or 
two months) fluctuation between 
workload categories need not be 
considered as long as the distribution 
of salaries and wages is reasonable 
over the longer term; and  
 
(C) The non-Federal entity’s system 
of internal controls includes 
processes to review after-the-fact 
interim charges made to a Federal 
awards based on budget estimates.  
All necessary adjustment must be 
made such that the final amount 
charged to the Federal award is 
accurate, allowable, and properly 
allocated. 
 
(ix) Because practices vary as to the 
activity constituting a full workload 
(for IHEs, IBS), records may reflect 
categories of activities expressed as a 
percentage distribution of total 
activities. 
 
(x) It is recognized that teaching, 
research, service, and administration 
are often inextricably intermingled in 
an academic setting.  When 
recording salaries and wages charged 
to Federal awards for IHEs, a precise 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


58 
 


Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


assessment of factors that contribute 
to costs is therefore not always 
feasible, nor is it expected.   
 
(2) For records which meet the 
standards required in paragraph (i)(1) 
of this section, the non-Federal entity 
will not be required to provide 
additional support or documentation 
for the work performed, other than 
that referenced in paragraph (3) 
below. 
 
(3) In accordance with Department 
of Labor regulations implementing 
the Fair Labor Standards Act (FLSA) 
(29 C.F.R. Part 516), charges for the 
salaries and wages of nonexempt 
employees, in addition to the 
supporting documentation described 
in this section, must also be 
supported by records indicating the 
total number of hours worked each 
day.   
 
(4) Salaries and wages of employees 
used in meeting cost sharing or 
matching requirements on Federal 
awards must be supported in the 
same manner as salaries and wages 
claimed for reimbursement from 
Federal awards.   
 
(5) For states, local governments and 
Indian tribes, substitute processes or 
systems for allocating salaries and 
wages to Federal awards may be 
used in place of or in addition to the 
records described in paragraph (1) if 
approved by the cognizant agency 
for indirect cost.  Such systems may 
include, but are not limited to, 
random moment sampling, “rolling” 
time studies, case counts, or other 
quantifiable measures of work 
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(a) Substitute systems which use sampling 
methods (primarily for Temporary 
Assistance to Needy Families (TANF), 
Medicaid, and other public assistance 
programs) must meet acceptable statistical 
sampling standards including: 
 
 
 
 
(i) The sampling universe must include all 
of the employees whose salaries and 
wages are to be allocated based on sample 
results except as provided in subsection 
8.h.(6)(c) of this appendix; 
 
(ii) The entire time period involved must 
be covered by the sample; and 
(iii) The results must be statistically valid 
and applied to the period being sampled. 
 
(b) Allocating charges for the sampled 
employees' supervisors, clerical and 
support staffs, based on the results of the 
sampled employees, will be acceptable. 
 
(c) Less than full compliance with the 
statistical sampling standards noted in 
subsection 8.h.(6)(a) of this appendix may 
be accepted by the cognizant agency if it 
concludes that the amounts to be allocated 
to Federal awards will be minimal, or if it 
concludes that the system proposed by the 
governmental unit will result in lower 
costs to Federal awards than a system 
which complies with the standards. 
 
 
 
 
 
 
 


performed.   
 
(i) Substitute systems which use 
sampling methods (primarily for 
Temporary Assistance for Needy 
Families (TANF), the Supplemental 
Nutrition Assistance Program 
(SNAP), Medicaid, and other public 
assistance programs) must meet 
acceptable statistical sampling 
standards including: 
 
(A) The sampling universe must 
include all of the employees whose 
salaries and wages are to be allocated 
based on sample results except as 
provided in subsection (5)(iii), 
below;  
(B) The entire time period involved 
must be covered by the sample; and  
(C) The results must be statistically 
valid and applied to the period being 
sampled. 
(ii) Allocating charges for the 
sampled employees' supervisors, 
clerical and support staffs, based on 
the results of the sampled employees, 
will be acceptable.   
(iii)  Less than full compliance with 
the statistical sampling standards 
noted in subsection (5)(i) may be 
accepted by the cognizant agency for 
indirect costs if it concludes that the 
amounts to be allocated to Federal 
awards will be minimal, or if it 
concludes that the system proposed 
by the non-Federal entity will result 
in lower costs to Federal awards than 
a system which complies with the 
standards. 
 
(6) Cognizant agencies for indirect 
costs are encouraged to approve 
alternative proposals based on 
outcomes and milestones for 
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program performance where these 
are clearly documented.  Where 
approved by the Federal cognizant 
agency for indirect costs, these plans 
are acceptable as an alternative to the 
requirements of paragraph (i) 
Standards for Documentation of 
Personnel Expenses.   
 
(7) For Federal awards of similar 
purpose activity or instances of 
approved blended funding, a non-
Federal entity may submit 
performance plans that incorporate 
funds from multiple Federal awards 
and account for their combined use 
based on performance-oriented 
metrics, provided that such plans are 
approved in advance by all involved 
Federal awarding agencies.  In these 
instances, the non-Federal entity 
must submit a request for waiver of 
the requirements based on 
documentation that describes the 
method of charging costs, relates the 
charging of costs to the specific 
activity that is applicable to all fund 
sources, and is based on quantifiable 
measures of the activity in relation to 
time charged. 
 
(8) For a non-Federal entity where 
the records do not meet the standards 
described in this section, the Federal 
government may require personnel 
activity reports, including prescribed 
certifications, or equivalent 
documentation that support the 
records as required in this section. 
 


200.431 Compensation – 
Fringe Benefits 


8.d. Fringe benefits. 
 
(1) Fringe benefits are allowances and 
services provided by employers to their 
employees as compensation in addition to 


10. f. Fringe benefits. 
 
(1) Fringe benefits in the form of 
regular compensation paid to 
employees during periods of 


8.g. Fringe benefits.  
 
(1) Fringe benefits in the form of 
regular compensation paid to 
employees during periods of 


 200.431 Compensation – Fringe 
Benefits 
(a) Fringe benefits are allowances 
and services provided by employers 
to their employees as compensation 
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regular salaries and wages. Fringe 
benefits include, but are not limited to, the 
costs of leave, employee insurance, 
pensions, and unemployment benefit 
plans. Except as provided elsewhere in 
these principles, the costs of fringe 
benefits are allowable to the extent that 
the benefits are reasonable and are 
required by law, governmental unit-
employee agreement, or an established 
policy of the governmental unit. 
 
(2) The cost of fringe benefits in the form 
of regular compensation paid to 
employees during periods of authorized 
absences from the job, such as for annual 
leave, sick leave, holidays, court leave, 
military leave, and other similar benefits, 
are allowable if: They are provided under 
established written leave policies; the 
costs are equitably allocated to all related 
activities, including Federal awards; and, 
the accounting basis (cash or accrual) 
selected for costing each type of leave is 
consistently followed by the 
governmental unit. 
 
 
 
 
 
 
 
(3) When a governmental unit uses the 
cash basis of accounting, the cost of leave 
is recognized in the period that the leave 
is taken and paid for. Payments for 
unused leave when an employee retires or 
terminates employment are allowable in 
the year of payment provided they are 
allocated as a general administrative 
expense to all activities of the 
governmental unit or component. 
 
 


authorized absences from the job, 
such as for annual leave, sick leave, 
military leave, and the like, are 
allowable, provided such costs are 
distributed to all institutional 
activities in proportion to the relative 
amount of time or effort actually 
devoted by the employees. See 
subsection J.11.f.(4) of this 
Appendix for treatment of sabbatical 
leave. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


authorized absences from the job, 
such as vacation leave, sick leave, 
military leave, and the like, are 
allowable, provided such costs are 
absorbed by all organization 
activities in proportion to the relative 
amount of time or effort actually 
devoted to each. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


in addition to regular salaries and 
wages.  Fringe benefits include, but 
are not limited to, the costs of leave 
(vacation, family-related, sick or 
military), employee insurance, 
pensions, and unemployment benefit 
plans.  Except as provided elsewhere 
in these principles, the costs of fringe 
benefits are allowable provided that 
the benefits are reasonable and are 
required by law, non-Federal entity-
employee agreement, or an 
established policy of the non-Federal 
entity. 
 
(b) Leave. The cost of fringe benefits 
in the form of regular compensation 
paid to employees during periods of 
authorized absences from the job, 
such as for annual leave, family-
related leave, sick leave, holidays, 
court leave, military leave, 
administrative leave, and other 
similar benefits, are allowable if all 
of the following criteria are met:  
 
(1) They are provided under 
established written leave policies;  
 
(2) The costs are equitably allocated 
to all related activities, including 
Federal awards; and,  
 
(3) The accounting basis (cash or 
accrual) selected for costing each 
type of leave is consistently followed 
by the non-Federal entity or specified 
grouping of employees.   
 
(i) When a non-Federal entity uses 
the cash basis of accounting, the cost 
of leave is recognized in the period 
that the leave is taken and paid for.  
Payments for unused leave when an 
employee retires or terminates 
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(4) The accrual basis may be only used 
for those types of leave for which a 
liability as defined by Generally Accepted 
Accounting Principles (GAAP) exists 
when the leave is earned. When a 
governmental unit uses the accrual basis 
of accounting, in accordance with GAAP, 
allowable leave costs are the lesser of the 
amount accrued or funded. 
(5) The cost of fringe benefits in the form 
of employer contributions or expenses for 
social security; employee life, health, 
unemployment, and worker's 
compensation insurance (except as 
indicated in section 22, Insurance and 
indemnification); pension plan costs (see 
subsection e.); and other similar benefits 
are allowable, provided such benefits are 
granted under established written policies. 
Such benefits, whether treated as indirect 
costs or as direct costs, shall be allocated 
to Federal awards and all other activities 
in a manner consistent with the pattern of 
benefits attributable to the individuals or 
group(s) of employees whose salaries and 
wages are chargeable to such Federal 
awards and other activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
(2) Fringe benefits in the form of 
employer contributions or expenses 
for social security, employee 
insurance, workmen's compensation 
insurance, tuition or remission of 
tuition for individual employees are 
allowable, provided such benefits are 
granted in accordance with 
established educational institutional 
policies, and are distributed to all 
institutional activities on an equitable 
basis. Tuition benefits for family 
members other than the employee are 
unallowable for fiscal years 
beginning after September 30, 1998. 
See Section J.45.b, Scholarships and 
student aid costs, of this Appendix 
for treatment of tuition remission 
provided to students. 
 
 
 
 
 
 
(5) Fringe benefits may be assigned 
to cost objectives by identifying 
specific benefits to specific 
individual employees or by 
allocating on the basis of institution-
wide salaries and wages of the 
employees receiving the benefits. 
When the allocation method is used, 


 
 
 
 
 
 
 
 
 
 
 
 
(2) Fringe benefits in the form of 
employer contributions or expenses 
for social security, employee 
insurance, workmen's compensation 
insurance, pension plan costs (see 
subparagraph 8.h of this appendix), 
and the like, are allowable, provided 
such benefits are granted in 
accordance with established written 
organization policies. Such benefits 
whether treated as indirect costs or as 
direct costs, shall be distributed to 
particular awards and other activities 
in a manner consistent with the 
pattern of benefits accruing to the 
individuals or group of employees 
whose salaries and wages are 
chargeable to such awards and other 
activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


employment are allowable as indirect 
costs in the year of payment. 


 
(ii) The accrual basis may be only 
used for those types of leave for 
which a liability as defined by 
GAAP exists when the leave is 
earned.  When a non-Federal entity 
uses the accrual basis of accounting, 
allowable leave costs are the lesser 
of the amount accrued or funded. 
 
(c) The cost of fringe benefits in the 
form of employer contributions or 
expenses for social security; 
employee life, health, 
unemployment, and worker's 
compensation insurance (except as 
indicated in 200.447 Insurance And 
Indemnification); pension plan costs 
(see paragraph (i) of this section); 
and other similar benefits are 
allowable, provided such benefits are 
granted under established written 
policies.  Such benefits, must be 
allocated to Federal awards and all 
other activities in a manner 
consistent with the pattern of benefits 
attributable to the individuals or 
group(s) of employees whose 
salaries and wages are chargeable to 
such Federal awards and other 
activities, and charged as direct or 
indirect costs in accordance with the 
non-Federal entity’s accounting 
practices. 
 
(d) Fringe benefits may be assigned 
to cost objectives by identifying 
specific benefits to specific 
individual employees or by 
allocating on the basis of entity-wide 
salaries and wages of the employees 
receiving the benefits.  When the 
allocation method is used, separate 
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separate allocations must be made to 
selective groupings of employees, 
unless the institution demonstrates 
that costs in relationship to salaries 
and wages do not differ significantly 
for different groups of employees. 
Fringe benefits shall be treated in the 
same manner as the salaries and 
wages of the employees receiving the 
benefits. The benefits related to 
salaries and wages treated as direct 
costs shall also be treated as direct 
costs; the benefits related to salaries 
and wages treated as F&A costs shall 
be treated as F&A costs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
(3)(a) Provisions for a reserve under 
a self-insurance program for 
unemployment compensation or 
workers' compensation are allowable 
to the extent that the provisions 
represent reasonable estimates of the 
liabilities for such compensation, and 
the types of coverage, extent of 
coverage, and rates and premiums 
would have been allowable had 
insurance been purchased to cover 
the risks. However, provisions for 
self-insured liabilities which do not 
become payable for more than one 
year after the provision is made shall 
not exceed the present value of the 
liability. 
 
(4) Costs of insurance on the lives of 
trustees, officers, or other employees 
holding positions of similar 
responsibility are allowable only to 
the extent that the insurance 
represents additional compensation. 
The costs of such insurance when the 
organization is named as beneficiary 
are unallowable. 
 
(3)(b) Where an organization follows 
a consistent policy of expensing 
actual payments to, or on behalf of, 
employees or former employees for 
unemployment compensation or 


allocations must be made to selective 
groupings of employees, unless the 
non-Federal entity demonstrates that 
costs in relationship to salaries and 
wages do not differ significantly for 
different groups of employees.   
 
(e) Insurance.  See also section 
200.447 Insurance And 
Indeminification, paragraphs (d)(1) 
and (2).  
 
(1) Provisions for a reserve under a 
self-insurance program for 
unemployment compensation or 
workers' compensation are allowable 
to the extent that the provisions 
represent reasonable estimates of the 
liabilities for such compensation, and 
the types of coverage, extent of 
coverage, and rates and premiums 
would have been allowable had 
insurance been purchased to cover 
the risks.  However, provisions for 
self-insured liabilities which do not 
become payable for more than one 
year after the provision is made must 
not exceed the present value of the 
liability. 
 
(2) Costs of insurance on the lives of 
trustees, officers, or other employees 
holding positions of similar 
responsibility are allowable only to 
the extent that the insurance 
represents additional compensation.  
The costs of such insurance when the 
non-Federal entity is named as 
beneficiary are unallowable. 
 
(3) Actual claims paid to or on behalf 
of employees or former employees 
for workers' compensation, 
unemployment compensation, 
severance pay, and similar employee 
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e. Pension plan costs.  
Pension plan costs may be computed 
using a pay-as-you-go method or an 
acceptable actuarial cost method in 
accordance with established written 
policies of the governmental unit. 
 
 
(1) For pension plans financed on a pay-
as-you-go method, allowable costs will be 
limited to those representing actual 
payments to retirees or their beneficiaries. 
 
 
 
(2) Pension costs calculated using an 
actuarial cost-based method recognized 
by GAAP are allowable for a given fiscal 
year if they are funded for that year within 
six months after the end of that year. 
Costs funded after the six month period 
(or a later period agreed to by the 
cognizant agency) are allowable in the 
year funded. The cognizant agency may 
agree to an extension of the six month 
period if an appropriate adjustment is 
made to compensate for the timing of the 
charges to the Federal Government and 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(3) Rules for pension plan costs are 
as follows: 
(a) Costs of the institution's pension 
plan which are incurred in 
accordance with the established 
policies of the institution are 
allowable, provided such policies 
meet the test of reasonableness, the 
methods of cost allocation are 
equitable for all activities, the 
amount of pension cost assigned to 
each fiscal year is determined in 
accordance with subsection (b), and 
the cost assigned to a given fiscal 
year is paid or funded for all plan 
participants within six months after 
the end of that year. However, 
increases to normal and past service 
pension costs caused by a delay in 
funding the actuarial liability beyond 
30 days after each quarter of the year 
to which such costs are assignable 
are unallowable. 
 
(b) The amount of pension cost 
assigned to each fiscal year shall be 
determined in accordance with 
generally accepted accounting 


workers' compensation, such 
payments are allowable in the year of 
payment with the prior approval of 
the awarding agency, provided they 
are allocated to all activities of the 
organization. 
 
 
 
 
 
 
 
 
 
 
 
i. Pension plan costs. 
 (1) Costs of the organization's 
pension plan which are incurred in 
accordance with the established 
policies of the organization are 
allowable, provided: 
 
(a) Such policies meet the test of 
reasonableness; 
 
 
(b) The methods of cost allocation 
are not discriminatory; 
 
 
(c) The cost assigned to each fiscal 
year is determined in accordance 
with generally accepted accounting 
principles (GAAP), as prescribed in 
Accounting Principles Board 
Opinion No. 8 issued by the 
American Institute of Certified 
Public Accountants; and 
 
(d) The costs assigned to a given 
fiscal year are funded for all plan 
participants within six months after 
the end of that year. However, 


benefits (e.g., post-retirement health 
benefits), are allowable in the year of 
payment provided that the non-
Federal entity follows a consistent 
costing policy and they are allocated 
as indirect costs. 
 
(f) Automobiles.  That portion of 
automobile costs furnished by the 
entity that relates to personal use by 
employees (including transportation 
to and from work) is unallowable as 
fringe benefit or indirect (F&A) costs 
regardless of whether the cost is 
reported as taxable income to the 
employees.   
 
(g) Pension Plan Costs.  Pension plan 
costs which are incurred in 
accordance with the established 
policies of the non-Federal entity are 
allowable, provided that: 
 
(1) Such policies meet the test of 
reasonableness. 
 
(2) The methods of cost allocation 
are not discriminatory. 
 
 
 
 
(3) For entities using accrual based 
accounting, the cost assigned to each 
fiscal year is determined in 
accordance with GAAP.  
 
 
 
 
 
(4) The costs assigned to a given 
fiscal year are funded for all plan 
participants within six months after 
the end of that year.  However, 
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related Federal reimbursement and the 
governmental unit's contribution to the 
pension fund. Adjustments may be made 
by cash refund or other equitable 
procedures to compensate the Federal 
Government for the time value of Federal 
reimbursements in excess of contributions 
to the pension fund. 
 
 
 
(3) Amounts funded by the governmental 
unit in excess of the actuarially 
determined amount for a fiscal year may 
be used as the governmental unit's 
contribution in future periods. 
 
 
(4) When a governmental unit converts to 
an acceptable actuarial cost method, as 
defined by GAAP, and funds pension 
costs in accordance with this method, the 
unfunded liability at the time of 
conversion shall be allowable if amortized 
over a period of years in accordance with 
GAAP. 
 
 
(5) The Federal Government shall receive 
an equitable share of any previously 
allowed pension costs (including earnings 
thereon) which revert or inure to the 
governmental unit in the form of a refund, 
withdrawal, or other credit. 
 
 
 
 
 
 
 
 
 
 
 


principles. Institutions may elect to 
follow the “Cost Accounting 
Standard for Composition and 
Measurement of Pension Cost” (48 
Part 9904-412). 
 
 
 
 
 
 
 
(c) Premiums paid for pension plan 
termination insurance pursuant to the 
Employee Retirement Income 
Security Act (ERISA) of 1974 (Pub. 
L. 93-406) are allowable. Late 
payment charges on such premiums 
are unallowable. Excise taxes on 
accumulated funding deficiencies 
and prohibited transactions of 
pension plan fiduciaries imposed 
under ERISA are also unallowable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


increases to normal and past service 
pension costs caused by a delay in 
funding the actuarial liability beyond 
30 days after each quarter of the year 
to which such costs are assignable 
are unallowable. 
 
 
 
 
 
 
(2) Pension plan termination 
insurance premiums paid pursuant to 
the Employee Retirement Income 
Security Act (ERISA) of 1974 (Pub. 
L. 93-406) are allowable. Late 
payment charges on such premiums 
are unallowable. 
 
(3) Excise taxes on accumulated 
funding deficiencies and other 
penalties imposed under ERISA are 
unallowable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


increases to normal and past service 
pension costs caused by a delay in 
funding the actuarial liability beyond 
30 calendar days after each quarter 
of the year to which such costs are 
assignable are unallowable.  Non-
Federal entity may elect to follow the 
“Cost Accounting Standard for 
Composition and Measurement of 
Pension Costs” (48 C.F.R. § 
9904.412). 
 
(5) Pension plan termination 
insurance premiums paid pursuant to 
the Employee Retirement Income 
Security Act (ERISA) of 1974 (29 
U.S.C. §§ 1301-1461) are allowable.  
Late payment charges on such 
premiums are unallowable.  Excise 
taxes on accumulated funding 
deficiencies and other penalties 
imposed under ERISA are 
unallowable. 
 
(6) Pension plan costs may be 
computed using a pay-as-you-go 
method or an acceptable actuarial 
cost method in accordance with 
established written policies of the 
non-Federal entity.  
 
(i) For pension plans financed on a 
pay-as-you-go method, allowable 
costs will be limited to those 
representing actual payments to 
retirees or their beneficiaries. 


 
(ii) Pension costs calculated using an 
actuarial cost-based method 
recognized by GAAP are allowable 
for a given fiscal year if they are 
funded for that year within six 
months after the end of that year.  
Costs funded after the six month 
period (or a later period agreed to by 
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f. Post-retirement health benefits.  
Post-retirement health benefits (PRHB) 
refers to costs of health insurance or 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


the cognizant agency for indirect 
costs) are allowable in the year 
funded.  The cognizant agency for 
indirect costs may agree to an 
extension of the six month period if 
an appropriate adjustment is made to 
compensate for the timing of the 
charges to the Federal government 
and related Federal reimbursement 
and the non-Federal entity's 
contribution to the pension fund.  
Adjustments may be made by cash 
refund or other equitable procedures 
to compensate the Federal 
government for the time value of 
Federal reimbursements in excess of 
contributions to the pension fund. 


 
(iii) Amounts funded by the non-
Federal entity in excess of the 
actuarially determined amount for a 
fiscal year may be used as the non-
Federal entity's contribution in future 
periods.   


 
(iv) When a non-Federal entity 
converts to an acceptable actuarial 
cost method, as defined by GAAP, 
and funds pension costs in 
accordance with this method, the 
unfunded liability at the time of 
conversion is allowable if amortized 
over a period of years in accordance 
with GAAP. 


 
(v) The Federal government must 
receive an equitable share of any 
previously allowed pension costs 
(including earnings thereon) which 
revert or inure to the non-Federal 
entity in the form of a refund, 
withdrawal, or other credit. 
 
(h) Post-Retirement Health.  Post-
retirement health plans (PRHP) 
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health services not included in a pension 
plan covered by subsection 8.e. of this 
appendix for retirees and their spouses, 
dependents, and survivors. PRHB costs 
may be computed using a pay-as-you-go 
method or an acceptable actuarial cost 
method in accordance with established 
written polices of the governmental unit. 
 
 
(1) For PRHB financed on a pay as-you-
go method, allowable costs will be limited 
to those representing actual payments to 
retirees or their beneficiaries. 
 
(2) PRHB costs calculated using an 
actuarial cost method recognized by 
GAAP are allowable if they are funded 
for that year within six months after the 
end of that year. Costs funded after the six 
month period (or a later period agreed to 
by the cognizant agency) are allowable in 
the year funded. The cognizant agency 
may agree to an extension of the six 
month period if an appropriate adjustment 
is made to compensate for the timing of 
the charges to the Federal Government 
and related Federal reimbursements and 
the governmental unit's contributions to 
the PRHB fund. Adjustments may be 
made by cash refund, reduction in current 
year's PRHB costs, or other equitable 
procedures to compensate the Federal 
Government for the time value of Federal 
reimbursements in excess of contributions 
to the PRHB fund. 
 
 
 
 
 
(3) Amounts funded in excess of the 
actuarially determined amount for a fiscal 
year may be used as the government's 
contribution in a future period. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


refers to costs of health insurance or 
health services not included in a 
pension plan covered by paragraph 
(g) of this section for retirees and 
their spouses, dependents, and 
survivors.  PRHP costs may be 
computed using a pay-as-you-go 
method or an acceptable actuarial 
cost method in accordance with 
established written policies of the 
non-Federal entity. 
  
(1) For PRHP financed on a pay-as-
you-go method, allowable costs will 
be limited to those representing 
actual payments to retirees or their 
beneficiaries. 
(2) PRHP costs calculated using an 
actuarial cost method recognized by 
GAAP are allowable if they are 
funded for that year within six 
months after the end of that year.  
Costs funded after the six month 
period (or a later period agreed to by 
the cognizant agency) are allowable 
in the year funded.  The Federal 
cognizant agency for indirect costs 
may agree to an extension of the six 
month period if an appropriate 
adjustment is made to compensate 
for the timing of the charges to the 
Federal government and related 
Federal reimbursements and the non-
Federal entity's contributions to the 
PRHP fund.  Adjustments may be 
made by cash refund, reduction in 
current year's PRHP costs, or other 
equitable procedures to compensate 
the Federal government for the time 
value of Federal reimbursements in 
excess of contributions to the PRHP 
fund. 
(3) Amounts funded in excess of the 
actuarially determined amount for a 
fiscal year may be used as the 
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(4) When a governmental unit converts to 
an acceptable actuarial cost method and 
funds PRHB costs in accordance with this 
method, the initial unfunded liability 
attributable to prior years shall be 
allowable if amortized over a period of 
years in accordance with GAAP, or, if no 
such GAAP period exists, over a period 
negotiated with the cognizant agency. 
 
(5) To be allowable in the current year, 
the PRHB costs must be paid either to: 
 
(a) An insurer or other benefit provider as 
current year costs or premiums, or 
 
 
(b) An insurer or trustee to maintain a 
trust fund or reserve for the sole purpose 
of providing post-retirement benefits to 
retirees and other beneficiaries. 
 
(6) The Federal Government shall receive 
an equitable share of any amounts of 
previously allowed post-retirement 
benefit costs (including earnings thereon) 
which revert or inure to the governmental 
unit in the form of a refund, withdrawal, 
or other credit. 
 
 
 
g. Severance pay. 
 
(1) Payments in addition to regular 
salaries and wages made to workers 
whose employment is being terminated 
are allowable to the extent that, in each 
case, they are required by law, employer-
employee agreement, or established 
written policy. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
h. Severance pay. 
 
(1) Severance pay is compensation in 
addition to regular salary and wages 
which is paid by an institution to 
employees whose services are being 
terminated. Costs of severance pay 
are allowable only to the extent that 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
k. Severance pay.  
 
(1) Severance pay, also commonly 
referred to as dismissal wages, is a 
payment in addition to regular 
salaries and wages, by organizations 
to workers whose employment is 
being terminated. Costs of severance 


Federal government's contribution in 
a future period.   
                                                                
(4) When a non-Federal entity 
converts to an acceptable actuarial 
cost method and funds PRHP costs 
in accordance with this method, the 
initial unfunded liability attributable 
to prior years is allowable if 
amortized over a period of years in 
accordance with GAAP, or, if no 
such GAAP period exists, over a 
period negotiated with the cognizant 
agency for indirect costs. 
 
(5) To be allowable in the current 
year, the PRHP costs must be paid 
either to: 
 
(i) An insurer or other benefit 
provider as current year costs or 
premiums, or 


 
(ii) An insurer or trustee to maintain 
a trust fund or reserve for the sole 
purpose of providing post-retirement 
benefits to retirees and other 
beneficiaries. 
 
(6) The Federal government must 
receive an equitable share of any 
amounts of previously allowed post-
retirement benefit costs (including 
earnings thereon) which revert or 
inure to the entity in the form of a 
refund, withdrawal, or other credit.  
 
(i) Severance Pay.  
 
(1) Severance pay, also commonly 
referred to as dismissal wages, is a 
payment in addition to regular 
salaries and wages, by non-Federal 
entities to workers whose 
employment is being terminated.  
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(2) Severance payments (but not accruals) 
associated with normal turnover are 
allowable. Such payments shall be 
allocated to all activities of the 
governmental unit as an indirect cost. 
 
 
 
 
 
 
 
 
(3) Abnormal or mass severance pay will 
be considered on a case-by-case basis and 
is allowable only if approved by the 
cognizant Federal agency. 
 
 
 
 
 
 
 
 
 
 
 
 


such payments are required by law, 
by employer-employee agreement, 
by established policy that constitutes 
in effect an implied agreement on the 
institution's part, or by circumstances 
of the particular employment. 
 
 
 
 
 
 
 
 
 
 
(2) Severance payments that are due 
to normal recurring turnover and 
which otherwise meet the conditions 
of subsection J.10.h.(1) of this 
Appendix may be allowed provided 
the actual costs of such severance 
payments are regarded as expenses 
applicable to the current fiscal year 
and are equitably distributed among 
the institution's activities during that 
period. 
 
 
(3) Severance payments that are due 
to abnormal or mass terminations are 
of such conjectural nature that 
allowability must be determined on a 
case-by-case basis. However, the 
Federal Government recognizes its 
obligation to participate, to the extent 
of its fair share, in any specific 
payment. 
 
 
 
 
 
(4) Costs incurred in excess of the 
institution's normal severance pay 


pay are allowable only to the extent 
that in each case, it is required by: 
 
(a) Law 
(b) Employer-employee agreement 
(c) Established policy that 
constitutes, in effect, an implied 
agreement on the organization's part, 
or 
(d) Circumstances of the particular 
employment. 
 
(2) Costs of severance payments are 
divided into two categories as 
follows: 
 
(a) Actual normal turnover severance 
payments shall be allocated to all 
activities; or, where the organization 
provides for a reserve for normal 
severances, such method will be 
acceptable if the charge to current 
operations is reasonable in light of 
payments actually made for normal 
severances over a representative past 
period, and if amounts charged are 
allocated to all activities of the 
organization. 
 
(b) Abnormal or mass severance pay 
is of such a conjectural nature that 
measurement of costs by means of an 
accrual will not achieve equity to 
both parties. Thus, accruals for this 
purpose are not allowable. However, 
the Federal Government recognizes 
its obligation to participate, to the 
extent of its fair share, in any 
specific payment. Thus, allowability 
will be considered on a case-by-case 
basis in the event or occurrence. 
 
 
(c) Costs incurred in certain 
severance pay packages (commonly 


Costs of severance pay are allowable 
only to the extent that in each case, it 
is required by (a) law, (b) employer-
employee agreement, (c) established 
policy that constitutes, in effect, an 
implied agreement on the non-
Federal entity's part, or (d) 
circumstances of the particular 
employment.  
 
 
 
(2) Costs of severance payments are 
divided into two categories as 
follows:  
 
(i) Actual normal turnover severance 
payments must be allocated to all 
activities; or, where the non-Federal 
entity provides for a reserve for 
normal severances, such method will 
be acceptable if the charge to current 
operations is reasonable in light of 
payments actually made for normal 
severances over a representative past 
period, and if amounts charged are 
allocated to all activities of the non-
Federal entity. 


  
(ii) Measurement of costs of 
abnormal or mass severance pay by 
means of an accrual will not achieve 
equity to both parties.  Thus, accruals 
for this purpose are not allowable.  
However, the Federal government 
recognizes its obligation to 
participate, to the extent of its fair 
share, in any specific payment.  Prior 
approval by the Federal awarding 
agency or cognizant agency for 
indirect cost, as appropriate, is 
required. 
  
(3) Costs incurred in certain 
severance pay packages which are in 
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policy applicable to all persons 
employed by the institution upon 
termination of employment are 
unallowable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


known as “a golden parachute” 
payment) which are in an amount in 
excess of the normal severance pay 
paid by the organization to an 
employee upon termination of 
employment and are paid to the 
employee contingent upon a change 
in management control over, or 
ownership of, the organization's 
assets are unallowable. 
 
(d) Severance payments to foreign 
nationals employed by the 
organization outside the United 
States, to the extent that the amount 
exceeds the customary or prevailing 
practices for the organization in the 
United States are unallowable, unless 
they are necessary for the 
performance of Federal programs 
and approved by awarding agencies. 
 
(e) Severance payments to foreign 
nationals employed by the 
organization outside the United 
States due to the termination of the 
foreign national as a result of the 
closing of, or curtailment of 
activities by, the organization in that 
country, are unallowable, unless they 
are necessary for the performance of 
Federal programs and approved by 
awarding agencies. 
 
 
 
 
 
 
 
 
 
 
 
 


an amount in excess of the normal 
severance pay paid by the non-
Federal entity to an employee upon 
termination of employment and are 
paid to the employee contingent 
upon a change in management 
control over, or ownership of, the 
non-Federal entity's assets, are 
unallowable.  
 
 
(4) Severance payments to foreign 
nationals employed by the non-
Federal entity outside the United 
States, to the extent that the amount 
exceeds the customary or prevailing 
practices for the non-Federal entity 
in the United States, are unallowable, 
unless they are necessary for the 
performance of Federal programs 
and approved by the Federal 
awarding agency.  
(5) Severance payments to foreign 
nationals employed by the non-
Federal entity outside the United 
States due to the termination of the 
foreign national as a result of the 
closing of, or curtailment of 
activities by, the non-Federal entity 
in that country, are unallowable, 
unless they are necessary for the 
performance of Federal programs 
and approved by the Federal 
awarding agency. 
 
(j) For IHEs only.  Fringe benefits in 
the form of tuition or remission of 
tuition for individual employees are 
allowable, provided such benefits are 
granted in accordance with 
established non-Federal entity 
policies, and are distributed to all 
non-Federal entity activities on an 
equitable basis. Tuition benefits for 
family members other than the 
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employee are unallowable.  
 
Fringe benefits in the form of tuition 
or remission of tuition for individual 
employees not employed by IHEs are 
limited to the tax-free amount 
allowed per section 127 of the 
Internal Revenue Code as amended.  
 
IHEs may offer employees tuition 
waivers or tuition reductions for 
undergraduate education under IRC 
Section 117(d) as amended, provided 
that the benefit does not discriminate 
in favor of highly compensated 
employees.  Federal reimbursement 
of tuition or remission of tuition is 
also limited to the institution for 
which the employee works.  See 
section 200.466 Scholarships And 
Student Aid, for treatment of tuition 
remission provided to students.  
 
(k) For IHEs whose costs are paid by 
state or local governments, fringe 
benefit programs (such as pension 
costs and FICA) and any other 
benefits costs specifically incurred 
on behalf of, and in direct benefit to, 
the non-Federal entity, are allowable 
costs of such non-Federal entities 
whether or not these costs are 
recorded in the accounting records of 
the non-Federal entities, subject to 
the following: 
 
(1) The costs meet the requirements 
of Basic Considerations of this 
subpart; 
 
(2) The costs are properly supported 
by approved cost allocation plans in 
accordance with applicable Federal 
cost accounting principles; and 
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g. Institution-furnished 
automobiles. 
 
That portion of the cost of 
institution-furnished automobiles 
that relates to personal use by 
employees (including transportation 
to and from work) is unallowable 
regardless of whether the cost is 
reported as taxable income to the 
employees. 
 
 
 
 
l. Training costs. See paragraph 49 
of this appendix. 


 
 
 
 
 
h. Organization-furnished 
automobiles. That portion of the 
cost of organization-furnished 
automobiles that relates to personal 
use by employees (including 
transportation to and from work) is 
unallowable as fringe benefit or 
indirect costs regardless of whether 
the cost is reported as taxable income 
to the employees. These costs are 
allowable as direct costs to 
sponsored award when necessary for 
the performance of the sponsored 
award and approved by awarding 
agencies. 
 


(3) The costs are not otherwise borne 
directly or indirectly by the Federal 
government. 
 
 
 
 
 
 
 
 
 
 
 
 
 


__.432 Conferences  
 


27. Costs of meetings and conferences, 
the primary purpose of which is the 
dissemination of technical information, 
are allowable. This includes costs of 
meals, transportation, rental of facilities, 
speakers' fees, and other items incidental 
to such meetings or conferences. But see 
section 14, Entertainment costs, of this 
appendix 


32. Costs of meetings and 
conferences, the primary purpose of 
which is the dissemination of 
technical information, are allowable. 
This includes costs of meals, 
transportation, rental of facilities, 
speakers' fees, and other items 
incidental to such meetings or 
conferences. But see section J.17 of 
this Appendix, Entertainment costs. 


 


29. Costs of meetings and 
conferences, the primary purpose of 
which is the dissemination of 
technical information, are allowable. 
This includes costs of meals, 
transportation, rental of facilities, 
speakers' fees, and other items 
incidental to such meetings or 
conferences. But see paragraphs 14., 
Entertainment costs, and 33., 
Participant support costs of this 
appendix. 


A conference is defined as a meeting, 
retreat, seminar, symposium, 
workshop or event whose primary 
purpose is the dissemination of 
technical information beyond the 
non-Federal entity and is necessary 
and reasonable for successful 
performance under the Federal 
award.  Allowable conference costs 
paid by the non-Federal entity as a 
sponsor or host of the conference 
may include rental of facilities, 
speakers' fees, costs of meals and 
refreshments, local transportation, 
and other items incidental to such 
conferences unless further restricted 
by the terms and conditions of the 
Federal award.  As needed, the costs 
of identifying, but not providing, 
locally available dependent-care 
resources are allowable.  Conference 
hosts/sponsors must exercise 
discretion and judgment in ensuring 
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that conference costs are appropriate, 
necessary and managed in a manner 
that minimizes costs to the Federal 
award.  The Federal awarding 
agency may authorize exceptions 
where appropriate for programs 
including Indian tribes, children, and 
the elderly.  See also 200.438 
Entertainment Costs, 200.456 
Participant Support Costs, 200.474 
Travel Costs, and 200.475 Trustees. 


__.433 Contingency 
Provisions 


9. Contributions to a contingency reserve 
or any similar provision made for events 
the occurrence of which cannot be 
foretold with certainty as to time, 
intensity, or with an assurance of their 
happening, are unallowable. The term 
“contingency reserve” excludes self-
insurance reserves (see section 22.c. of 
this appendix), pension plan reserves (see 
section 8.e.), and post-retirement health 
and other benefit reserves (section 8.f.) 
computed using acceptable actuarial cost 
methods. 


11. Contributions to a contingency 
reserve or any similar provision 
made for events the occurrence of 
which cannot be foretold with 
certainty as to time, intensity, or with 
an assurance of their happening, are 
unallowable, except as noted in the 
cost principles in this Appendix 
regarding self-insurance, pensions, 
severance and post-retirement health 
costs. 
 


9. Contributions to a contingency 
reserve or any similar provision 
made for events the occurrence of 
which cannot be foretold with 
certainty as to time, intensity, or with 
an assurance of their happening, are 
unallowable. The term “contingency 
reserve” excludes self-insurance 
reserves (see Appendix B to this part, 
paragraphs 8.g.(3) and 22.a(2)(d)); 
pension funds (see paragraph 8.i): 
and reserves for normal severance 
pay (see paragraph 8.k.) 


(a) Contingency is that part of a 
budget estimate of future costs 
(typically of large construction 
projects, IT systems, or other items 
as approved by the Federal awarding 
agency) which is associated with 
possible events or conditions arising 
from causes the precise outcome of 
which is indeterminable at the time 
of estimate, and that experience 
shows will likely result, in aggregate, 
in additional costs for the approved 
activity or project.  Amounts for 
major project scope changes, 
unforeseen risks, or extraordinary 
events may not be included. 
 
(b) It is permissible for contingency 
amounts other than those excluded in 
paragraph (1) above to be explicitly 
included in budget estimates, to the 
extent they are necessary to improve 
the precision of those 
estimates.  Amounts must be 
estimated using broadly-accepted 
cost estimating methodologies, 
specified in the budget 
documentation of the Federal award, 
and accepted by the Federal 
awarding agency.  As such, 
contingency amounts are to be 
included in the Federal award.  In 
order for actual costs incurred to be 
allowable, they must comply with 
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the cost principles and other 
requirements in this Part (see also 
Standards for Financial and Program 
Management of Subpart D and 
section 200.403 Factors Affecting 
Allowability of Costs); be necessary 
and reasonable for proper and 
efficient accomplishment of project 
or program objectives, and be 
verifiable from the non-Federal 
entity’s records. 
 
(c) Payments made by the Federal 
awarding agency to the non-Federal 
entity’s “contingency reserve” or any 
similar payment made for events the 
occurrence of which cannot be 
foretold with certainty as to the time 
or intensity, or with an assurance of 
their happening, are unallowable, 
except as noted in section 200.431 
Compensation – Fringe Benefits 
regarding self-insurance, pensions, 
severance and post-retirement health 
costs, and 200.447 Insurance And 
Indemnification. 


__.434 Contributions and 
Donations 


12. a. Contributions or donations 
rendered. Contributions or donations, 
including cash, property, and services, 
made by the governmental unit, regardless 
of the recipient, are unallowable. 
 
b. Donated services received: 
(1) Donated or volunteer services may be 
furnished to a governmental unit by 
professional and technical personnel, 
consultants, and other skilled and 
unskilled labor. The value of these 
services is not reimbursable either as a 
direct or indirect cost. However, the value 
of donated services may be used to meet 
cost sharing or matching requirements in 
accordance with the Federal Grants 
Management Common Rule. 
(2) The value of donated services utilized 


15. a. Contributions or Donations 
rendered. 
Contributions or donations, including 
cash, property, and services, made by 
the institution, regardless of the 
recipient, are unallowable. 
 
b. Donated services received. 
Donated or volunteer services may 
be furnished to an institution by 
professional and technical personnel, 
consultants, and other skilled and 
unskilled labor. The value of these 
services is not reimbursable either as 
a direct or F&A cost. However, the 
value of donated services may be 
used to meet cost sharing or 
matching requirements in accordance 
with 2 CFR Part 215. 


12. a. Contributions or donations 
rendered. Contributions or donations, 
including cash, property, and 
services, made by the organization, 
regardless of the recipient, are 
unallowable. 
 
b. Donated services received: 
(1) Donated or volunteer services 
may be furnished to an organization 
by professional and technical 
personnel, consultants, and other 
skilled and unskilled labor. The 
value of these services is not 
reimbursable either as a direct or 
indirect cost. However, the value of 
donated services may be used to 
meet cost sharing or matching 
requirements in accordance with the 


(a)  Costs of contributions and 
donations, including cash, property, 
and services, from the non-Federal 
entity to other entities, are 
unallowable.   
 
 
(b)  The value of services and 
property donated to the non-Federal 
entity may not be charged to the 
Federal award either as a direct or 
indirect (F&A) cost.  The value of 
donated services and property may 
be used to meet cost sharing or 
matching requirements (see section 
200.306 Cost Sharing or Matching).  
Depreciation on donated assets is 
permitted in accordance with section 
200.436 Depreciation, as long as the 
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in the performance of a direct cost activity 
shall, when material in amount, be 
considered in the determination of the 
governmental unit's indirect costs or 
rate(s) and, accordingly, shall be allocated 
a proportionate share of applicable 
indirect costs. 
(3) To the extent feasible, donated 
services will be supported by the same 
methods used by the governmental unit to 
support the allocability of regular 
personnel services. 
 
i. Donated services. 
 
(1) Donated or volunteer services may be 
furnished to a governmental unit by 
professional and technical personnel, 
consultants, and other skilled and 
unskilled labor. The value of these 
services is not reimbursable either as a 
direct or indirect cost. However, the value 
of donated services may be used to meet 
cost sharing or matching requirements in 
accordance with the provisions of the 
Common Rule. 
 
(2) The value of donated services utilized 
in the performance of a direct cost activity 
shall, when material in amount, be 
considered in the determination of the 
governmental unit's indirect costs or 
rate(s) and, accordingly, shall be allocated 
a proportionate share of applicable 
indirect costs. 
 
(3) To the extent feasible, donated 
services will be supported by the same 
methods used by the governmental unit to 
support the allocability of regular 
personnel services. 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
c. Donated property. 
The value of donated property is not 
reimbursable either as a direct or 
F&A cost, except that depreciation 
or use allowances on donated assets 
are permitted in accordance with 
Section J.14. The value of donated 
property may be used to meet cost 
sharing or matching requirements, in 
accordance with 2 CFR Part 215. 
 


Common Rule. 
 
 
 
 
 
 
 
 
 
 
 
 
(2) The value of donated services 
utilized in the performance of a 
direct cost activity shall, when 
material in amount, be considered in 
the determination of the non-profit 
organization's indirect costs or rate(s) 
and, accordingly, shall be allocated a 
proportionate share of applicable 
indirect costs when the following 
exist: 
(a) The aggregate value of the 
services is material; 
(b) The services are supported by a 
significant amount of the indirect 
costs incurred by the non-profit 
organization; and 
(c) The direct cost activity is not 
pursued primarily for the benefit of 
the Federal Government. 
(3) In those instances where there is 
no basis for determining the fair 
market value of the services 
rendered, the recipient and the 
cognizant agency shall negotiate an 
appropriate allocation of indirect cost 
to the services. 
(4) Where donated services directly 
benefit a project supported by an 
award, the indirect costs allocated to 
the services will be considered as a 
part of the total costs of the project. 
Such indirect costs may be 


donated property is not counted 
towards cost sharing or matching 
requirements.   
 
 
 
 
 
 
 
 
 
 
(c)  Services donated or volunteered 
to the non-Federal entity may be 
furnished to a non-Federal entity by 
professional and technical personnel, 
consultants, and other skilled and 
unskilled labor.  The value of these 
services is not allowable either as a 
direct or indirect cost.  However, the 
value of donated services may be 
used to meet cost sharing or 
matching requirements in accordance 
with the provisions of section 
200.306 Cost Sharing Or Matching. 
 
(d)  To the extent feasible, services 
donated to the non-Federal entity 
will be supported by the same 
methods used to support the 
allocability of regular personnel 
services. 
 
(e) The following provisions apply to 
nonprofit organizations.  The value 
of services donated to the nonprofit 
organization utilized in the 
performance of a direct cost activity 
must be considered in the 
determination of the non-Federal 
entity’s indirect cost rate(s) and, 
accordingly, must be allocated a 
proportionate share of applicable 
indirect costs when the following 
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reimbursed under the award or used 
to meet cost sharing or matching 
requirements. 
(5) The value of the donated services 
may be used to meet cost sharing or 
matching requirements under 
conditions described in Section 
215.23 of 2 CFR part 215 (OMB 
Circular A–110). Where donated 
services are treated as indirect costs, 
indirect cost rates will separate the 
value of the donations so that 
reimbursement will not be made. 
 
c. Donated goods or space. (1) 
Donated goods; i.e. , expendable 
personal property/supplies, and 
donated use of space may be 
furnished to a non-profit 
organization. The value of the goods 
and space is not reimbursable either 
as a direct or indirect cost. 
(2) The value of the donations may 
be used to meet cost sharing or 
matching share requirements under 
the conditions described in 2 CFR 
part 215 (OMB Circular A–110). 
Where donations are treated as 
indirect costs, indirect cost rates will 
separate the value of the donations so 
that reimbursement will not be made. 


circumstances exist: 
 
(1) The aggregate value of the 
services is material;  
 
(2) The services are supported by a 
significant amount of the indirect 
costs incurred by the non-Federal 
entity; 
 
(i) In those instances where there is 
no basis for determining the fair 
market value of the services 
rendered, the non-Federal entity and 
the cognizant agency for indirect 
costs must negotiate an appropriate 
allocation of indirect cost to the 
services. 
 
(ii) Where donated services directly 
benefit a project supported by the 
Federal award, the indirect costs 
allocated to the services will be 
considered as a part of the total costs 
of the project.  Such indirect costs 
may be reimbursed under the Federal 
award or used to meet cost sharing or 
matching requirements. 
 
(f)  Fair market value of donated 
services must be computed as 
described in section 200.306 Cost 
Sharing Or Matching. 
  
(g) Personal Property and Use of 
Space. 
 
(1) Donated personal property and 
use of space may be furnished to a 
non-Federal entity.  The value of the 
personal property and space is not 
reimbursable either as a direct or 
indirect cost. 
 
(2) The value of the donations may 
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be used to meet cost sharing or 
matching share requirements under 
the conditions described in Standards 
for Financial and Program 
Management of Subpart D.  The 
value of the donations must be 
determined in accordance with 
section Standards for Standards for 
Financial and Program Management 
of Subpart D.  Where donations are 
treated as indirect costs, indirect cost 
rates will separate the value of the 
donations so that reimbursement will 
not be made. 


__.435 Defense and 
Prosecution of Criminal and 
Civil Proceedings, Claims, 
Appeals, and Patent 
Infringements 


10. a. The following costs are unallowable 
for contracts covered by 10 U.S.C. 
2324(k), “Allowable costs under defense 
contracts.” 
(1) Costs incurred in defense of any civil 
or criminal fraud proceeding or similar 
proceeding (including filing of false 
certification brought by the United States 
where the contractor is found liable or has 
pleaded nolo contendere to a charge of 
fraud or similar proceeding (including 
filing of a false certification). 
(2) Costs incurred by a contractor in 
connection with any criminal, civil or 
administrative proceedings commenced 
by the United States or a State to the 
extent provided in 10 U.S.C. 2324(k). 
 
b. Legal expenses required in the 
administration of Federal programs are 
allowable. Legal expenses for prosecution 
of claims against the Federal Government 
are unallowable. 
 


13. a. Definitions. 
“Conviction,” as used herein, means 
a judgment or conviction of a 
criminal offense by any court of 
competent jurisdiction, whether 
entered upon verdict or a plea, 
including a conviction due to a plea 
of nolo contendere. 


“Costs,” include, but are not limited 
to, administrative and clerical 
expenses; the cost of legal services, 
whether performed by in-house or 
private counsel; the costs of the 
services of accountants, consultants, 
or others retained by the institution 
to assist it; costs of employees, 
officers and trustees, and any similar 
costs incurred before, during, and 
after commencement of a judicial or 
administrative proceeding that bears 
a direct relationship to the 
proceedings. 


“Fraud,” as used herein, means— 
(1) Acts of fraud or corruption or 
attempts to defraud the Federal 
Government or to corrupt its agents; 
(2) Acts that constitute a cause for 
debarment or suspension (as 
specified in agency regulations), and 


10. a. Definitions.  
(1) Conviction, as used herein, 
means a judgment or a conviction of 
a criminal offense by any court of 
competent jurisdiction, whether 
entered upon as a verdict or a plea, 
including a conviction due to a plea 
of nolo contendere. 
 
(2) Costs include, but are not limited 
to, administrative and clerical 
expenses; the cost of legal services, 
whether performed by in-house or 
private counsel; and the costs of the 
services of accountants, consultants, 
or others retained by the organization 
to assist it; costs of employees, 
officers and trustees, and any similar 
costs incurred before, during, and 
after commencement of a judicial or 
administrative proceeding that bears 
a direct relationship to the 
proceedings. 
 
(3) Fraud, as used herein, means acts 
of fraud corruption or attempts to 
defraud the Federal Government or 
to corrupt its agents, acts that 
constitute a cause for debarment or 
suspension (as specified in agency 
regulations), and acts which violate 


(a)  Definitions for the purposes of 
this section.   
(1) “Conviction,” means a judgment 
or conviction of a criminal offense 
by any court of competent 
jurisdiction, whether entered upon 
verdict or a plea, including a 
conviction due to a plea of nolo 
contendere. 
(2) “Costs,” include the services of 
in-house or private counsel, 
accountants, consultants, or others 
engaged to assist the non-Federal 
entity before, during, and after 
commencement of a judicial or 
administrative proceeding, that bear 
a direct relationship to the 
proceeding.   
 
 
 
 
 
 
(3) “Fraud,” means (i) acts of fraud 
or corruption or attempts to defraud 
the Federal government or to corrupt 
its agents, (ii) acts that constitute a 
cause for debarment or suspension 
(as specified in agency regulations), 
and (iii) acts which violate the False 
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(3) Acts which violate the False 
Claims Act, 31 U.S.C., sections 
3729–3731, or the Anti-kickback 
Act, 41 U.S.C., sections 51 and 54. 
 
“Penalty,” does not include 
restitution, reimbursement, or 
compensatory damages. 


“Proceeding,” includes an 
investigation. 


 
b. (1) Except as otherwise described 
herein, costs incurred in connection 
with any criminal, civil or 
administrative proceeding (including 
filing of a false certification) 
commenced by the Federal 
Government, or a State, local or 
foreign government, are not 
allowable if the proceeding 
(a) Relates to a violation of, or 
failure to comply with, a Federal, 
State, local or foreign statute or 
regulation, by the institution 
(including its agents and employees); 
and 
(b) Results in any of the following 
dispositions: 
(i) In a criminal proceeding, a 
conviction. 
(ii) In a civil or administrative 
proceeding involving an allegation of 
fraud or similar misconduct, a 
determination of institutional 
liability. 
(iii) In the case of any civil or 
administrative proceeding, the 
imposition of a monetary penalty. 
(iv) A final decision by an 
appropriate Federal official to debar 
or suspend the institution, to rescind 
or void an award, or to terminate an 
award for default by reason of a 


the False Claims Act, 31 U.S.C., 
sections 3729–3731, or the Anti-
Kickback Act, 41 U.S.C., sections 51 
and 54. 
 
(4) Penalty does not include 
restitution, reimbursement, or 
compensatory damages. 
 
(5) Proceeding includes an 
investigation. 
 
 
 
b. (1) Except as otherwise described 
herein, costs incurred in connection 
with any criminal, civil or 
administrative proceeding (including 
filing of a false certification) 
commenced by the Federal 
Government, or a State, local or 
foreign government, are not 
allowable if the proceeding: Relates 
to a violation of, or failure to comply 
with, a Federal, State, local or 
foreign statute or regulation by the 
organization (including its agents 
and employees), and results in any of 
the following dispositions: 
(a) In a criminal proceeding, a 
conviction. 
(b) In a civil or administrative 
proceeding involving an allegation of 
fraud or similar misconduct, a 
determination of organizational 
liability. 
(c) In the case of any civil or 
administrative proceeding, the 
imposition of a monetary penalty. 
(d) A final decision by an 
appropriate Federal official to debar 
or suspend the organization, to 
rescind or void an award, or to 
terminate an award for default by 
reason of a violation or failure to 


Claims Act (31 U.S.C. §§3729-3732) 
or the Anti-kickback Act (41 U.S.C. 
§§1320a-7b(b)). 
 
 
(4) “Penalty,” does not include 
restitution, reimbursement, or 
compensatory damages. 
 
(5) “Proceeding,” includes an 
investigation. 
 
 
 
(b) Costs. 
(1) Except as otherwise described 
herein, costs incurred in connection 
with any criminal, civil or 
administrative proceeding (including 
filing of a false certification) 
commenced by the Federal 
government, a state, local 
government, or foreign government, 
or joined by the Federal government 
(including a proceeding under the 
False Claims Act), against the non-
Federal entity, (or commenced by 
third parties or a current or former 
employee of the non-Federal entity 
who submits a whistleblower 
complaint of reprisal in accordance 
with 10 USC 2409 or 41 USC 4712), 
are not allowable if the proceeding:  
 
(i) Relates to a violation of, or failure 
to comply with, a Federal, state, local 
or foreign statute, regulation or the 
terms and conditions of the Federal 
award, by the non-Federal entity 
(including its agents and employees); 
and  
 
(ii) Results in any of the following 
dispositions:  
(A) In a criminal proceeding, a 
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violation or failure to comply with a 
law or regulation. 
(v) A disposition by consent or 
compromise, if the action could have 
resulted in any of the dispositions 
described in subsections 
J.13.b.(1)(b)(i) through (iv) of this 
Appendix. 
(2) If more than one proceeding 
involves the same alleged 
misconduct, the costs of all such 
proceedings shall be unallowable if 
any one of them results in one of the 
dispositions shown in subsection b. 
 
c. If a proceeding referred to in 
subsection J.13.b. of this Appendix is 
commenced by the Federal 
Government and is resolved by 
consent or compromise pursuant to 
an agreement entered into by the 
institution and the Federal 
Government, then the costs incurred 
by the institution in connection with 
such proceedings that are otherwise 
not allowable under subsection b. 
may be allowed to the extent 
specifically provided in such 
agreement. 
 
 
d. If a proceeding referred to in 
subsection J.13.b. of this Appendix is 
commenced by a State, local or 
foreign government, the authorized 
Federal official may allow the costs 
incurred by the institution for such 
proceedings, if such authorized 
official determines that the costs 
were incurred as a result of—(1) A 
specific term or condition of a 
federally-sponsored agreement; or 
(2) Specific written direction of an 
authorized official of the sponsoring 
agency. 


comply with a law or regulation. 
(e) A disposition by consent or 
compromise, if the action could have 
resulted in any of the dispositions 
described in subparagraphs 
10.b.(1)(a), (b), (c) or (d) of this 
appendix. 
 
 
(2) If more than one proceeding 
involves the same alleged 
misconduct, the costs of all such 
proceedings shall be unallowable if 
any one of them results in one of the 
dispositions shown in subparagraph 
10.b.(1) of this appendix. 
 
c. If a proceeding referred to in 
subparagraph 10.b of this appendix is 
commenced by the Federal 
Government and is resolved by 
consent or compromise pursuant to 
an agreement entered into by the 
organization and the Federal 
Government, then the costs incurred 
by the organization in connection 
with such proceedings that are 
otherwise not allowable under 
subparagraph 10.b of this appendix 
may be allowed to the extent 
specifically provided in such 
agreement. 
d. If a proceeding referred to in 
subparagraph 10.b of this appendix is 
commenced by a State, local or 
foreign government, the authorized 
Federal official may allow the costs 
incurred by the organization for such 
proceedings, if such authorized 
official determines that the costs 
were incurred as a result of a specific 
term or condition of a federally-
sponsored award, or specific written 
direction of an authorized official of 
the sponsoring agency. 


conviction.  
            
(B) In a civil or administrative 
proceeding involving an allegation of 
fraud or similar misconduct, a 
determination of non-Federal entity 
liability. 
 
(C) In the case of any civil or 
administrative proceeding, the 
disallowance of costs or the 
imposition of a monetary penalty, or 
an order issued by the Federal 
awarding agency head or delegate to 
the non-Federal entity to take 
corrective action under 10 USC 2409 
or 41 USC 4712. 
 
(D) A final decision by an 
appropriate Federal official to debar 
or suspend the non-Federal entity, to 
rescind or void a Federal award, or to 
terminate a Federal award for default 
by reason of a violation or failure to 
comply with a statute, regulation, or 
the terms and conditions of the 
Federal award. 
 
(E) A disposition by consent or 
compromise, if the action could have 
resulted in any of the dispositions 
described in paragraphs (A) through 
(D) above.  
 
(2) If more than one proceeding 
involves the same alleged 
misconduct, the costs of all such 
proceedings are unallowable if any 
results in one of the dispositions 
shown in paragraph (b) of this 
section. 
 
(c) If a proceeding referred to in 
paragraph (b) of this section is 
commenced by the Federal 
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e. Costs incurred in connection with 
proceedings described in subsection 
J.13.b of this Appendix, but which 
are not made unallowable by that 
subsection, may be allowed by the 
Federal Government, but only to the 
extent that: 
(1) The costs are reasonable in 
relation to the activities required to 
deal with the proceeding and the 
underlying cause of action; 
(2) Payment of the costs incurred, as 
allowable and allocable costs, is not 
prohibited by any other provision(s) 
of the sponsored agreement; 
(3) The costs are not otherwise 
recovered from the Federal 
Government or a third party, either 
directly as a result of the proceeding 
or otherwise; and, 
(4) The percentage of costs allowed 
does not exceed the percentage 
determined by an authorized Federal 
official to be appropriate considering 
the complexity of procurement 
litigation, generally accepted 
principles governing the award of 
legal fees in civil actions involving 
the United States as a party, and such 
other factors as may be appropriate. 
Such percentage shall not exceed 80 
percent. However, if an agreement 
reached under subsection c has 
explicitly considered this 80 percent 
limitation and permitted a higher 
percentage, then the full amount of 
costs resulting from that agreement 
shall be allowable. 


f. Costs incurred by the institution in 
connection with the defense of suits 
brought by its employees or ex-
employees under section 2 of the 
Major Fraud Act of 1988 (Pub. L. 
100–700), including the cost of all 


 
e. Costs incurred in connection with 
proceedings described in 
subparagraph 10.b of this appendix, 
but which are not made unallowable 
by that subparagraph, may be 
allowed by the Federal Government, 
but only to the extent that: 
(1) The costs are reasonable in 
relation to the activities required to 
deal with the proceeding and the 
underlying cause of action; 
(2) Payment of the costs incurred, as 
allowable and allocable costs, is not 
prohibited by any other provision(s) 
of the sponsored award; 
(3) The costs are not otherwise 
recovered from the Federal 
Government or a third party, either 
directly as a result of the proceeding 
or otherwise; and, 
(4) The percentage of costs allowed 
does not exceed the percentage 
determined by an authorized Federal 
official to be appropriate, 
considering the complexity of the 
litigation, generally accepted 
principles governing the award of 
legal fees in civil actions involving 
the United States as a party, and such 
other factors as may be appropriate. 
Such percentage shall not exceed 80 
percent. However, if an agreement 
reached under subparagraph 10.c of 
this appendix has explicitly 
considered this 80 percent limitation 
and permitted a higher percentage, 
then the full amount of costs 
resulting from that agreement shall 
be allowable. 
 
f. Costs incurred by the organization 
in connection with the defense of 
suits brought by its employees or ex-
employees under section 2 of the 


government and is resolved by 
consent or compromise pursuant to 
an agreement by the non-Federal 
entity and the Federal government, 
then the costs incurred may be 
allowed to the extent specifically 
provided in such agreement. 
 
(d) If a proceeding referred to in 
paragraph (b) of this section is 
commenced by a state, local or 
foreign government, the authorized 
Federal official may allow the costs 
incurred if such authorized official 
determines that the costs were 
incurred as a result of:  
 
(1) A specific term or condition of 
the Federal award, or  
 
(2) Specific written direction of an 
authorized official of the Federal 
awarding agency. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(e) Costs incurred in connection with 
proceedings described in paragraph 
(b) of this section, which are not 
made unallowable by that subsection, 
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relief necessary to make such 
employee whole, where the 
institution was found liable or 
settled, are unallowable. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Major Fraud Act of 1988 (Pub. L. 
100–700), including the cost of all 
relief necessary to make such 
employee whole, where the 
organization was found liable or 
settled, are unallowable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


may be allowed but only to the 
extent that: 
 
(1) The costs are reasonable and 
necessary in relation to the 
administration of the Federal award 
and activities required to deal with 
the proceeding and the underlying 
cause of action; 
 
(2) Payment of the reasonable, 
necessary, allocable and otherwise 
allowable costs incurred is not 
prohibited by any other provision(s) 
of the Federal award; 
 
(3) The costs are not recovered from 
the Federal Government or a third 
party, either directly as a result of the 
proceeding or otherwise; and,  
 
(4) An authorized Federal official 
must determine the percentage of 
costs allowed considering the 
complexity of litigation, generally 
accepted principles governing the 
award of legal fees in civil actions 
involving the United States, and such 
other factors as may be appropriate.  
Such percentage must not exceed 80 
percent.  However, if an agreement 
reached under paragraph (c) of this 
section has explicitly considered this 
80 percent limitation and permitted a 
higher percentage, then the full 
amount of costs resulting from that 
agreement are allowable.   
 
(f) Costs incurred by the non-Federal 
entity in connection with the defense 
of suits brought by its employees or 
ex-employees under section 2 of the 
Major Fraud Act of 1988 (18 U.S.C. 
§ 1031), including the cost of all 
relief necessary to make such 
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g. Costs of legal, accounting, and 
consultant services, and related costs, 
incurred in connection with defense 
against Federal Government claims 
or appeals, or the prosecution of 
claims or appeals against the Federal 
Government, are unallowable. 


h. Costs of legal, accounting, and 
consultant services, and related costs, 
incurred in connection with patent 
infringement litigation, are 
unallowable unless otherwise 
provided for in the sponsored 
agreements. 


i. Costs, which may be unallowable 
under this section, including directly 
associated costs, shall be segregated 
and accounted for by the institution 
separately. During the pendency of 
any proceeding covered by 
subsections J.13.b and f of this 
Appendix, the Federal Government 
shall generally withhold payment of 
such costs. However, if in the best 
interests of the Federal Government, 
the Federal Government may provide 
for conditional payment upon 
provision of adequate security, or 
other adequate assurance, and 
agreement by the institution to repay 
all unallowable costs, plus interest, if 
the costs are subsequently 
determined to be unallowable. 


 
 
 
 
g. Costs of legal, accounting, and 
consultant services, and related costs, 
incurred in connection with defense 
against Federal Government claims 
or appeals, antitrust suits, or the 
prosecution of claims or appeals 
against the Federal Government, are 
unallowable. 
 
h. Costs of legal, accounting, and 
consultant services, and related costs, 
incurred in connection with patent 
infringement litigation, are 
unallowable unless otherwise 
provided for in the sponsored 
awards. 
 
i. Costs which may be unallowable 
under this paragraph, including 
directly associated costs, shall be 
segregated and accounted for by the 
organization separately. During the 
pendency of any proceeding covered 
by subparagraphs 10.b and f of this 
appendix, the Federal Government 
shall generally withhold payment of 
such costs. However, if in the best 
interests of the Federal Government, 
the Federal Government may provide 
for conditional payment upon 
provision of adequate security, or 
other adequate assurance, and 
agreements by the organization to 
repay all unallowable costs, plus 
interest, if the costs are subsequently 
determined to be unallowable. 
 


employee whole, where the non-
Federal entity was found liable or 
settled, are unallowable. 
 
(g) Costs of prosecution of claims 
against the Federal government, 
including appeals of final Federal 
agency decisions, are unallowable. 
 
(h) Costs of legal, accounting, and 
consultant services, and related costs, 
incurred in connection with patent 
infringement litigation, are 
unallowable unless otherwise 
provided for in the Federal award.
  
 
 
 
 
 
(i) Costs which may be unallowable 
under this section, including directly 
associated costs, must be segregated 
and accounted for separately.  
During the pendency of any 
proceeding covered by paragraphs 
(b) and (f) of this section, the Federal 
government must generally withhold 
payment of such costs.  However, if 
in its best interests, the Federal 
government may provide for 
conditional payment upon provision 
of adequate security, or other 
adequate assurance, and agreement 
to repay all unallowable costs, plus 
interest, if the costs are subsequently 
determined to be unallowable. 


__.436 Depreciation 
 
 


11. a. Depreciation and use allowances 
are means of allocating the cost of fixed 
assets to periods benefiting from asset 
use. Compensation for the use of fixed 


14. a. Institutions may be 
compensated for the use of their 
buildings, capital improvements, and 
equipment, provided that they are 


11. a. Compensation for the use of 
buildings, other capital 
improvements, and equipment on 
hand may be made through use 


(a)  Depreciation is the method for 
allocating the cost of fixed assets to 
periods benefitting from asset use. 
The non-Federal entity may be 
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assets on hand may be made through 
depreciation or use allowances. A 
combination of the two methods may not 
be used in connection with a single class 
of fixed assets ( e.g. , buildings, office 
equipment, computer equipment, etc.) 
except as provided for in subsection g. 
Except for enterprise funds and internal 
service funds that are included as part of a 
State/local cost allocation plan, classes of 
assets shall be determined on the same 
basis used for the government-wide 
financial statements. 
 
 
 
b. The computation of depreciation or use 
allowances shall be based on the 
acquisition cost of the assets involved. 
Where actual cost records have not been 
maintained, a reasonable estimate of the 
original acquisition cost may be used. The 
value of an asset donated to the 
governmental unit by an unrelated third 
party shall be its fair market value at the 
time of donation. Governmental or quasi-
governmental organizations located 
within the same State shall not be 
considered unrelated third parties for this 
purpose. 
 
c. The computation of depreciation or use 
allowances will exclude: 
(1) The cost of land; 
(2) Any portion of the cost of buildings 
and equipment borne by or donated by the 
Federal Government irrespective of where 
title was originally vested or where it 
presently resides; and 
(3) Any portion of the cost of buildings 
and equipment contributed by or for the 
governmental unit, or a related donor 
organization, in satisfaction of a matching 
requirement. 
 


used, needed in the institutions' 
activities, and properly allocable to 
sponsored agreements. Such 
compensation shall be made by 
computing either depreciation or use 
allowance. Use allowances are the 
means of providing such 
compensation when depreciation or 
other equivalent costs are not 
computed. The allocation for 
depreciation or use allowance shall 
be made in accordance with Section 
F.2 of this Appendix. Depreciation 
and use allowances are computed 
applying the following rules: 
 
b. The computation of depreciation 
or use allowances shall be based on 
the acquisition cost of the assets 
involved. The acquisition cost of an 
asset donated to the institution by a 
third party shall be its fair market 
value at the time of the donation. 
 
 
 
 
 
 
 
 
c. For this purpose, the acquisition 
cost will exclude: 
(1) The cost of land; 
(2) Any portion of the cost of 
buildings and equipment borne by or 
donated by the Federal Government, 
irrespective of where title was 
originally vested or where it is 
presently located; and 
(3) Any portion of the cost of 
buildings and equipment contributed 
by or for the institution where law or 
agreement prohibits recovery. 
 


allowance or depreciation. However, 
except as provided in paragraph 11.f 
of this appendix, a combination of 
the two methods may not be used in 
connection with a single class of 
fixed assets ( e.g. , buildings, office 
equipment, computer equipment, 
etc.). 
 
 
 
 
 
 
 
 
b. The computation of use 
allowances or depreciation shall be 
based on the acquisition cost of the 
assets involved. The acquisition cost 
of an asset donated to the non-profit 
organization by a third party shall be 
its fair market value at the time of 
the donation. 
 
 
 
 
 
 
 
c. The computation of use 
allowances or depreciation will 
exclude: 
(1) The cost of land; 
(2) Any portion of the cost of 
buildings and equipment borne by or 
donated by the Federal Government 
irrespective of where title was 
originally vested or where it 
presently resides; and 
(3) Any portion of the cost of 
buildings and equipment contributed 
by or for the non-profit organization 
in satisfaction of a statutory 


compensated for the use of its 
buildings, capital improvements, 
equipment, and software projects 
capitalized in accordance with 
GAAP, provided that they are used, 
needed in the non-Federal entity’s 
activities, and properly allocated to 
Federal awards.  Such compensation 
must be made by computing 
depreciation.   
 
(b) The allocation for depreciation 
must be made in accordance with 
Appendices IV through VIII.  
 
 
(c) Depreciation is computed 
applying the following rules: 
 
(1) The computation of depreciation 
must be based on the acquisition cost 
of the assets involved.  For an asset 
donated to the non-Federal entity by 
a third party, its fair market value at 
the time of the donation must be 
considered as the acquisition cost. 
Such assets may be depreciated or 
claimed as matching but not both. 
For this purpose, the acquisition cost 
will exclude: 
 
(i) The cost of land;  
   
(ii) Any portion of the cost of 
buildings and equipment borne by or 
donated by the Federal government, 
irrespective of where title was 
originally vested or where it is 
presently located; 
   
   
(iii) Any portion of the cost of 
buildings and equipment contributed 
by or for the non-Federal  entity, or 
where law or agreement prohibits 
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d. Where the depreciation method is 
followed, the following general criteria 
apply: 
(1) The period of useful service (useful 
life) established in each case for usable 
capital assets must take into consideration 
such factors as type of construction, 
nature of the equipment used, historical 
usage patterns, technological 
developments, and the renewal and 
replacement policies of the governmental 
unit followed for the individual items or 
classes of assets involved. In the absence 
of clear evidence indicating that the 
expected consumption of the asset will be 
significantly greater in the early portions 
than in the later portions of its useful life, 
the straight line method of depreciation 
shall be used. 
(2) Depreciation methods once used shall 
not be changed unless approved by the 
Federal cognizant or awarding agency. 
When the depreciation method is 
introduced for application to an asset 
previously subject to a use allowance, the 
annual depreciation charge thereon may 
not exceed the amount that would have 
resulted had the depreciation method been 
in effect from the date of acquisition of 
the asset. The combination of use 
allowances and depreciation applicable to 
the asset shall not exceed the total 
acquisition cost of the asset or fair market 
value at time of donation. 
 
e. When the depreciation method is used 
for buildings, a building's shell may be 
segregated from the major component of 
the building ( e.g. , plumbing system, 
heating, and air conditioning system, etc.) 
and each major component depreciated 
over its estimated useful life, or the entire 
building ( i.e. , the shell and all 
components) may be treated as a single 
asset and depreciated over a single useful 


d. In the use of the depreciation 
method, the following shall be 
observed: 
(1) The period of useful service 
(useful life) established in each case 
for usable capital assets must take 
into consideration such factors as 
type of construction, nature of the 
equipment, technological 
developments in the particular area, 
and the renewal and replacement 
policies followed for the individual 
items or classes of assets involved. 
(2) The depreciation method used to 
charge the cost of an asset (or group 
of assets) to accounting periods shall 
reflect the pattern of consumption of 
the asset during its useful life. In the 
absence of clear evidence indicating 
that the expected consumption of the 
asset will be significantly greater in 
the early portions than in the later 
portions of its useful life, the 
straight-line method shall be 
presumed to be the appropriate 
method. Depreciation methods once 
used shall not be changed unless 
approved in advance by the 
cognizant Federal agency. The 
depreciation methods used to 
calculate the depreciation amounts 
for F&A rate purposes shall be the 
same methods used by the institution 
for its financial statements. This 
requirement does not apply to those 
institutions ( e.g. , public institutions 
of higher education) which are not 
required to record depreciation by 
applicable generally accepted 
accounting principles (GAAP). 
(3) Where the depreciation method is 
introduced to replace the use 
allowance method, depreciation shall 
be computed as if the asset had been 
depreciated over its entire life ( i.e. , 


matching requirement. 
 
d. General criteria where 
depreciation method is followed: 
(1) The period of useful service 
(useful life) established in each case 
for usable capital assets must take 
into consideration such factors as 
type of construction, nature of the 
equipment used, technological 
developments in the particular 
program area, and the renewal and 
replacement policies followed for the 
individual items or classes of assets 
involved. The method of 
depreciation used to assign the cost 
of an asset (or group of assets) to 
accounting periods shall reflect the 
pattern of consumption of the asset 
during its useful life. 
(2) In the absence of clear evidence 
indicating that the expected 
consumption of the asset will be 
significantly greater or lesser in the 
early portions of its useful life than 
in the later portions, the straight-line 
method shall be presumed to be the 
appropriate method. 
(3) Depreciation methods once used 
shall not be changed unless approved 
in advance by the cognizant Federal 
agency. When the depreciation 
method is introduced for application 
to assets previously subject to a use 
allowance, the combination of use 
allowances and depreciation 
applicable to such assets must not 
exceed the total acquisition cost of 
the assets. 
 
e. When the depreciation method is 
used for buildings, a building's shell 
may be segregated from each 
building component ( e.g. , plumbing 
system, heating, and air conditioning 


recovery; and 
   
  
(iv) Any asset acquired solely for the 
performance of a non-Federal award.   
 
(d) When computing depreciation 
charges, the following must be 
observed: 
 
(1) The period of useful service or 
useful life established in each case 
for usable capital assets must take 
into consideration such factors as 
type of construction, nature of the 
equipment, technological 
developments in the particular area, 
historical data, and the renewal and 
replacement policies followed for the 
individual items or classes of assets 
involved. 
 
(2) The depreciation method used to 
charge the cost of an asset (or group 
of assets) to accounting periods must 
reflect the pattern of consumption of 
the asset during its useful life.  In the 
absence of clear evidence indicating 
that the expected consumption of the 
asset will be significantly greater in 
the early portions than in the later 
portions of its useful life, the 
straight-line method must be 
presumed to be the appropriate 
method.  Depreciation methods once 
used may not be changed unless 
approved in advance by the 
cognizant agency.  The depreciation 
methods used to calculate the 
depreciation amounts for indirect 
(F&A) rate purposes must be the 
same methods used by the non-
Federal entity for its financial 
statements.   
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life. 
 
f. Where the use allowance method is 
followed, the following general criteria 
apply: 
(1) The use allowance for buildings and 
improvements (including land 
improvements, such as paved parking 
areas, fences, and sidewalks) will be 
computed at an annual rate not exceeding 
two percent of acquisition costs. 
(2) The use allowance for equipment will 
be computed at an annual rate not 
exceeding 62/3percent of acquisition cost. 
(3) When the use allowance method is 
used for buildings, the entire building 
must be treated as a single asset; the 
building's components ( e.g. , plumbing 
system, heating and air condition, etc.) 
cannot be segregated from the building's 
shell. The two percent limitation, 
however, need not be applied to 
equipment which is merely attached or 
fastened to the building but not 
permanently fixed to it and which is used 
as furnishings or decorations or for 
specialized purposes ( e.g. , dentist chairs 
and dental treatment units, counters, 
laboratory benches bolted to the floor, 
dishwashers, modular furniture, carpeting, 
etc.). Such equipment will be considered 
as not being permanently fixed to the 
building if it can be removed without the 
destruction of, or need for costly or 
extensive alterations or repairs, to the 
building or the equipment. Equipment that 
meets these criteria will be subject to the 
62/3percent equipment use allowance 
limitation. 
 
g. A reasonable use allowance may be 
negotiated for any assets that are 
considered to be fully depreciated, after 
taking into consideration the amount of 
depreciation previously charged to the 


from the date the asset was acquired 
and ready for use to the date of 
disposal or withdrawal from service). 
The aggregate amount of use 
allowances and depreciation 
attributable to an asset (including 
imputed depreciation applicable to 
periods prior to the conversion to the 
use allowance method as well as 
depreciation after the conversion) 
may be less than, and in no case, 
greater than the total acquisition cost 
of the asset. 
 
(4) The entire building, including the 
shell and all components, may be 
treated as a single asset and 
depreciated over a single useful life. 
A building may also be divided into 
multiple components. Each 
component item may then be 
depreciated over its estimated useful 
life. The building components shall 
be grouped into three general 
components of a building: building 
shell (including construction and 
design costs), building services 
systems ( e.g. , elevators, HVAC, 
plumbing system and heating and 
air-conditioning system) and fixed 
equipment ( e.g. , sterilizers, 
casework, fume hoods, cold rooms 
and glassware/washers). In 
exceptional cases, a Federal 
cognizant agency may authorize an 
institution to use more than these 
three groupings. When an institution 
elects to depreciate its buildings by 
its components, the same 
depreciation methods must be used 
for F&A purposes and financial 
statement purposes, as described in 
subsection d.2. 
 
(5) Where the depreciation method is 


system, etc.) and each item 
depreciated over its estimated useful 
life; or the entire building ( i.e. , the 
shell and all components) may be 
treated as a single asset and 
depreciated over a single useful life. 
 
f. When the depreciation method is 
used for a particular class of assets, 
no depreciation may be allowed on 
any such assets that, under 
subparagraph 11.d of this appendix, 
would be viewed as fully 
depreciated. However, a reasonable 
use allowance may be negotiated for 
such assets if warranted after taking 
into consideration the amount of 
depreciation previously charged to 
the Federal Government, the 
estimated useful life remaining at 
time of negotiation, the effect of any 
increased maintenance charges or 
decreased efficiency due to age, and 
any other factors pertinent to the 
utilization of the asset for the 
purpose contemplated. 
 
g. Criteria where the use allowance 
method is followed: 
(1) The use allowance for buildings 
and improvement (including land 
improvements, such as paved 
parking areas, fences, and sidewalks) 
will be computed at an annual rate 
not exceeding two percent of 
acquisition cost. 
(2) The use allowance for equipment 
will be computed at an annual rate 
not exceeding six and two-thirds 
percent of acquisition cost. When the 
use allowance method is used for 
buildings, the entire building must be 
treated as a single asset; the 
building's components ( e.g. , 
plumbing system, heating and air 


(3) The entire building, including the 
shell and all components, may be 
treated as a single asset and 
depreciated over a single useful life.  
A building may also be divided into 
multiple components.  Each 
component item may then be 
depreciated over its estimated useful 
life.  The building components must 
be grouped into three general 
components of a building: building 
shell (including construction and 
design costs), building services 
systems (e.g., elevators, HVAC, 
plumbing system and heating and 
air-conditioning system) and fixed 
equipment (e.g., sterilizers, 
casework, fume hoods, cold rooms 
and glassware/washers).  In 
exceptional cases, a cognizant 
agency may authorize a non-Federal 
entity to use more than these three 
groupings.  When a non-Federal 
entity elects to depreciate its 
buildings by its components, the 
same depreciation methods must be 
used for indirect (F&A) purposes and 
financial statements purposes, as 
described in (d)(1) and (2) above. 
 
(4) No depreciation may be allowed 
on any assets that have outlived their 
depreciable lives.   
 
(5) Where the depreciation method is 
introduced to replace the use 
allowance method, depreciation must 
be computed as if the asset had been 
depreciated over its entire life (i.e., 
from the date the asset was acquired 
and ready for use to the date of 
disposal or withdrawal from service).  
The total amount of use allowance 
and depreciation for an asset 
(including imputed depreciation 
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government, the estimated useful life 
remaining at the time of negotiation, the 
effect of any increased maintenance 
charges, decreased efficiency due to age, 
and any other factors pertinent to the 
utilization of the asset for the purpose 
contemplated. 
 
h. Charges for use allowances or 
depreciation must be supported by 
adequate property records. Physical 
inventories must be taken at least once 
every two years (a statistical sampling 
approach is acceptable) to ensure that 
assets exist, and are in use. Governmental 
units will manage equipment in 
accordance with State laws and 
procedures. When the depreciation 
method is followed, depreciation records 
indicating the amount of depreciation 
taken each period must also be 
maintained. 


used for a particular class of assets, 
no depreciation may be allowed on 
any such assets that have outlived 
their depreciable lives. (See also 
subsection J.14.e.(3) of this 
Appendix) 
 
e. Under the use allowance method, 
the following shall be observed: 
 
(1) The use allowance for buildings 
and improvements (including 
improvements such as paved parking 
areas, fences, and sidewalks) shall be 
computed at an annual rate not 
exceeding two percent of acquisition 
cost. The use allowance for 
equipment shall be computed at an 
annual rate not exceeding six and 
two-thirds percent of acquisition 
cost. Use allowance recovery is 
limited to the acquisition cost of the 
assets. For donated assets, use 
allowance recovery is limited to the 
fair market value of the assets at the 
time of donation. 
 
(2) In contrast to the depreciation 
method, the entire building must be 
treated as a single asset without 
separating its “shell” from other 
building components under the use 
allowance method. The entire 
building must be treated as a single 
asset, and the two-percent use 
allowance limitation must be applied 
to all parts of the building. The two-
percent limitation, however, need not 
be applied to equipment or other 
assets that are merely attached or 
fastened to the building but not 
permanently fixed and are used as 
furnishings, decorations or for 
specialized purposes ( e.g. , dentist 
chairs and dental treatment units, 


conditioning, etc.) cannot be 
segregated from the building's shell. 
(3) The two percent limitation, 
however, need not be applied to 
equipment which is merely attached 
or fastened to the building but not 
permanently fixed to it and which is 
used as furnishings or decorations or 
for specialized purposes ( e.g. , 
dentist chairs and dental treatment 
units, counters, laboratory benches 
bolted to the floor, dishwashers, 
modular furniture, carpeting, etc.). 
Such equipment will be considered 
as not being permanently fixed to the 
building if it can be removed without 
the need for costly or extensive 
alterations or repairs to the building 
or the equipment. Equipment that 
meets these criteria will be subject to 
the 62/3percent equipment use 
allowance limitation. 
 
h. Charges for use allowances or 
depreciation must be supported by 
adequate property records and 
physical inventories must be taken at 
least once every two years (a 
statistical sampling basis is 
acceptable) to ensure that assets exist 
and are usable and needed. When the 
depreciation method is followed, 
adequate depreciation records 
indicating the amount of depreciation 
taken each period must also be 
maintained. 
 


applicable to periods prior to the 
conversion from the use allowance 
method as well as depreciation after 
the conversion) may not exceed the 
total acquisition cost of the asset. 
 
(e) Charges for depreciation must be 
supported by adequate property 
records, and physical inventories 
must be taken at least once every two 
years to ensure that the assets exist 
and are usable, used, and needed.  
Statistical sampling techniques may 
be used in taking these inventories.  
In addition, adequate depreciation 
records showing the amount of 
depreciation taken each period must 
also be maintained. 
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counters, laboratory benches bolted 
to the floor, dishwashers, modular 
furniture, and carpeting). Such 
equipment and assets will be 
considered as not being permanently 
fixed to the building if they can be 
removed without the need for costly 
or extensive alterations or repairs to 
the building to make the space usable 
for other purposes. Equipment and 
assets that meet these criteria will be 
subject to the 62/3percent equipment 
use allowance. 
 
(3) A reasonable use allowance may 
be negotiated for any assets that are 
considered to be fully depreciated, 
after taking into consideration the 
amount of depreciation previously 
charged to the Federal Government, 
the estimated useful life remaining at 
the time of negotiation, the effect of 
any increased maintenance charges, 
decreased efficiency due to age, and 
any other factors pertinent to the 
utilization of the asset for the 
purpose contemplated. 
 
(4) Notwithstanding subsection 
J.14.e.(3) of this Appendix, once an 
institution converts from one cost 
recovery methodology to another, 
acquisition costs not recovered may 
not be used in the calculation of the 
use allowance in subsection 
J.14.e.(3) of this Appendix. 
 
f. Except as otherwise provided in 
subsections J.14.b. through e. of this 
Appendix, a combination of the 
depreciation and use allowance 
methods may not be used, in like 
circumstances, for a single class of 
assets ( e.g. , buildings, office 
equipment, and computer 
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equipment). 
 
g. Charges for use allowances or 
depreciation must be supported by 
adequate property records, and 
physical inventories must be taken at 
least once every two years to ensure 
that the assets exist and are usable, 
used, and needed. Statistical 
sampling techniques may be used in 
taking these inventories. In addition, 
when the depreciation method is 
used, adequate depreciation records 
showing the amount of depreciation 
taken each period must also be 
maintained. 
 
h. This section applies to the largest 
college and university recipients of 
Federal research and development 
funds as displayed in Exhibit A, List 
of Colleges and Universities Subject 
to Section J.14.h of this Appendix. 
 
(1) Institutions shall expend 
currently, or reserve for expenditure 
within the next five years, the portion 
of F&A cost payments made for 
depreciation or use allowances under 
sponsored research agreements, 
consistent with Section F.2 of this 
Appendix, to acquire or improve 
research facilities. This provision 
applies only to Federal agreements, 
which reimburse F&A costs at a full 
negotiated rate. These funds may 
only be used for liquidation of the 
principal of debts incurred to acquire 
assets that are used directly for 
organized research activities, or 
payments to acquire, repair, 
renovate, or improve buildings or 
equipment directly used for 
organized research. For buildings or 
equipment not exclusively used for 
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organized research activity, only 
appropriately proportionate amounts 
will be considered to have been 
expended for research facilities. 
 
(2) An assurance that an amount 
equal to the Federal reimbursements 
has been appropriately expended or 
reserved to acquire or improve 
research facilities shall be submitted 
as part of each F&A cost proposal 
submitted to the cognizant Federal 
agency which is based on costs 
incurred on or after October 1, 1991. 
This assurance will cover the 
cumulative amounts of funds 
received and expended during the 
period beginning after the period 
covered by the previous assurance 
and ending with the fiscal year on 
which the proposal is based. The 
assurance shall also cover any 
amounts reserved from a prior period 
in which the funds received exceeded 
the amounts expended. 
 


__.437  Employee Morale, 
Health, and Welfare Costs 


13. a. The costs of employee information 
publications, health or first-aid clinics 
and/or infirmaries, recreational activities, 
employee counseling services, and any 
other expenses incurred in accordance 
with the governmental unit's established 
practice or custom for the improvement of 
working conditions, employer-employee 
relations, employee morale, and employee 
performance are allowable. 
 
b. Such costs will be equitably 
apportioned to all activities of the 
governmental unit. Income generated 
from any of these activities will be offset 
against expenses. 
 


16. a. The costs of employee 
information publications, health or 
first-aid clinics and/or infirmaries, 
recreational activities, employee 
counseling services, and any other 
expenses incurred in accordance with 
the institution's established practice 
or custom for the improvement of 
working conditions, employer-
employee relations, employee 
morale, and employee performance 
are allowable. 
 
b. Such costs will be equitably 
apportioned to all activities of the 
institution. Income generated from 
any of these activities will be 
credited to the cost thereof unless 
such income has been irrevocably set 


13. a. The costs of employee 
information publications, health or 
first-aid clinics and/or infirmaries, 
recreational activities, employee 
counseling services, and any other 
expenses incurred in accordance with 
the non-profit organization's 
established practice or custom for the 
improvement of working conditions, 
employer-employee relations, 
employee morale, and employee 
performance are allowable. 
 
b. Such costs will be equitably 
apportioned to all activities of the 
non-profit organization. Income 
generated from any of these activities 
will be credited to the cost thereof 
unless such income has been 


(a) Costs incurred in accordance with 
the non-Federal entity's documented 
policies for the improvement of 
working conditions, employer-
employee relations, employee health, 
and employee performance are 
allowable. 
 
 
 
 
 
 
(b) Such costs will be equitably 
apportioned to all activities of the 
non-Federal entity.  Income 
generated from any of these activities 
will be credited to the cost thereof 
unless such income has been 
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over to employee welfare 
organizations. 
 
c. Losses resulting from operating 
food services are allowable only if 
the institution's objective is to 
operate such services on a break-
even basis. Losses sustained because 
of operating objectives other than the 
above are allowable only where the 
institution can demonstrate unusual 
circumstances, and with the approval 
of the cognizant Federal agency. 


irrevocably set over to employee 
welfare organizations. 
 


irrevocably sent to employee welfare 
organizations. 
 
(c) Losses resulting from operating 
food services are allowable only  if 
the non-Federal entity’s objective is 
to operate such services on a break-
even basis.  Losses sustained because 
of operating objectives other than the 
above are allowable only:  
 
(1) Where the non-Federal entity can 
demonstrate unusual circumstances; 
and  
 
(2) With the approval of the 
cognizant agency for indirect costs. 


__.438 Entertainment Costs 14. Costs of entertainment, including 
amusement, diversion, and social 
activities and any costs directly associated 
with such costs (such as tickets to shows 
or sports events, meals, lodging, rentals, 
transportation, and gratuities) are 
unallowable. 


17. Costs of entertainment, including 
amusement, diversion, and social 
activities and any costs directly 
associated with such costs (such as 
tickets to shows or sports events, 
meals, lodging, rentals, 
transportation, and gratuities) are 
unallowable. 
 


14. Costs of entertainment, including 
amusement, diversion, and social 
activities and any costs directly 
associated with such costs (such as 
tickets to shows or sports events, 
meals, lodging, rentals, 
transportation, and gratuities) are 
unallowable. 


Costs of entertainment, including 
amusement, diversion, and social 
activities and any associated costs 
are unallowable, except where 
specific costs that might otherwise be 
considered entertainment have a 
programmatic purpose and are 
authorized either in the approved 
budget for the Federal award or with 
prior written approval of the Federal 
awarding agency. 


__.439 Equipment and Other 
Capital Expenditures 


15. a. For purposes of this subsection 15, 
the following definitions apply: 
(1) “Capital Expenditures” means 
expenditures for the acquisition cost of 
capital assets (equipment, buildings, 
land), or expenditures to make 
improvements to capital assets that 
materially increase their value or useful 
life. Acquisition cost means the cost of 
the asset including the cost to put it in 
place. Acquisition cost for equipment, for 
example, means the net invoice price of 
the equipment, including the cost of any 
modifications, attachments, accessories, 
or auxiliary apparatus necessary to make 
it usable for the purpose for which it is 
acquired. Ancillary charges, such as taxes, 


18. (1) “Capital Expenditures” means 
expenditures for the acquisition cost 
of capital assets (equipment, 
buildings, and land), or expenditures 
to make improvements to capital 
assets that materially increase their 
value or useful life. Acquisition cost 
means the cost of the asset including 
the cost to put it in place. Acquisition 
cost for equipment, for example, 
means the net invoice price of the 
equipment, including the cost of any 
modifications, attachments, 
accessories, or auxiliary apparatus 
necessary to make it usable for the 
purpose for which it is acquired. 
Ancillary charges, such as taxes, 


15. a. For purposes of this 
subparagraph, the following 
definitions apply: 
(1) “Capital Expenditures” means 
expenditures for the acquisition cost 
of capital assets (equipment, 
buildings, land), or expenditures to 
make improvements to capital assets 
that materially increase their value or 
useful life. Acquisition cost means 
the cost of the asset including the 
cost to put it in place. Acquisition 
cost for equipment, for example, 
means the net invoice price of the 
equipment, including the cost of any 
modifications, attachments, 
accessories, or auxiliary apparatus 


(a) See sections 200.13 Capital 
Expenditures, 200.33 Equipment, 
200.89 Special Purpose Equipment, 
200.48 General Purpose Equipment, 
200.2 Acquisition Cost, and 200.12 
Capital Assets. 
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duty, protective in transit insurance, 
freight, and installation may be included 
in, or excluded from the acquisition cost 
in accordance with the governmental 
unit's regular accounting practices. 
(2) “Equipment” means an article of 
nonexpendable, tangible personal 
property having a useful life of more than 
one year and an acquisition cost which 
equals or exceeds the lesser of the 
capitalization level established by the 
governmental unit for financial statement 
purposes, or $5000. 
(3) “Special purpose equipment” means 
equipment which is used only for 
research, medical, scientific, or other 
technical activities. Examples of special 
purpose equipment include microscopes, 
x-ray machines, surgical instruments, and 
spectrometers. 
(4) “General purpose equipment” means 
equipment, which is not limited to 
research, medical, scientific or other 
technical activities. Examples include 
office equipment and furnishings, 
modular offices, telephone networks, 
information technology equipment and 
systems, air conditioning equipment, 
reproduction and printing equipment, and 
motor vehicles. 
 
b. The following rules of allowability 
shall apply to equipment and other capital 
expenditures: 
(1) Capital expenditures for general 
purpose equipment, buildings, and land 
are unallowable as direct charges, except 
where approved in advance by the 
awarding agency. 
(2) Capital expenditures for special 
purpose equipment are allowable as direct 
costs, provided that items with a unit cost 
of $5000 or more have the prior approval 
of the awarding agency. 
(3) Capital expenditures for 


duty, protective in transit insurance, 
freight, and installation may be 
included in, or excluded from the 
acquisition cost in accordance with 
the institution's regular accounting 
practices. 
 
(2) “Equipment” means an article of 
nonexpendable, tangible personal 
property having a useful life of more 
than one year and an acquisition cost 
which equals or exceeds the lesser of 
the capitalization level established by 
the institution for financial statement 
purposes, or $5000. 
(3) “Special purpose equipment” 
means equipment which is used only 
for research, medical, scientific, or 
other technical activities. Examples 
of special purpose equipment include 
microscopes, x-ray machines, 
surgical instruments, and 
spectrometers. 
(4) “General purpose equipment” 
means equipment, which is not 
limited to research, medical, 
scientific or other technical activities. 
Examples include office equipment 
and furnishings, modular offices, 
telephone networks, information 
technology equipment and systems, 
air conditioning equipment, 
reproduction and printing equipment, 
and motor vehicles. 
 
b. The following rules of allowability 
shall apply to equipment and other 
capital expenditures: 
(1) Capital expenditures for general 
purpose equipment, buildings, and 
land are unallowable as direct 
charges, except where approved in 
advance by the awarding agency. 
(2) Capital expenditures for special 
purpose equipment are allowable as 


necessary to make it usable for the 
purpose for which it is acquired. 
Ancillary charges, such as taxes, 
duty, protective in transit insurance, 
freight, and installation may be 
included in, or excluded from the 
acquisition cost in accordance with 
the non-profit organization's regular 
accounting practices. 
(2) “Equipment” means an article of 
nonexpendable, tangible personal 
property having a useful life of more 
than one year and an acquisition cost 
which equals or exceeds the lesser of 
the capitalization level established by 
the non-profit organization for 
financial statement purposes, or 
$5000. 
(3) “Special purpose equipment” 
means equipment which is used only 
for research, medical, scientific, or 
other technical activities. Examples 
of special purpose equipment include 
microscopes, x-ray machines, 
surgical instruments, and 
spectrometers. 
(4) “General purpose equipment” 
means equipment, which is not 
limited to research, medical, 
scientific or other technical activities. 
Examples include office equipment 
and furnishings, modular offices, 
telephone networks, information 
technology equipment and systems, 
air conditioning equipment, 
reproduction and printing equipment, 
and motor vehicles. 
 
b. The following rules of allowability 
shall apply to equipment and other 
capital expenditures: 
(1) Capital expenditures for general 
purpose equipment, buildings, and 
land are unallowable as direct 
charges, except where approved in 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(b) The following rules of 
allowability must apply to equipment 
and other capital expenditures:  
(1) Capital expenditures for general 
purpose equipment, buildings, and 
land are unallowable as direct 
charges, except with the prior written 
approval of the Federal awarding 
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improvements to land, buildings, or 
equipment which materially increase their 
value or useful life are unallowable as a 
direct cost except with the prior approval 
of the awarding agency. 
(4) When approved as a direct charge 
pursuant to section 15.b(1), (2), and (3)of 
this appendix, capital expenditures will be 
charged in the period in which the 
expenditure is incurred, or as otherwise 
determined appropriate and negotiated 
with the awarding agency. In addition, 
Federal awarding agencies are authorized 
at their option to waive or delegate the 
prior approval requirement. 
(5) Equipment and other capital 
expenditures are unallowable as indirect 
costs. However, see section 11 of this 
appendix, Depreciation and use 
allowance, for rules on the allowability of 
use allowances or depreciation on 
buildings, capital improvements, and 
equipment. Also, see section 37 of this 
appendix, Rental costs, concerning the 
allowability of rental costs for land, 
buildings, and equipment. 
(6) The unamortized portion of any 
equipment written off as a result of a 
change in capitalization levels may be 
recovered by continuing to claim the 
otherwise allowable use allowances or 
depreciation on the equipment, or by 
amortizing the amount to be written off 
over a period of years negotiated with the 
cognizant agency. 
(7) When replacing equipment purchased 
in whole or in part with Federal funds, the 
governmental unit may use the equipment 
to be replaced as a trade-in or sell the 
property and use the proceeds to offset the 
cost of the replacement property. 


direct costs, provided that items with 
a unit cost of $5000 or more have the 
prior approval of the awarding 
agency. 
(3) Capital expenditures for 
improvements to land, buildings, or 
equipment which materially increase 
their value or useful life are 
unallowable as a direct cost except 
with the prior approval of the 
awarding agency. 
(4) When approved as a direct charge 
pursuant to subsections J.18.b(1) 
through (3) of this Appendix, capital 
expenditures will be charged in the 
period in which the expenditure is 
incurred, or as otherwise determined 
appropriate by and negotiated with 
the awarding agency. 
(5) Equipment and other capital 
expenditures are unallowable as 
indirect costs. However, see section 
J.14 of this Appendix, Depreciation 
and use allowances, for rules on the 
allowability of use allowances or 
depreciation on buildings, capital 
improvements, and equipment. Also, 
see section J.43 of this Appendix, 
Rental costs of buildings and 
equipment, for rules on the 
allowability of rental costs for land, 
buildings, and equipment. 
(6) The unamortized portion of any 
equipment written off as a result of a 
change in capitalization levels may 
be recovered by continuing to claim 
the otherwise allowable use 
allowances or depreciation on the 
equipment, or by amortizing the 
amount to be written off over a 
period of years negotiated with the 
cognizant agency. 
 


advance by the awarding agency. 
 
(2) Capital expenditures for special 
purpose equipment are allowable as 
direct costs, provided that items with 
a unit cost of $5000 or more have the 
prior approval of the awarding 
agency. 
 
(3) Capital expenditures for 
improvements to land, buildings, or 
equipment which materially increase 
their value or useful life are 
unallowable as a direct cost except 
with the prior approval of the 
awarding agency. 
 
 
 
 
 
 
 
 
(4) When approved as a direct charge 
pursuant to paragraph 15.b.(1), (2), 
and (3) above, capital expenditures 
will be charged in the period in 
which the expenditure is incurred, or 
as otherwise determined appropriate 
by and negotiated with the awarding 
agency. 
(5) Equipment and other capital 
expenditures are unallowable as 
indirect costs. However, see 
paragraph 11., Depreciation and use 
allowance, of this appendix for rules 
on the allowability of use allowances 
or depreciation on buildings, capital 
improvements, and equipment. Also, 
see paragraph 43., Rental costs of 
buildings and equipment, of this 
appendix for rules on the allowability 
of rental costs for land, buildings, 
and equipment. 


agency or pass-through entity.  
(2) Capital expenditures for special 
purpose equipment are allowable as 
direct costs, provided that items with 
a unit cost of $5,000 or more have 
the prior written approval of the 
Federal awarding agency or pass-
through entity. 
(3) Capital expenditures for 
improvements to land, buildings, or 
equipment which materially increase 
their value or useful life are 
unallowable as a direct cost except 
with the prior written approval of the 
Federal awarding agency, or pass-
through entity.  See section 200.436 
Depreciation, for rules on the 
allowability of depreciation on 
buildings, capital improvements, and 
equipment.  Also, see section 
200.465 Rental Costs of Real 
Property And Equipment. 
 
(4) When approved as a direct charge 
pursuant to paragraphs (b)(1) 
through (3) above, capital 
expenditures will be charged in the 
period in which the expenditure is 
incurred, or as otherwise determined 
appropriate and negotiated with the 
Federal awarding agency.   
  
 
 
 
 
 
 
 
 
 
 
 
 
(5) The unamortized portion of any 
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(6) The unamortized portion of any 
equipment written off as a result of a 
change in capitalization levels may 
be recovered by continuing to claim 
the otherwise allowable use 
allowances or depreciation on the 
equipment, or by amortizing the 
amount to be written off over a 
period of years negotiated with the 
cognizant agency. 


equipment written off as a result of a 
change in capitalization levels may 
be recovered by continuing to claim 
the otherwise allowable depreciation 
on the equipment, or by amortizing 
the amount to be written off over a 
period of years negotiated with the 
Federal cognizant agency for indirect 
cost. 
(6) Cost of equipment disposal. If the 
non-Federal entity is instructed by 
the Federal awarding agency to 
otherwise dispose of or transfer the 
equipment the costs of such disposal 
or transfer are allowable. 


__.440 Exchange Rates 
 


   Cost increases for fluctuations in 
exchange rates are allowable costs 
subject to the availability of funding, 
and prior approval by the Federal 
awarding agency.  The Federal 
awarding agency must however 
ensure that adequate funds are 
available to cover currency 
fluctuations in order to avoid a 
violation of the Anti-Deficiency Act. 
 
The non-Federal entity is required to 
make reviews of local currency gains 
to determine the need for additional 
federal funding before the expiration 
date of the Federal award.  
Subsequent adjustments for currency 
increases may be allowable only 
when the non-Federal entity provides 
the Federal awarding agency with 
adequate source documentation from 
a commonly used source in effect at 
the time the expense was made, and 
to the extent that sufficient Federal 
funds are available.  


__.441 Fines, Penalties, 
Damages and Other 
Settlements  
 
 


16. Fines, penalties, damages, and other 
settlements resulting from violations (or 
alleged violations) of, or failure of the 
governmental unit to comply with, 
Federal, State, local, or Indian tribal laws 


19. Costs resulting from violations 
of, or failure of the institution to 
comply with, Federal, State, and 
local or foreign laws and regulations 
are unallowable, except when 


16. Costs of fines and penalties 
resulting from violations of, or 
failure of the organization to comply 
with Federal, State, and local laws 
and regulations are unallowable 


Costs resulting from non-Federal 
entity violations of, alleged 
violations of, or failure to comply 
with, Federal, state, tribal, local or 
foreign laws and regulations are 
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and regulations are unallowable except 
when incurred as a result of compliance 
with specific provisions of the Federal 
award or written instructions by the 
awarding agency authorizing in advance 
such payments. 


incurred as a result of compliance 
with specific provisions of the 
sponsored agreement, or instructions 
in writing from the authorized 
official of the sponsoring agency 
authorizing in advance such 
payments. 
 


except when incurred as a result of 
compliance with specific provisions 
of an award or instructions in writing 
from the awarding agency. 


unallowable, except when incurred 
as a result of compliance with 
specific provisions of the Federal 
award, or with prior written approval 
of the Federal awarding agency.  See 
also section 200.435 Defense And 
Prosecution of Criminal and Civil 
Proceeding, Claims, Appeals and 
Patent Infringements. 


__. 442 Fund Raising and 
Investment Management 
Costs 
 
 


17. a. Costs of organized fund raising, 
including financial campaigns, solicitation 
of gifts and bequests, and similar 
expenses incurred to raise capital or 
obtain contributions are unallowable, 
regardless of the purpose for which the 
funds will be used. 
 
 
 
 
 
b. Costs of investment counsel and staff 
and similar expenses incurred to enhance 
income from investments are 
unallowable. However, such costs 
associated with investments covering 
pension, self-insurance, or other funds 
which include Federal participation 
allowed by this and other appendices of 2 
CFR part 225 are allowable. 
c. Fund raising and investment activities 
shall be allocated an appropriate share of 
indirect costs under the conditions 
described in subsection C.3.b. of 
Appendix A to this part. 
 


20. a. Costs of organized fund 
raising, including financial 
campaigns, endowment drives, 
solicitation of gifts and bequests, and 
similar expenses incurred solely to 
raise capital or obtain contributions, 
are unallowable. 
 
 
 
 
 
b. Costs of investment counsel and 
staff and similar expenses incurred 
solely to enhance income from 
investments are unallowable. 
 
 
 
 
 
c. Costs related to the physical 
custody and control of monies and 
securities are allowable. 
 


17. a. Costs of organized fund 
raising, including financial 
campaigns, endowment drives, 
solicitation of gifts and bequests, and 
similar expenses incurred solely to 
raise capital or obtain contributions 
are unallowable. 
 
 
 
 
 
b. Costs of investment counsel and 
staff and similar expenses incurred 
solely to enhance income from 
investments are unallowable. 
 
 
 
 
 
c. Fund raising and investment 
activities shall be allocated an 
appropriate share of indirect costs 
under the conditions described in 
subparagraph B.3 of Appendix A to 
this part. 
 


(a) Costs of organized fund raising, 
including financial campaigns, 
endowment drives, solicitation of 
gifts and bequests, and similar 
expenses incurred to raise capital or 
obtain contributions are unallowable.  
Fund raising costs for the purposes 
of meeting the Federal program 
objectives are allowable with prior 
written approval from the Federal 
awarding agency.  Proposal costs are 
covered in 200.460 Proposal Costs.  
(b) Costs of investment counsel and 
staff and similar expenses incurred to 
enhance income from investments 
are unallowable except when 
associated with investments covering 
pension, self-insurance, or other 
funds which include Federal 
participation allowed by this Part. 
  
(c) Costs related to the physical 
custody and control of monies and 
securities are allowable. 
 
(d) Both allowable and unallowable 
fund raising and investment activities 
must be allocated as an appropriate 
share of indirect costs under the 
conditions described in section 
200.413 Direct Costs. 
 


__.443 Gains and Losses on 
Disposition of Depreciable 
Assets 


18. a. (1) Gains and losses on the sale, 
retirement, or other disposition of 
depreciable property shall be included in 
the year in which they occur as credits or 


21. a. (1) Gains and losses on the 
sale, retirement, or other disposition 
of depreciable property shall be 
included in the year in which they 


18. a. (1) Gains and losses on sale, 
retirement, or other disposition of 
depreciable property shall be 
included in the year in which they 


(a) Gains and losses on the sale, 
retirement, or other disposition of 
depreciable property must be 
included in the year in which they 
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charges to the asset cost grouping(s) in 
which the property was included. The 
amount of the gain or loss to be included 
as a credit or charge to the appropriate 
asset cost grouping(s) shall be the 
difference between the amount realized on 
the property and the undepreciated basis 
of the property. 
(2) Gains and losses on the disposition of 
depreciable property shall not be 
recognized as a separate credit or charge 
under the following conditions: 
(a) The gain or loss is processed through a 
depreciation account and is reflected in 
the depreciation allowable under sections 
11 and 15 of this appendix. 
 
 
 
 
 
 
(b) The property is given in exchange as 
part of the purchase price of a similar item 
and the gain or loss is taken into account 
in determining the depreciation cost basis 
of the new item. 
 
(c) A loss results from the failure to 
maintain permissible insurance, except as 
otherwise provided in subsection 22.d of 
this appendix. 
 
(d) Compensation for the use of the 
property was provided through use 
allowances in lieu of depreciation. 
 
b. Substantial relocation of Federal 
awards from a facility where the Federal 
Government participated in the financing 
to another facility prior to the expiration 
of the useful life of the financed facility 
requires Federal agency approval. The 
extent of the relocation, the amount of the 
Federal participation in the financing, and 


occur as credits or charges to the 
asset cost grouping(s) in which the 
property was included. The amount 
of the gain or loss to be included as a 
credit or charge to the appropriate 
asset cost grouping(s) shall be the 
difference between the amount 
realized on the property and the 
undepreciated basis of the property. 
(2) Gains and losses on the 
disposition of depreciable property 
shall not be recognized as a separate 
credit or charge under the following 
conditions: 
(a) The gain or loss is processed 
through a depreciation account and is 
reflected in the depreciation 
allowable under Section J.14 of this 
Appendix. 
 
 
(b) The property is given in 
exchange as part of the purchase 
price of a similar item and the gain 
or loss is taken into account in 
determining the depreciation cost 
basis of the new item. 
(c) A loss results from the failure to 
maintain permissible insurance, 
except as otherwise provided in 
Section J.25 of this Appendix. 
 
(d) Compensation for the use of the 
property was provided through use 
allowances in lieu of depreciation. 
 
 
 
 
 
 
 
 
 
 


occur as credits or charges to cost 
grouping(s) in which the 
depreciation applicable to such 
property was included. The amount 
of the gain or loss to be included as a 
credit or charge to the appropriate 
cost grouping(s) shall be the 
difference between the amount 
realized on the property and the 
undepreciated basis of the property. 
(2) Gains and losses on the 
disposition of depreciable property 
shall not be recognized as a separate 
credit or charge under the following 
conditions: 
(a) The gain or loss is processed 
through a depreciation account and is 
reflected in the depreciation 
allowable under paragraph 11 of this 
appendix. 
 
(b) The property is given in 
exchange as part of the purchase 
price of a similar item and the gain 
or loss is taken into account in 
determining the depreciation cost 
basis of the new item. 
(c) A loss results from the failure to 
maintain permissible insurance, 
except as otherwise provided in 
paragraph 22 of this appendix. 
 
(d) Compensation for the use of the 
property was provided through use 
allowances in lieu of depreciation in 
accordance with paragraph 9 of this 
appendix. 
(e) Gains and losses arising from 
mass or extraordinary sales, 
retirements, or other dispositions 
shall be considered on a case-by-case 
basis. 
 
 
 


occur as credits or charges to the 
asset cost grouping(s) in which the 
property was included.  The amount 
of the gain or loss to be included as a 
credit or charge to the appropriate 
asset cost grouping(s) is the 
difference between the amount 
realized on the property and the 
undepreciated basis of the property. 
 
(b) Gains and losses from the 
disposition of depreciable property 
must not be recognized as a separate 
credit or charge under the following 
conditions: 
(1) The gain or loss is processed 
through a depreciation account and is 
reflected in the depreciation 
allowable under 200.436 
Depreciation, and 200.439 
Equipment And Other Capital 
Expenditures. 
(2) The property is given in 
exchange as part of the purchase 
price of a similar item and the gain 
or loss is taken into account in 
determining the depreciation cost 
basis of the new item.          
(3) A loss results from the failure to 
maintain permissible insurance, 
except as otherwise provided in 
200.447 Insurance And 
Indemnification. 
(4) Compensation for the use of the 
property was provided through use 
allowances in lieu of depreciation. 
 
(5) Gains and losses arising from 
mass or extraordinary sales, 
retirements, or other dispositions 
must be considered on a case-by-case 
basis. 
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the depreciation charged to date may 
require negotiation of space charges for 
Federal awards. 
 
c. Gains or losses of any nature arising 
from the sale or exchange of property 
other than the property covered in 
subsection 18.a. of this appendix, e.g. , 
land or included in the fair market value 
used in any adjustment resulting from a 
relocation of Federal awards covered in 
subsection b. shall be excluded in 
computing Federal award costs. 


 
 
 
 
b. Gains or losses of any nature 
arising from the sale or exchange of 
property other than the property 
covered in subsection a shall be 
excluded in computing sponsored 
agreement costs. 
 
c. When assets acquired with Federal 
funds, in part or wholly, are disposed 
of, the distribution of the proceeds 
shall be made in accordance with 2 
CFR Part 215, Uniform 
Administrative Requirements for 
Grants and Agreements with 
Institutions of Higher Education, 
Hospitals, and Other Non-Profit 
Organizations (OMB Circular A–
110). 


 
 
 
 
b. Gains or losses of any nature 
arising from the sale or exchange of 
property other than the property 
covered in subparagraph a shall be 
excluded in computing award costs. 
 


 
 
 
 
 
(c) Gains or losses of any nature 
arising from the sale or exchange of 
property other than the property 
covered in paragraph (a) of this 
section, e.g., land, must be excluded 
in computing Federal award costs. 
 
(d) When assets acquired with 
Federal funds, in part or wholly, are 
disposed of, the distribution of the 
proceeds must be made in 
accordance with section Property 
Standards. 


__.444 General Government 
Expenses 
 
 


a. The general costs of government are 
unallowable (except as provided in 
section 43 of this appendix, Travel costs). 
These include: 
 
(1) Salaries and expenses of the Office of 
the Governor of a State or the chief 
executive of a political subdivision or the 
chief executive of federally-recognized 
Indian tribal government; 
(2) Salaries and other expenses of a State 
legislature, tribal council, or similar local 
governmental body, such as a county 
supervisor, city council, school board, 
etc., whether incurred for purposes of 
legislation or executive direction; 
 
(3) Costs of the judiciary branch of a 
government; 
(4) Costs of prosecutorial activities unless 
treated as a direct cost to a specific 
program if authorized by program statute 
or regulation (however, this does not 


  200.444 General Costs of 
Government 
 (a) For states, local governments, 
and Indian Tribes, the general costs 
of government are unallowable 
(except as provided in section 
200.474 Travel Costs).  Unallowable 
costs include:  
(1) Salaries and expenses of the 
Office of the Governor of a state or 
the chief executive of a local 
government or the chief executive of 
an Indian tribe;  
(2) Salaries and other expenses of a 
state legislature, tribal council, or 
similar local governmental body, 
such as a county supervisor, city 
council, school board, etc., whether 
incurred for purposes of legislation 
or executive direction;  
(3) Costs of the judicial branch of a 
government;  
(4) Costs of prosecutorial activities 
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preclude the allowability of other legal 
activities of the Attorney General); and 
(5) Costs of other general types of 
government services normally provided to 
the general public, such as fire and police, 
unless provided for as a direct cost under 
a program statute or regulation. 
 
b. For federally-recognized Indian tribal 
governments and Councils Of 
Governments (COGs), the portion of 
salaries and expenses directly attributable 
to managing and operating Federal 
programs by the chief executive and his 
staff is allowable. 
 
 


unless treated as a direct cost to a 
specific program if authorized by 
statute or regulation (however, this 
does not preclude the allowability of 
other legal activities of the Attorney 
General as described in section 
200.435 Defense And Prosecution Of 
Criminal and Civil Proceedings, 
Claims, Appeals and Patent 
Infringements); and  
 
(5) Costs of other general types of 
government services normally 
provided to the general public, such 
as fire and police, unless provided 
for as a direct cost under a program 
statute or regulation.  
(b) For Indian tribes and Councils Of 
Governments (COGs) (see section 
200.64 Local Governments), the 
portion of salaries and expenses 
directly attributable to managing and 
operating Federal programs by the 
chief executive and his or her staff is 
allowable.  Up to 50% of these costs 
can be included in the indirect cost 
calculation without documentation.   


__.445 Goods or Services for 
Personal Use  
 


20. Costs of goods or services for 
personal use of the governmental unit's 
employees are unallowable regardless of 
whether the cost is reported as taxable 
income to the employees. 


22. Costs of goods or services for 
personal use of the institution's 
employees are unallowable 
regardless of whether the cost is 
reported as taxable income to the 
employees. 
 
23. Housing and personal living 
expenses. 
 
a. Costs of housing ( e.g. , 
depreciation, maintenance, utilities, 
furnishings, rent, etc.), housing 
allowances and personal living 
expenses for/of the institution's 
officers are unallowable regardless 
of whether the cost is reported as 
taxable income to the employees. 


19. Costs of goods or services for 
personal use of the organization's 
employees are unallowable 
regardless of whether the cost is 
reported as taxable income to the 
employees. 
 
20. Housing and personal living 
expenses. a. Costs of housing ( e.g. , 
depreciation, maintenance, utilities, 
furnishings, rent, etc.), housing 
allowances and personal living 
expenses for/of the organization's 
officers are unallowable as fringe 
benefit or indirect costs regardless of 
whether the cost is reported as 
taxable income to the employees. 
These costs are allowable as direct 


(a) Costs of goods or services for 
personal use of the non-Federal 
entity’s employees are unallowable 
regardless of whether the cost is 
reported as taxable income to the 
employees.  
 
(b) Costs of housing (e.g., 
depreciation, maintenance, utilities, 
furnishings, rent), housing 
allowances and personal living 
expenses are only allowable as direct 
costs regardless of whether reported 
as taxable income to the employees.  
In addition, to be allowable direct 
costs must be approved in advance 
by a Federal awarding agency. 
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b. The term “officers” includes 
current and past officers. 


costs to sponsored award when 
necessary for the performance of the 
sponsored award and approved by 
awarding agencies. 
 
b. The term “officers” includes 
current and past officers and 
employees. 


__.446  Idle Facilities and Idle 
Capacity 
 


21. As used in this section the following 
terms have the meanings set forth below: 
(1) “Facilities” means land and buildings 
or any portion thereof, equipment 
individually or collectively, or any other 
tangible capital asset, wherever located, 
and whether owned or leased by the 
governmental unit. 
(2) “Idle facilities” means completely 
unused facilities that are excess to the 
governmental unit's current needs. 
(3) “Idle capacity” means the unused 
capacity of partially used facilities. It is 
the difference between: that which a 
facility could achieve under 100 percent 
operating time on a one-shift basis less 
operating interruptions resulting from 
time lost for repairs, setups, unsatisfactory 
materials, and other normal delays; and 
the extent to which the facility was 
actually used to meet demands during the 
accounting period. A multi-shift basis 
should be used if it can be shown that this 
amount of usage would normally be 
expected for the type of facility involved. 
(4) “Cost of idle facilities or idle 
capacity” means costs such as 
maintenance, repair, housing, rent, and 
other related costs, e.g., insurance, 
interest, property taxes and depreciation 
or use allowances. 
 
 
 
 
 
 


24. a. As used in this section the 
following terms have the meanings 
set forth below: 
(1) “Facilities” means land and 
buildings or any portion thereof, 
equipment individually or 
collectively, or any other tangible 
capital asset, wherever located, and 
whether owned or leased by the 
institution. 
(2) “Idle facilities” means 
completely unused facilities that are 
excess to the institution's current 
needs. 
(3) “Idle capacity” means the unused 
capacity of partially used facilities. It 
is the difference between: 
(a) That which a facility could 
achieve under 100 percent operating 
time on a one-shift basis less 
operating interruptions resulting 
from time lost for repairs, setups, 
unsatisfactory materials, and other 
normal delays; and 
(b) The extent to which the facility 
was actually used to meet demands 
during the accounting period. A 
multi-shift basis should be used if it 
can be shown that this amount of 
usage would normally be expected 
for the type of facility involved. 
(4) “Cost of idle facilities or idle 
capacity” means costs such as 
maintenance, repair, housing, rent, 
and other related costs, e.g. , 
insurance, interest, property taxes 
and depreciation or use allowances. 


21. a. As used in this section the 
following terms have the meanings 
set forth below: 
(1) “Facilities” means land and 
buildings or any portion thereof, 
equipment individually or 
collectively, or any other tangible 
capital asset, wherever located, and 
whether owned or leased by the non-
profit organization. 
(2) “Idle facilities” means 
completely unused facilities that are 
excess to the non-profit 
organization's current needs. 
(3) “Idle capacity” means the unused 
capacity of partially used facilities. It 
is the difference between: That 
which a facility could achieve under 
100 percent operating time on a one-
shift basis less operating 
interruptions resulting from time lost 
for repairs, setups, unsatisfactory 
materials, and other normal delays; 
and the extent to which the facility 
was actually used to meet demands 
during the accounting period. A 
multi-shift basis should be used if it 
can be shown that this amount of 
usage would normally be expected 
for the type of facility involved. 
 
(4) “Cost of idle facilities or idle 
capacity” means costs such as 
maintenance, repair, housing, rent, 
and other related costs, e.g. , 
insurance, interest, property taxes 
and depreciation or use allowances. 


(a) As used in this section the 
following terms have the meanings 
set forth below: 
(1) Facilities means land and 
buildings or any portion thereof, 
equipment individually or 
collectively, or any other tangible 
capital asset, wherever located, and 
whether owned or leased by the non-
Federal entity. 
(2) Idle facilities means completely 
unused facilities that are excess to 
the non-Federal entity's current 
needs. 
(3) Idle capacity means the unused 
capacity of partially used facilities.  
It is the difference between:  
(i) That which a facility could 
achieve under 100 percent operating 
time on a one-shift basis less 
operating interruptions resulting 
from time lost for repairs, setups, 
unsatisfactory materials, and other 
normal delays and;  
(ii) The extent to which the facility 
was actually used to meet demands 
during the accounting period.  A 
multi-shift basis should be used if it 
can be shown that this amount of 
usage would normally be expected 
for the type of facility involved. 
(4) Cost of idle facilities or idle 
capacity means costs such as 
maintenance, repair, housing, rent, 
and other related costs, e.g., 
insurance, interest, and depreciation.  
These costs could include the costs 
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b. The costs of idle facilities are 
unallowable except to the extent that: 
(1) They are necessary to meet 
fluctuations in workload; or 
 
 
 
 
(2) Although not necessary to meet 
fluctuations in workload, they were 
necessary when acquired and are now idle 
because of changes in program 
requirements, efforts to achieve more 
economical operations, reorganization, 
termination, or other causes which could 
not have been reasonably foreseen. Under 
the exception stated in this subsection, 
costs of idle facilities are allowable for a 
reasonable period of time, ordinarily not 
to exceed one year, depending on the 
initiative taken to use, lease, or dispose of 
such facilities. 
 
 
 
c. The costs of idle capacity are normal 
costs of doing business and are a factor in 
the normal fluctuations of usage or 
indirect cost rates from period to period. 
Such costs are allowable, provided that 
the capacity is reasonably anticipated to 
be necessary or was originally reasonable 
and is not subject to reduction or 
elimination by use on other Federal 
awards, subletting, renting, or sale, in 
accordance with sound business, 
economic, or security practices. 
Widespread idle capacity throughout an 


 
 
 
 
 
 
 
b. The costs of idle facilities are 
unallowable except to the extent that: 
(1) They are necessary to meet 
fluctuations in workload; or 
 
 
 
 
(2) Although not necessary to meet 
fluctuations in workload, they were 
necessary when acquired and are 
now idle because of changes in 
program requirements, efforts to 
achieve more economical operations, 
reorganization, termination, or other 
causes which could not have been 
reasonably foreseen. Under the 
exception stated in this subsection, 
costs of idle facilities are allowable 
for a reasonable period of time, 
ordinarily not to exceed one year, 
depending on the initiative taken to 
use, lease, or dispose of such 
facilities. 
 
c. The costs of idle capacity are 
normal costs of doing business and 
are a factor in the normal 
fluctuations of usage or indirect cost 
rates from period to period. Such 
costs are allowable, provided that the 
capacity is reasonably anticipated to 
be necessary or was originally 
reasonable and is not subject to 
reduction or elimination by use on 
other sponsored agreements, 
subletting, renting, or sale, in 
accordance with sound business, 


 
 
 
 
 
 
 
b. The costs of idle facilities are 
unallowable except to the extent that: 
(1) They are necessary to meet 
fluctuations in workload; or 
 
 
 
 
(2) Although not necessary to meet 
fluctuations in workload, they were 
necessary when acquired and are 
now idle because of changes in 
program requirements, efforts to 
achieve more economical operations, 
reorganization, termination, or other 
causes which could not have been 
reasonably foreseen. Under the 
exception stated in this 
subparagraph, costs of idle facilities 
are allowable for a reasonable period 
of time, ordinarily not to exceed one 
year, depending on the initiative 
taken to use, lease, or dispose of such 
facilities. 
 
c. The costs of idle capacity are 
normal costs of doing business and 
are a factor in the normal 
fluctuations of usage or indirect cost 
rates from period to period. Such 
costs are allowable, provided that the 
capacity is reasonably anticipated to 
be necessary or was originally 
reasonable and is not subject to 
reduction or elimination by use on 
other Federal awards, subletting, 
renting, or sale, in accordance with 
sound business, economic, or 


of idle public safety emergency 
facilities, telecommunications, or 
information technology system 
capacity that is built to withstand 
major fluctuations in load, e.g., 
consolidated data centers. 
 
(b) The costs of idle facilities are 
unallowable except to the extent that: 
(1) They are necessary to meet 
workload requirements which may 
fluctuate and are allocated 
appropriately to all benefiting 
programs; or 
 
(2) Although not necessary to meet 
fluctuations in workload, they were 
necessary when acquired and are 
now idle because of changes in 
program requirements, efforts to 
achieve more economical operations, 
reorganization, termination, or other 
causes which could not have been 
reasonably foreseen.  Under the 
exception stated in this subsection, 
costs of idle facilities are allowable 
for a reasonable period of time, 
ordinarily not to exceed one year, 
depending on the initiative taken to 
use, lease, or dispose of such 
facilities. 
 
(c) The costs of idle capacity are 
normal costs of doing business and 
are a factor in the normal 
fluctuations of usage or indirect cost 
rates from period to period.  Such 
costs are allowable, provided that the 
capacity is reasonably anticipated to 
be necessary to carry out the purpose 
of the Federal award or was 
originally reasonable and is not 
subject to reduction or elimination by 
use on other Federal awards, 
subletting, renting, or sale, in 
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entire facility or among a group of assets 
having substantially the same function 
may be considered idle facilities. 
 


economic, or security practices. 
Widespread idle capacity throughout 
an entire facility or among a group of 
assets having substantially the same 
function may be considered idle 
facilities. 
 


security practices. Widespread idle 
capacity throughout an entire facility 
or among a group of assets having 
substantially the same function may 
be considered idle facilities. 


accordance with sound business, 
economic, or security practices.  
Widespread idle capacity throughout 
an entire facility or among a group of 
assets having substantially the same 
function may be considered idle 
facilities. 


__.447  Insurance and 
Indemnification 
 
 


22. a. Costs of insurance required or 
approved and maintained, pursuant to the 
Federal award, are allowable. 
b. Costs of other insurance in connection 
with the general conduct of activities are 
allowable subject to the following 
limitations: 
(1) Types and extent and cost of coverage 
are in accordance with the governmental 
unit's policy and sound business practice. 
(2) Costs of insurance or of contributions 
to any reserve covering the risk of loss of, 
or damage to, Federal Government 
property are unallowable except to the 
extent that the awarding agency has 
specifically required or approved such 
costs. 
 
c. Actual losses which could have been 
covered by permissible insurance 
(through a self-insurance program or 
otherwise) are unallowable, unless 
expressly provided for in the Federal 
award or as described below. However, 
the Federal Government will participate in 
actual losses of a self insurance fund that 
are in excess of reserves. Costs incurred 
because of losses not covered under 
nominal deductible insurance coverage 
provided in keeping with sound 
management practice, and minor losses 
not covered by insurance, such as 
spoilage, breakage, and disappearance of 
small hand tools, which occur in the 
ordinary course of operations, are 
allowable. 
 
d. Contributions to a reserve for certain 


25. a. Costs of insurance required or 
approved, and maintained, pursuant 
to the sponsored agreement, are 
allowable. 
 
b. Costs of other insurance 
maintained by the institution in 
connection with the general conduct 
of its activities, are allowable subject 
to the following limitations: 
(1) Types and extent and cost of 
coverage must be in accordance with 
sound institutional practice; 
 
(2) Costs of insurance or of any 
contributions to any reserve covering 
the risk of loss of or damage to 
federally-owned property are 
unallowable, except to the extent that 
the Federal Government has 
specifically required or approved 
such costs; and 
(3) Costs of insurance on the lives of 
officers or trustees are unallowable 
except where such insurance is part 
of an employee plan which is not 
unduly restricted. 
 
c. Contributions to a reserve for a 
self-insurance program are 
allowable, to the extent that the types 
of coverage, extent of coverage, and 
the rates and premiums would have 
been allowed had insurance been 
purchased to cover the risks. 
 
d. Actual losses which could have 
been covered by permissible 


22. a. Insurance includes insurance 
which the organization is required to 
carry, or which is approved, under 
the terms of the award and any other 
insurance which the organization 
maintains in connection with the 
general conduct of its operations. 
This paragraph does not apply to 
insurance which represents fringe 
benefits for employees (see 
subparagraphs 8.g and 8.i(2) of this 
appendix). 
 
(1) Costs of insurance required or 
approved, and maintained, pursuant 
to the award are allowable. 
 
(2) Costs of other insurance 
maintained by the organization in 
connection with the general conduct 
of its operations are allowable 
subject to the following limitations: 
(a) Types and extent of coverage 
shall be in accordance with sound 
business practice and the rates and 
premiums shall be reasonable under 
the circumstances. 
(b) Costs allowed for business 
interruption or other similar 
insurance shall be limited to exclude 
coverage of management fees. 
(c) Costs of insurance or of any 
provisions for a reserve covering the 
risk of loss or damage to Federal 
property are allowable only to the 
extent that the organization is liable 
for such loss or damage. 
(d) Provisions for a reserve under a 


 
 
 
 
 
 
 
 
 
 
 
 
 
(a) Costs of insurance required or 
approved and maintained, pursuant 
to the Federal award, are allowable.   
 
(b) Costs of other insurance in 
connection with the general conduct 
of activities are allowable subject to 
the following limitations: 
 
(1) Types and extent and cost of 
coverage are in accordance with the 
non-Federal entity's policy and sound 
business practice. 
 
(2) Costs of insurance or of 
contributions to any reserve covering 
the risk of loss of, or damage to, 
Federal government property are 
unallowable except to the extent that 
the Federal awarding agency has 
specifically required or approved 
such costs.  
 
(3) Costs allowed for business 
interruption or other similar 
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self-insurance programs including 
workers compensation, unemployment 
compensation, and severance pay are 
allowable subject to the following 
provisions: 
(1) The type of coverage and the extent of 
coverage and the rates and premiums 
would have been allowed had insurance 
(including reinsurance) been purchased to 
cover the risks. However, provision for 
known or reasonably estimated self-
insured liabilities, which do not become 
payable for more than one year after the 
provision is made, shall not exceed the 
discounted present value of the liability. 
The rate used for discounting the liability 
must be determined by giving 
consideration to such factors as the 
governmental unit's settlement rate for 
those liabilities and its investment rate of 
return. 
(2) Earnings or investment income on 
reserves must be credited to those 
reserves. 
(3) Contributions to reserves must be 
based on sound actuarial principles using 
historical experience and reasonable 
assumptions. Reserve levels must be 
analyzed and updated at least biennially 
for each major risk being insured and take 
into account any reinsurance, coinsurance, 
etc. Reserve levels related to employee-
related coverages will normally be limited 
to the value of claims submitted and 
adjudicated but not paid, submitted but 
not adjudicated, and incurred but not 
submitted. Reserve levels in excess of the 
amounts based on the above must be 
identified and justified in the cost 
allocation plan or indirect cost rate 
proposal. 
(4) Accounting records, actuarial studies, 
and cost allocations (or billings) must 
recognize any significant differences due 
to types of insured risk and losses 


insurance (whether through 
purchased insurance or self-
insurance) are unallowable, unless 
expressly provided for in the 
sponsored agreement, except that 
costs incurred because of losses not 
covered under existing deductible 
clauses for insurance coverage 
provided in keeping with sound 
management practice as well as 
minor losses not covered by 
insurance, such as spoilage, breakage 
and disappearance of small hand 
tools, which occur in the ordinary 
course of operations, are allowable. 
 
e. Indemnification includes securing 
the institution against liabilities to 
third persons and other losses not 
compensated by insurance or 
otherwise. The Federal Government 
is obligated to indemnify the 
institution only to the extent 
expressly provided for in the 
sponsored agreement, except as 
provided in subsection J.25.d of this 
Appendix. 
 
f. Insurance against defects. Costs of 
insurance with respect to any costs 
incurred to correct defects in the 
institution's materials or 
workmanship are unallowable. 
 
g. Medical liability (malpractice) 
insurance is an allowable cost of 
research programs only to the extent 
that the research involves human 
subjects. Medical liability insurance 
costs shall be treated as a direct cost 
and shall be assigned to individual 
projects based on the manner in 
which the insurer allocates the risk to 
the population covered by the 
insurance. 


self-insurance program are allowable 
to the extent that types of coverage, 
extent of coverage, rates, and 
premiums would have been allowed 
had insurance been purchased to 
cover the risks. However, provision 
for known or reasonably estimated 
self-insured liabilities, which do not 
become payable for more than one 
year after the provision is made, shall 
not exceed the present value of the 
liability. 
(e) Costs of insurance on the lives of 
trustees, officers, or other employees 
holding positions of similar 
responsibilities are allowable only to 
the extent that the insurance 
represents additional compensation 
(see subparagraph 8.g(4) of this 
appendix). The cost of such 
insurance when the organization is 
identified as the beneficiary is 
unallowable. 
(f) Insurance against defects. Costs 
of insurance with respect to any costs 
incurred to correct defects in the 
organization's materials or 
workmanship are unallowable. 
(g) Medical liability (malpractice) 
insurance. Medical liability 
insurance is an allowable cost of 
Federal research programs only to 
the extent that the Federal research 
programs involve human subjects or 
training of participants in research 
techniques. Medical liability 
insurance costs shall be treated as a 
direct cost and shall be assigned to 
individual projects based on the 
manner in which the insurer allocates 
the risk to the population covered by 
the insurance. 
 
(3) Actual losses which could have 
been covered by permissible 


insurance must exclude coverage of 
management fees. 
 
 
 
 
 
 
 
 
 
 
(4) Costs of insurance on the lives of 
trustees, officers, or other employees 
holding positions of similar 
responsibilities are allowable only to 
the extent that the insurance 
represents additional compensation 
(see section 200.431 Compensation – 
Fringe Benefits).  The cost of such 
insurance when the non-Federal 
entity is identified as the beneficiary 
is unallowable. 
(5) Insurance against defects.  Costs 
of insurance with respect to any costs 
incurred to correct defects in the 
non-Federal entity’s materials or 
workmanship are unallowable. 
(6) Medical liability (malpractice) 
insurance.  Medical liability 
insurance is an allowable cost of 
Federal research programs only to 
the extent that the Federal research 
programs involve human subjects or 
training of participants in research 
techniques.  Medical liability 
insurance costs must be treated as a 
direct cost and must be assigned to 
individual projects based on the 
manner in which the insurer allocates 
the risk to the population covered by 
the insurance. 
 
(c) Actual losses which could have 
been covered by permissible 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


102 
 


Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


generated by the various insured activities 
or agencies of the governmental unit. If 
individual departments or agencies of the 
governmental unit experience 
significantly different levels of claims for 
a particular risk, those differences are to 
be recognized by the use of separate 
allocations or other techniques resulting 
in an equitable allocation. 
(5) Whenever funds are transferred from a 
self-insurance reserve to other accounts 
(e.g., general fund), refunds shall be made 
to the Federal Government for its share of 
funds transferred, including earned or 
imputed interest from the date of transfer. 
 
e. Actual claims paid to or on behalf of 
employees or former employees for 
workers' compensation, unemployment 
compensation, severance pay, and similar 
employee benefits (e.g., subsection 8.f. 
for post retirement health benefits), are 
allowable in the year of payment provided 
the governmental unit follows a consistent 
costing policy and they are allocated as a 
general administrative expense to all 
activities of the governmental unit. 
 
f. Insurance refunds shall be credited 
against insurance costs in the year the 
refund is received. 
 
g. Indemnification includes securing the 
governmental unit against liabilities to 
third persons and other losses not 
compensated by insurance or otherwise. 
The Federal Government is obligated to 
indemnify the governmental unit only to 
the extent expressly provided for in the 
Federal award, except as provided in 
subsection 22.d of this appendix. 
 
h. Costs of commercial insurance that 
protects against the costs of the contractor 
for correction of the contractor's own 


 insurance (through the purchase of 
insurance or a self-insurance 
program) are unallowable unless 
expressly provided for in the award, 
except: 
(a) Costs incurred because of losses 
not covered under nominal 
deductible insurance coverage 
provided in keeping with sound 
business practice are allowable. 
(b) Minor losses not covered by 
insurance, such as spoilage, 
breakage, and disappearance of 
supplies, which occur in the ordinary 
course of operations, are allowable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
b. Indemnification includes securing 
the organization against liabilities to 
third persons and any other loss or 
damage, not compensated by 
insurance or otherwise. The Federal 
Government is obligated to 
indemnify the organization only to 
the extent expressly provided in the 
award. 
 


insurance (through a self-insurance 
program or otherwise) are 
unallowable, unless expressly 
provided for in the Federal award.  
However, costs incurred because of 
losses not covered under nominal 
deductible insurance coverage 
provided in keeping with sound 
management practice, and minor 
losses not covered by insurance, such 
as spoilage, breakage, and 
disappearance of small hand tools, 
which occur in the ordinary course of 
operations, are allowable.   
 
(d) Contributions to a reserve for 
certain self-insurance programs 
including workers’ compensation, 
unemployment compensation, and 
severance pay are allowable subject 
to the following provisions: 
 
(1) The type of coverage and the 
extent of coverage and the rates and 
premiums would have been allowed 
had insurance (including 
reinsurance) been purchased to cover 
the risks.  However, provision for 
known or reasonably estimated self-
insured liabilities, which do not 
become payable for more than one 
year after the provision is made, 
must not exceed the discounted 
present value of the liability.  The 
rate used for discounting the liability 
must be determined by giving 
consideration to such factors as the 
non-Federal entity's settlement rate 
for those liabilities and its investment 
rate of return. 
 
(2) Earnings or investment income 
on reserves must be credited to those 
reserves.  
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defects in materials or workmanship are 
unallowable. 
 


(3) Contributions to reserves must be 
based on sound actuarial principles 
using historical experience and 
reasonable assumptions.  Reserve 
levels must be analyzed and updated 
at least biennially for each major risk 
being insured and take into account 
any reinsurance, coinsurance, etc.  
Reserve levels related to employee-
related coverages will normally be 
limited to the value of claims: 
 
(i) Submitted and adjudicated but not 
paid; 
 
(ii) Submitted but not adjudicated; 
and  
 
(iii) Incurred but not submitted.   
 
Reserve levels in excess of the 
amounts based on the above must be 
identified and justified in the cost 
allocation plan or indirect cost rate 
proposal.   
 
(4) Accounting records, actuarial 
studies, and cost allocations (or 
billings) must recognize any 
significant differences due to types 
of insured risk and losses generated 
by the various insured activities or 
agencies of the non-Federal entity.  If 
individual departments or agencies 
of the non-Federal entity experience 
significantly different levels of 
claims for a particular risk, those 
differences are to be recognized by 
the use of separate allocations or 
other techniques resulting in an 
equitable allocation. 
 
(5) Whenever funds are transferred 
from a self-insurance reserve to other 
accounts (e.g., general fund or 
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unrestricted account), refunds must 
be made to the Federal government 
for its share of funds transferred, 
including earned or imputed interest 
from the date of transfer and debt 
interest, if applicable, chargeable in 
accordance with applicable Federal 
cognizant agency for indirect cost, 
claims collection regulations.     
 
(e) Insurance refunds must be 
credited against insurance costs in 
the year the refund is received.  
 
(f) Indemnification includes securing 
the non-Federal entity against 
liabilities to third persons and other 
losses not compensated by insurance 
or otherwise.  The Federal 
government is obligated to 
indemnify the non-Federal entity 
only to the extent expressly provided 
for in the Federal award, except as 
provided in paragraph (c) of this 
section. 


__.448 Intellectual Property 
Note: This item of cost 
combines Patent costs and 
Royalties and other costs for 
use of patents from the existing 
Cost Principles.   


29. a. The following costs relating to 
patent and copyright matters are 
allowable: cost of preparing disclosures, 
reports, and other documents required by 
the Federal award and of searching the art 
to the extent necessary to make such 
disclosures; cost of preparing documents 
and any other patent costs in connection 
with the filing and prosecution of a 
United States patent application where 
title or royalty-free license is required by 
the Federal Government to be conveyed 
to the Federal Government; and general 
counseling services relating to patent and 
copyright matters, such as advice on 
patent and copyright laws, regulations, 
clauses, and employee agreements (but 
see sections 32, Professional service 
costs, and 38, Royalties and other costs 
for use of patents and copyrights, of this 


34. a. The following costs relating to 
patent and copyright matters are 
allowable: 
(1) Cost of preparing disclosures, 
reports, and other documents 
required by the sponsored agreement 
and of searching the art to the extent 
necessary to make such disclosures; 
(2) Cost of preparing documents and 
any other patent costs in connection 
with the filing and prosecution of a 
United States patent application 
where title or royalty-free license is 
required by the Federal Government 
to be conveyed to the Federal 
Government; and 
 
(3) General counseling services 
relating to patent and copyright 
matters, such as advice on patent and 


44. a. Royalties on a patent or 
copyright or amortization of the cost 
of acquiring by purchase a copyright, 
patent, or rights thereto, necessary 
for the proper performance of the 
award are allowable unless: 
(1) The Federal Government has a 
license or the right to free use of the 
patent or copyright. 
(2) The patent or copyright has been 
adjudicated to be invalid, or has been 
administratively determined to be 
invalid. 
(3) The patent or copyright is 
considered to be unenforceable. 
(4) The patent or copyright is 
expired. 
 
 
 


(a) Patent costs. 
(1) The following costs related to 
securing patents and copyrights are 
allowable:   
(i) Costs of preparing disclosures, 
reports, and other documents 
required by the Federal award, and of 
searching the art to the extent 
necessary to make such disclosures;  
(ii) Costs of preparing documents 
and any other patent costs in 
connection with the filing and 
prosecution of a United States patent 
application where title or royalty-free 
license is required by the Federal 
government to be conveyed to the 
Federal government; and  
(iii) General counseling services 
relating to patent and copyright 
matters, such as advice on patent and 
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appendix). 
 
 
 
 
 
b. The following costs related to patent 
and copyright matter are unallowable: 
Cost of preparing disclosures, reports, and 
other documents and of searching the art 
to the extent necessary to make 
disclosures not required by the award; 
costs in connection with filing and 
prosecuting any foreign patent 
application; or any United States patent 
application, where the Federal award does 
not require conveying title or a royalty-
free license to the Federal Government 
(but see section 38, Royalties and other 
costs for use of patents and copyrights, of 
this appendix). 
 
 
38. a. Royalties on a patent or copyright 
or amortization of the cost of acquiring by 
purchase a copyright, patent, or rights 
thereto, necessary for the proper 
performance of the award are allowable 
unless: 
(1) The Federal Government has a license 
or the right to free use of the patent or 
copyright. 
(2) The patent or copyright has been 
adjudicated to be invalid, or has been 
administratively determined to be invalid. 
(3) The patent or copyright is considered 
to be unenforceable. 
(4) The patent or copyright is expired. 
 
 
 
 
 
 
 


copyright laws, regulations, clauses, 
and employee agreements (but see 
sections J.37, Professional service 
costs, and J.44, Royalties and other 
costs for use of patents, of this 
Appendix). 
b. The following costs related to 
patent and copyright matter are 
unallowable: 
(1) Cost of preparing disclosures, 
reports, and other documents and of 
searching the art to the extent 
necessary to make disclosures not 
required by the award 
(2) Costs in connection with filing 
and prosecuting any foreign patent 
application, or any United States 
patent application, where the 
sponsored agreement award does not 
require conveying title or a royalty-
free license to the Federal 
Government, (but see section J.44, 
Royalties and other costs for use of 
patents, of this Appendix). 
44. a. Royalties on a patent or 
copyright or amortization of the cost 
of acquiring by purchase a copyright, 
patent, or rights thereto, necessary 
for the proper performance of the 
award are allowable unless: 
(1) The Federal Government has a 
license or the right to free use of the 
patent or copyright. 
(2) The patent or copyright has been 
adjudicated to be invalid, or has been 
administratively determined to be 
invalid. 
(3) The patent or copyright is 
considered to be unenforceable. 
(4) The patent or copyright is 
expired. 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


copyright laws, regulations, clauses, 
and employee intellectual property 
agreements (See also section 200.459 
Professional Service Costs).  
 
(2) The following costs related to 
securing patents and copyrights are 
unallowable:  
 
(i) Costs of preparing disclosures, 
reports, and other documents, and of 
searching the art to make disclosures 
not required by the Federal award; 
 
(ii) Costs in connection with filing 
and prosecuting any foreign patent 
application, or  any United States 
patent application, where the Federal 
award does not require conveying 
title or a royalty-free license to the 
Federal government. 
 
(b) Royalties and other costs for use 
of patents and copyrights. 
(1) Royalties on a patent or copyright 
or amortization of the cost of 
acquiring by purchase a copyright, 
patent, or rights thereto, necessary 
for the proper performance of the 
Federal award are allowable unless:  
 
(i) The Federal government already 
has a license or the right to free use 
of the patent or copyright.  
 
(ii) The patent or copyright has been 
adjudicated to be invalid, or has been 
administratively determined to be 
invalid.  
 
(iii) The patent or copyright is 
considered to be unenforceable.  
 
(iv) The patent or copyright is 
expired.  
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b. Special care should be exercised in 
determining reasonableness where the 
royalties may have been arrived at as a 
result of less-than-arm's-length 
bargaining, e.g.:  
(1) Royalties paid to persons, including 
corporations, affiliated with the 
governmental unit. 
(2) Royalties paid to unaffiliated parties, 
including corporations, under an 
agreement entered into in contemplation 
that a Federal award would be made. 
(3) Royalties paid under an agreement 
entered into after an award is made to a 
governmental unit. 
 
c. In any case involving a patent or 
copyright formerly owned by the 
governmental unit, the amount of royalty 
allowed should not exceed the cost which 
would have been allowed had the 
governmental unit retained title thereto. 


 
b. Special care should be exercised in 
determining reasonableness where 
the royalties may have been arrived 
at as a result of less-than-arm's-
length bargaining, e.g.:  
(1) Royalties paid to persons, 
including corporations, affiliated 
with the institution. 
(2) Royalties paid to unaffiliated 
parties, including corporations, under 
an agreement entered into in 
contemplation that a sponsored 
agreement award would be made. 
(3) Royalties paid under an 
agreement entered into after an 
award is made to an institution. 
 
c. In any case involving a patent or 
copyright formerly owned by the 
institution, the amount of royalty 
allowed should not exceed the cost 
which would have been allowed had 
the institution retained title thereto. 


 
b. Special care should be exercised in 
determining reasonableness where 
the royalties may have arrived at as a 
result of less-than-arm's-length 
bargaining, e.g.:  
(1) Royalties paid to persons, 
including corporations, affiliated 
with the non-profit organization. 
(2) Royalties paid to unaffiliated 
parties, including corporations, under 
an agreement entered into in 
contemplation that a Federal award 
would be made. 
(3) Royalties paid under an 
agreement entered into after an 
award is made to a non-profit 
organization. 
 
c. In any case involving a patent or 
copyright formerly owned by the 
non-profit organization, the amount 
of royalty allowed should not exceed 
the cost which would have been 
allowed had the non-profit 
organization retained title thereto. 


 
(2) Special care should be exercised 
in determining reasonableness where 
the royalties may have been arrived 
at as a result of less-than-arm's-
length bargaining, such as:  
(i) Royalties paid to persons, 
including corporations, affiliated 
with the non-Federal entity.  
(ii) Royalties paid to unaffiliated 
parties, including corporations, under 
an agreement entered into in 
contemplation that a Federal award 
would be made.  
(iii) Royalties paid under an 
agreement entered into after a 
Federal award is made to a non-
Federal entity.  
 
(3) In any case involving a patent or 
copyright formerly owned by the 
non-Federal entity, the amount of 
royalty allowed should not exceed 
the cost which would have been 
allowed had the non-Federal entity 
retained title thereto. 


__.449 Interest 23. a. Costs incurred for interest on 
borrowed capital or the use of a 
governmental unit's own funds, however 
represented, are unallowable except as 
specifically provided in subsection b. or 
authorized by Federal legislation. 
 
b. Financing costs (including interest) 
paid or incurred which are associated with 
the otherwise allowable costs of building 
acquisition, construction, or fabrication, 
reconstruction or remodeling completed 
on or after October 1, 1980 is allowable 
subject to the conditions in section 
23.b.(1) through (4) of this appendix. 
Financing costs (including interest) paid 
or incurred on or after September 1, 1995 
for land or associated with otherwise 
allowable costs of equipment is allowable, 


26. a. Costs incurred for interest on 
borrowed capital, temporary use of 
endowment funds, or the use of the 
institution's own funds, however 
represented, are unallowable. 
However, interest on debt incurred 
after July 1, 1982 to acquire 
buildings, major reconstruction and 
remodeling, or the acquisition or 
fabrication of capital equipment 
costing $10,000 or more, is 
allowable. 
 
b. Interest on debt incurred after May 
8, 1996 to acquire or replace capital 
assets (including construction, 
renovations, alterations, equipment, 
land, and capital assets acquired 
through capital leases) acquired after 


23. a. Costs incurred for interest on 
borrowed capital, temporary use of 
endowment funds, or the use of the 
non-profit organization's own funds, 
however represented, are 
unallowable. However, interest on 
debt incurred after September 29, 
1995 to acquire or replace capital 
assets (including renovations, 
alterations, equipment, land, and 
capital assets acquired through 
capital leases), acquired after 
September 29, 1995 and used in 
support of Federal awards is 
allowable, provided that: 
(1) For facilities acquisitions 
(excluding renovations and 
alterations) costing over $10 million 
where the Federal Government's 


(a) General. Costs incurred for 
interest on borrowed capital, 
temporary use of endowment funds, 
or the use of the non-Federal entity’s 
own funds, however represented, are 
unallowable.  Financing costs 
(including interest) to acquire, 
construct, or replace capital assets 
are allowable, subject to the 
conditions in this section.   
(b) Capital assets is defined as noted 
in section 200.12 Capital Assets.  An 
asset cost includes (as applicable) 
acquisition costs, construction costs, 
and other costs capitalized in 
accordance with GAAP. 
For non-Federal entity fiscal years 
beginning on or after January 1, 
2016, intangible assets include 
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subject to the conditions in section 23.b. 
(1) through (4) of this appendix. 
(1) The financing is provided (from other 
than tax or user fee sources) by a bona 
fide third party external to the 
governmental unit; 
(2) The assets are used in support of 
Federal awards; 
(3) Earnings on debt service reserve funds 
or interest earned on borrowed funds 
pending payment of the construction or 
acquisition costs are used to offset the 
current period's cost or the capitalized 
interest, as appropriate. Earnings subject 
to being reported to the Federal Internal 
Revenue Service under arbitrage 
requirements are excludable. 
(4) For debt arrangements over $1 
million, unless the governmental unit 
makes an initial equity contribution to the 
asset purchase of 25 percent or more, the 
governmental unit shall reduce claims for 
interest cost by an amount equal to 
imputed interest earnings on excess cash 
flow, which is to be calculated as follows. 
Annually, non-Federal entities shall 
prepare a cumulative (from the inception 
of the project) report of monthly cash 
flows that includes inflows and outflows, 
regardless of the funding source. Inflows 
consist of depreciation expense, 
amortization of capitalized construction 
interest, and annual interest cost. For cash 
flow calculations, the annual inflow 
figures shall be divided by the number of 
months in the year (i.e., usually 12) that 
the building is in service for monthly 
amounts. Outflows consist of initial 
equity contributions, debt principal 
payments (less the pro rata share 
attributable to the unallowable costs of 
land) and interest payments. Where 
cumulative inflows exceed cumulative 
outflows, interest shall be calculated on 
the excess inflows for that period and be 


that date and used in support of 
sponsored agreements is allowable, 
subject to the following conditions: 
(1) For facilities costing over 
$500,000, the institution shall 
prepare, prior to acquisition or 
replacement of the facility, a lease-
purchase analysis in accordance with 
the provisions of §§215.30 through 
215.37 of 2 CFR part 215 (OMB 
Circular A–110), which shows that a 
financed purchase, including a 
capital lease is less costly to the 
institution than other operating lease 
alternatives, on a net present value 
basis. Discount rates used shall be 
equal to the institution's anticipated 
interest rates and shall be no higher 
than the fair market rate available to 
the institution from an unrelated 
(“arm's length”) third-party. The 
lease-purchase analysis shall include 
a comparison of the net present value 
of the projected total cost 
comparisons of both alternatives 
over the period the asset is expected 
to be used by the institution. The cost 
comparisons associated with 
purchasing the facility shall include 
the estimated purchase price, 
anticipated operating and 
maintenance costs (including 
property taxes, if applicable) not 
included in the debt financing, less 
any estimated asset salvage value at 
the end of the defined period. The 
cost comparison for a capital lease 
shall include the estimated total lease 
payments, any estimated bargain 
purchase option, operating and 
maintenance costs, and taxes not 
included in the capital leasing 
arrangement, less any estimated 
credits due under the lease at the end 
of the defined period. Projected 


reimbursement is expected to equal 
or exceed 40 percent of an asset's 
cost, the non-profit organization 
prepares, prior to the acquisition or 
replacement of the capital asset(s), a 
justification that demonstrates the 
need for the facility in the conduct of 
federally-sponsored activities. Upon 
request, the needs justification must 
be provided to the Federal agency 
with cost cognizance authority as a 
prerequisite to the continued 
allowability of interest on debt and 
depreciation related to the facility. 
The needs justification for the 
acquisition of a facility should 
include, at a minimum, the 
following: 
(a) A statement of purpose and 
justification for facility acquisition or 
replacement. 
(b) A statement as to why current 
facilities are not adequate. 
(c) A statement of planned future use 
of the facility. 
(d) A description of the financing 
agreement to be arranged for the 
facility. 
(e) A summary of the building 
contract with estimated cost 
information and statement of source 
and use of funds. 
(f) A schedule of planned occupancy 
dates. 
(2) For facilities costing over 
$500,000, the non-profit organization 
prepares, prior to the acquisition or 
replacement of the facility, a 
lease/purchase analysis in 
accordance with the provisions of 
§§215.30 through 215.37 of 2 CFR 
215 (OMB Circular A–110), which 
shows that a financed purchase or 
capital lease is less costly to the 
organization than other leasing 


patents and computer software.  For 
software development projects, only 
interest attributable to the portion of 
the project costs capitalized in 
accordance with GAAP is allowable. 
(c) Conditions for all non-Federal 
entities. 
(1) The non-Federal entity uses the 
capital assets in support of Federal 
awards; 
(2) The allowable asset costs to 
acquire facilities and equipment are 
limited to a fair market value 
available to the non-Federal entity 
from an unrelated (arm’s length) 
third party.  
(3) The non-Federal entity obtains 
the financing via an arm’s-length 
transaction (that is, a transaction with 
an unrelated third party); or claims 
reimbursement of actual interest cost 
at a rate available via such a 
transaction.   
(4) The non-Federal entity limits 
claims for Federal reimbursement of 
interest costs to the least expensive 
alternative.  For example, a capital 
lease may be determined less costly 
than purchasing through debt 
financing, in which case 
reimbursement must be limited to the 
amount of interest determined if 
leasing had been used. 
(5) The non-Federal entity expenses 
or capitalizes allowable interest cost 
in accordance with GAAP. 
(6) Earnings generated by the 
investment of borrowed funds 
pending their disbursement for the 
asset costs are used to offset the 
current period’s allowable interest 
cost, whether that cost is expensed or 
capitalized.  Earnings subject to 
being reported to the Federal Internal 
Revenue Service under arbitrage 
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treated as a reduction to allowable interest 
cost. The rate of interest to be used to 
compute earnings on excess cash flows 
shall be the three-month Treasury bill 
closing rate as of the last business day of 
that month. 
(5) Interest attributable to fully 
depreciated assets is unallowable 


operating lease costs shall be based 
on the anticipated cost of leasing 
comparable facilities at fair market 
rates under rental agreements that 
would be renewed or reestablished 
over the period defined above, and 
any expected maintenance costs and 
allowable property taxes to be borne 
by the institution directly or as part 
of the lease arrangement. 
(2) The actual interest cost claimed is 
predicated upon interest rates that are 
no higher than the fair market rate 
available to the institution from an 
unrelated (arm's length) third party. 
(3) Investment earnings, including 
interest income on bond or loan 
principal, pending payment of the 
construction or acquisition costs, are 
used to offset allowable interest cost. 
Arbitrage earnings reportable to the 
Internal Revenue Service are not 
required to be offset against 
allowable interest costs. 
(4) Reimbursements are limited to 
the least costly alternative based on 
the total cost analysis required under 
subsection J.26.b.(1) of this 
Appendix. For example, if an 
operating lease is determined to be 
less costly than purchasing through 
debt financing, then reimbursement 
is limited to the amount determined 
if leasing had been used. In all cases 
where a lease-purchase analysis is 
required to be performed, Federal 
reimbursement shall be based upon 
the least expensive alternative. 
(5) For debt arrangements over $1 
million, unless the institution makes 
an initial equity contribution to the 
asset purchase of 25 percent or more, 
the institution shall reduce claims for 
interest expense by an amount equal 
to imputed interest earnings on 


alternatives, on a net present value 
basis. Discount rates used should be 
equal to the non-profit organization's 
anticipated interest rates and should 
be no higher than the fair market rate 
available to the non-profit 
organization from an unrelated 
(“arm's length”) third-party. The 
lease/purchase analysis shall include 
a comparison of the net present value 
of the projected total cost 
comparisons of both alternatives 
over the period the asset is expected 
to be used by the non-profit 
organization. The cost comparisons 
associated with purchasing the 
facility shall include the estimated 
purchase price, anticipated operating 
and maintenance costs (including 
property taxes, if applicable) not 
included in the debt financing, less 
any estimated asset salvage value at 
the end of the period defined above. 
The cost comparison for a capital 
lease shall include the estimated total 
lease payments, any estimated 
bargain purchase option, operating 
and maintenance costs, and taxes not 
included in the capital leasing 
arrangement, less any estimated 
credits due under the lease at the end 
of the period defined above. 
Projected operating lease costs shall 
be based on the anticipated cost of 
leasing comparable facilities at fair 
market rates under rental agreements 
that would be renewed or 
reestablished over the period defined 
above, and any expected 
maintenance costs and allowable 
property taxes to be borne by the 
non-profit organization directly or as 
part of the lease arrangement. 
(3) The actual interest cost claimed is 
predicated upon interest rates that are 


requirements are excludable. 
(7) The following conditions must 
apply to debt arrangements over $1 
million to purchase or construct 
facilities, unless the non-Federal 
entity makes an initial equity 
contribution to the purchase of 25 
percent or more.  For this purpose, 
“initial equity contribution” means 
the amount or value of contributions 
made by the non-Federal entity for 
the acquisition of facilities prior to 
occupancy. 
(i) The non-Federal entity must 
reduce claims for reimbursement of 
interest cost by an amount equal to 
imputed interest earnings on excess 
cash flow attributable to the portion 
of the facility used for Federal 
awards.   
(ii) The non-Federal entity must 
impute interest on excess cash flow 
as follows: 
(A) Annually, the non-Federal entity 
must prepare a cumulative (from the 
inception of the project) report of 
monthly cash inflows and outflows, 
regardless of the funding source.  For 
this purpose, inflows consist of 
Federal reimbursement for 
depreciation, amortization of 
capitalized construction interest, and 
annual interest cost.  Outflows 
consist of initial equity contributions, 
debt principal payments (less the 
pro-rata share attributable to the cost 
of land), and interest payments.   
(B) To compute monthly cash 
inflows and outflows, the non-
Federal entity must divide the annual 
amounts determined in step (i) by the 
number of months in the year 
(usually 12) that the building is in 
service. 
(C) For any month in which 
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excess cash flow, which is to be 
calculated as follows. Annually, non-
Federal entities shall prepare a 
cumulative (from the inception of the 
project) report of monthly cash flows 
that includes inflows and outflows, 
regardless of the funding source. 
Inflows consist of depreciation 
expense, amortization of capitalized 
construction interest, and annual 
interest cost. For cash flow 
calculations, the annual inflow 
figures shall be divided by the 
number of months in the year ( i.e. , 
usually 12) that the building is in 
service for monthly amounts. 
Outflows consist of initial equity 
contributions, debt principal 
payments (less the pro rata share 
attributable to the unallowable costs 
of land) and interest payments. 
Where cumulative inflows exceed 
cumulative outflows, interest shall be 
calculated on the excess inflows for 
that period and be treated as a 
reduction to allowable interest cost. 
The rate of interest to be used to 
compute earnings on excess cash 
flows shall be the three-month 
Treasury bill closing rate as of the 
last business day of that month. 
(6) Substantial relocation of 
federally-sponsored activities from a 
facility financed by indebtedness, the 
cost of which was funded in whole or 
part through Federal 
reimbursements, to another facility 
prior to the expiration of a period of 
20 years requires notice to the 
cognizant agency. The extent of the 
relocation, the amount of the Federal 
participation in the financing, and the 
depreciation and interest charged to 
date may require negotiation and/or 
downward adjustments of 


no higher than the fair market rate 
available to the non-profit 
organization from an unrelated 
(“arm's length”) third party. 
(4) Investment earnings, including 
interest income, on bond or loan 
principal, pending payment of the 
construction or acquisition costs, are 
used to offset allowable interest cost. 
Arbitrage earnings reportable to the 
Internal Revenue Service are not 
required to be offset against 
allowable interest costs. 
(5) Reimbursements are limited to 
the least costly alternative based on 
the total cost analysis required under 
subparagraph 23.b. of this appendix. 
For example, if an operating lease is 
determined to be less costly than 
purchasing through debt financing, 
then reimbursement is limited to the 
amount determined if leasing had 
been used. In all cases where a 
lease/purchase analysis is performed, 
Federal reimbursement shall be 
based upon the least expensive 
alternative. 
(6) Non-profit organizations are also 
subject to the following conditions: 
(a) Interest on debt incurred to 
finance or refinance assets acquired 
before or reacquired after September 
29, 1995, is not allowable. 
(b) Interest attributable to fully 
depreciated assets is unallowable. 
(c) For debt arrangements over $1 
million, unless the non-profit 
organization makes an initial equity 
contribution to the asset purchase of 
25 percent or more, non-profit 
organizations shall reduce claims for 
interest expense by an amount equal 
to imputed interest earnings on 
excess cash flow, which is to be 
calculated as follows. Annually, non-


cumulative cash inflows exceed 
cumulative outflows, interest must be 
calculated on the excess inflows for 
that month and be treated as a 
reduction to allowable interest cost.  
The rate of interest to be used must 
be the three-month Treasury bill 
closing rate as of the last business 
day of that month.   
(8) Interest attributable to a fully 
depreciated asset is unallowable. 
(d) Additional conditions for states, 
local governments and Indian tribes.  
For costs to be allowable, the non-
Federal entity must have incurred the 
interest costs for buildings after 
October 1, 1980, or for land and 
equipment after September 1, 1995. 
(1) The requirement to offset interest 
earned on borrowed funds against 
current allowable interest cost 
(paragraph (c)(5), above) also applies 
to earnings on debt service reserve 
funds. 
(2) The non-Federal entity will 
negotiate the amount of allowable 
interest cost related to the acquisition 
of facilities with asset costs of $1 
million or more, as outlined in 
paragraph (c)(7), above.  For this 
purpose, a non-Federal entity must 
consider only cash inflows and 
outflows attributable to that portion 
of the real property used for Federal 
awards.   
(e) Additional conditions for IHEs. 
For costs to be allowable, the IHE 
must have incurred the interest costs 
after September 23, 1982, in 
connection with acquisitions of 
capital assets that occurred after that 
date. 
(f) Additional condition for nonprofit 
organizations.  For costs to be 
allowable, the nonprofit organization 
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replacement space charged to 
Federal programs in the future. 
(7) The allowable costs to acquire 
facilities and equipment are limited 
to a fair market value available to the 
institution from an unrelated (arm's 
length) third party. 
 
c. Institutions are also subject to the 
following conditions: 
(1) Interest on debt incurred to 
finance or refinance assets re-
acquired after the applicable 
effective dates stipulated above is 
unallowable. 
(2) Interest attributable to fully 
depreciated assets is unallowable. 
 
d. The following definitions are to be 
used for purposes of this section: 
(1) “Re-acquired” assets means 
assets held by the institution prior to 
the applicable effective dates 
stipulated above that have again 
come to be held by the institution, 
whether through repurchase or 
refinancing. It does not include 
assets acquired to replace older 
assets. 
(2) “Initial equity contribution” 
means the amount or value of 
contributions made by non-Federal 
entities for the acquisition of the 
asset prior to occupancy of facilities. 
(3) “Asset costs” means the 
capitalizable costs of an asset, 
including construction costs, 
acquisition costs, and other such 
costs capitalized in accordance with 
Generally Accepted Accounting 
Principles (GAAP). 


profit organizations shall prepare a 
cumulative (from the inception of the 
project) report of monthly cash flows 
that includes inflows and outflows, 
regardless of the funding source. 
Inflows consist of depreciation 
expense, amortization of capitalized 
construction interest, and annual 
interest expense. For cash flow 
calculations, the annual inflow 
figures shall be divided by the 
number of months in the year 
(usually 12) that the building is in 
service for monthly amounts. 
Outflows consist of initial equity 
contributions, debt principal 
payments (less the pro rata share 
attributable to the unallowable costs 
of land) and interest payments. 
Where cumulative inflows exceed 
cumulative outflows, interest shall be 
calculated on the excess inflows for 
that period and be treated as a 
reduction to allowable interest 
expense. The rate of interest to be 
used to compute earnings on excess 
cash flows shall be the three month 
Treasury Bill closing rate as of the 
last business day of that month. 
(d) Substantial relocation of 
federally-sponsored activities from a 
facility financed by indebtedness, the 
cost of which was funded in whole or 
part through Federal 
reimbursements, to another facility 
prior to the expiration of a period of 
20 years requires notice to the 
Federal cognizant agency. The extent 
of the relocation, the amount of the 
Federal participation in the 
financing, and the depreciation and 
interest charged to date may require 
negotiation and/or downward 
adjustments of replacement space 
charged to Federal programs in the 


incurred the interest costs after 
September 29, 1995, in connection 
with acquisitions of capital assets 
that occurred after that date. 
(g) The interest allowability 
provisions of this section C-28 do 
not apply to a nonprofit organization 
subject to “full coverage” under the 
Cost Accounting Standards (CAS), 
as defined at 48 CFR 9903.201-2(a).  
The non-Federal entity’s Federal 
awards are instead subject to CAS 
414 (48 CFR 9904.414), “Cost of 
Money as an Element of the Cost of 
Facilities Capital”, and CAS 417 (48 
CFR 9904.417), “Cost of Money as 
an Element of the Cost of Capital 
Assets Under Construction”. 
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future. 
(e) The allowable costs to acquire 
facilities and equipment are limited 
to a fair market value available to the 
non-profit organization from an 
unrelated (“arm's length”) third 
party. 
 
b. For non-profit organizations 
subject to “full coverage” under the 
Cost Accounting Standards (CAS) as 
defined at 48 CFR 9903.201, the 
interest allowability provisions of 
subparagraph a do not apply. Instead, 
these organizations' sponsored 
agreements are subject to CAS 414 
(48 CFR 9903.414), cost of money 
as an element of the cost of facilities 
capital, and CAS 417 (48 CFR 
9903.417), cost of money as an 
element of the cost of capital assets 
under construction. 
c. The following definitions are to be 
used for purposes of this paragraph: 
(1) Re-acquired assets means assets 
held by the non-profit organization 
prior to September 29, 1995 that 
have again come to be held by the 
organization, whether through 
repurchase or refinancing. It does not 
include assets acquired to replace 
older assets. 
(2) Initial equity contribution means 
the amount or value of contributions 
made by non-profit organizations for 
the acquisition of the asset or prior to 
occupancy of facilities. 
(3) Asset costs means the 
capitalizable costs of an asset, 
including construction costs, 
acquisition costs, and other such 
costs capitalized in accordance with 
GAAP. 


__.450 Lobbying 24. a. General. The cost of certain 
influencing activities associated with 


28. Reference is made to the 
common rule published at 7 CFR 


 
 


(a) The cost of certain influencing 
activities associated with obtaining 
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obtaining grants, contracts, cooperative 
agreements, or loans is an unallowable 
cost. Lobbying with respect to certain 
grants, contracts, cooperative agreements, 
and loans shall be governed by the 
common rule, “New Restrictions on 
Lobbying” (see Section J.24 of Appendix 
A to 2 CFR part 220), including 
definitions, and the Office of 
Management and Budget “Government-
wide Guidance for New Restrictions on 
Lobbying” and notices published at 54 FR 
52306 (December 20, 1989), 55 FR 24540 
(June 15, 1990), and 57 FR 1772 (January 
15, 1992), respectively. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


part 3018, 10 CFR parts 600 and 
601, 12 CFR part 411, 13 CFR part 
146, 14 CFR part 1271, 15 CFR part 
28, 18 CFR part 1315, 22 CFR parts 
138, 227, 311, 519 and 712, 24 CFR 
part 87, 28 CFR part 69, 29 CFR part 
93, 31 CFR part 21, 32 CFR part 
282, 34 CFR part 82, 38 CFR part 
85, 40 CFR part 34, 41 CFR part 
105–69, 43 CFR part 18, 44 CFR 
part 18, 45 CFR parts 93, 604, 1158, 
1168 and 1230, and 49 CFR part 20, 
and OMB's governmentwide 
guidance, amendments to OMB's 
governmentwide guidance, and 
OMB's clarification notices 
published at 54 FR 52306 
(12/20/89), 61 FR 1412 (1/19/96), 55 
FR 24540 (6/15/90) and 57 FR 1772 
(1/15/92), respectively. In addition, 
the following restrictions shall apply: 
a. Notwithstanding other provisions 
of this Appendix, costs associated 
with the following activities are 
unallowable: 
(1) Attempts to influence the 
outcomes of any Federal, State, or 
local election, referendum, initiative, 
or similar procedure, through in kind 
or cash contributions, endorsements, 
publicity, or similar activity; 
(2) Establishing, administering, 
contributing to, or paying the 
expenses of a political party, 
campaign, political action 
committee, or other organization 
established for the purpose of 
influencing the outcomes of 
elections; 
(3) Any attempt to influence The 
introduction of Federal or State 
legislation; The enactment or 
modification of any pending Federal 
or State legislation through 
communication with any member or 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
25. a. Notwithstanding other 
provisions of this appendix, costs 
associated with the following 
activities are unallowable: 
(1) Attempts to influence the 
outcomes of any Federal, State, or 
local election, referendum, initiative, 
or similar procedure, through in kind 
or cash contributions, endorsements, 
publicity, or similar activity; 
(2) Establishing, administering, 
contributing to, or paying the 
expenses of a political party, 
campaign, political action 
committee, or other organization 
established for the purpose of 
influencing the outcomes of 
elections; 
(3) Any attempt to influence: The 
introduction of Federal or State 
legislation; or the enactment or 
modification of any pending Federal 
or State legislation through 
communication with any member or 


grants, contracts, cooperative 
agreements, or loans is an 
unallowable cost.  Lobbying with 
respect to certain grants, contracts, 
cooperative agreements, and loans is 
governed by relevant statutes, 
including among others, the 
provisions of 31 U.S.C. § 1352, as 
well as the common rule, "New 
Restrictions on Lobbying" published 
at 55 FR 6736 (February 26, 1990),  
including definitions, and the Office 
of Management and Budget 
"Governmentwide Guidance for New 
Restrictions on Lobbying" and 
notices published at 54 FR 52306 
(December 20, 1989), 55 FR 24540 
(June 15, 1990), 57 FR 1772 
(January 15, 1992), and 61 FR 1412 
(January 19, 1996).   
(b) Executive lobbying costs.  Costs 
incurred in attempting to improperly 
influence either directly or indirectly, 
an employee or officer of the 
executive branch of the Federal 
government to give consideration or 
to act regarding a Federal award or a 
regulatory matter are unallowable.  
Improper influence means any 
influence that induces or tends to 
induce a Federal employee or officer 
to give consideration or to act 
regarding a Federal award or 
regulatory matter on any basis other 
than the merits of the matter.   
(c) In addition to the above, the 
following restrictions are applicable 
to nonprofit organizations and IHEs: 
(1) Costs associated with the 
following activities are unallowable: 
(i) Attempts to influence the 
outcomes of any Federal, state, or 
local election, referendum, initiative, 
or similar procedure, through in-kind 
or cash contributions, endorsements, 
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employee of the Congress or State 
legislature, including efforts to 
influence State or local officials to 
engage in similar lobbying activity; 
or any government official or 
employee in connection with a 
decision to sign or veto enrolled 
legislation; 
(4) Any attempt to influence The 
introduction of Federal or State 
legislation; or The enactment or 
modification of any pending Federal 
or State legislation by preparing, 
distributing, or using publicity or 
propaganda, or by urging members 
of the general public, or any segment 
thereof, to contribute to or participate 
in any mass demonstration, march, 
rally, fund raising drive, lobbying 
campaign or letter writing or 
telephone campaign; or 
(5) Legislative liaison activities, 
including attendance at legislative 
sessions or committee hearings, 
gathering information regarding 
legislation, and analyzing the effect 
of legislation, when such activities 
are carried on in support of or in 
knowing preparation for an effort to 
engage in unallowable lobbying. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


employee of the Congress or State 
legislature (including efforts to 
influence State or local officials to 
engage in similar lobbying activity), 
or with any Government official or 
employee in connection with a 
decision to sign or veto enrolled 
legislation; 
(4) Any attempt to influence: The 
introduction of Federal or State 
legislation; or the enactment or 
modification of any pending Federal 
or State legislation by preparing, 
distributing or using publicity or 
propaganda, or by urging members 
of the general public or any segment 
thereof to contribute to or participate 
in any mass demonstration, march, 
rally, fundraising drive, lobbying 
campaign or letter writing or 
telephone campaign; or 
(5) Legislative liaison activities, 
including attendance at legislative 
sessions or committee hearings, 
gathering information regarding 
legislation, and analyzing the effect 
of legislation, when such activities 
are carried on in support of or in 
knowing preparation for an effort to 
engage in unallowable lobbying. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


publicity, or similar activity; 
(ii) Establishing, administering, 
contributing to, or paying the 
expenses of a political party, 
campaign, political action 
committee, or other organization 
established for the purpose of 
influencing the outcomes of elections 
in the United States; 
(iii) Any attempt to influence: 
(A)The introduction of Federal or 
state legislation;  
(B) The enactment or modification of 
any pending Federal or state 
legislation through communication 
with any member or employee of the 
Congress or state legislature 
(including efforts to influence state 
or local officials to engage in similar 
lobbying activity);  
(C) The enactment or modification of 
any pending Federal or state 
legislation by preparing, distributing, 
or using publicity or propaganda, or 
by urging members of the general 
public, or any segment thereof, to 
contribute to or participate in any 
mass demonstration, march, rally, 
fund raising drive, lobbying 
campaign or letter writing or 
telephone campaign; or 
(D) Any government official or 
employee in connection with a 
decision to sign or veto enrolled 
legislation; 
(v) Legislative liaison activities, 
including attendance at legislative 
sessions or committee hearings, 
gathering information regarding 
legislation, and analyzing the effect 
of legislation, when such activities 
are carried on in support of or in 
knowing preparation for an effort to 
engage in unallowable lobbying. 
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b. The following activities are 
excepted from the coverage of 
subsection J.28.a of this Appendix: 
(1) Technical and factual 
presentations on topics directly 
related to the performance of a grant, 
contract, or other agreement (through 
hearing testimony, statements, or 
letters to the Congress or a State 
legislature, or subdivision, member, 
or cognizant staff member thereof), 
in response to a documented request 
(including a Congressional Record 
notice requesting testimony or 
statements for the record at a 
regularly scheduled hearing) made 
by the recipient member, legislative 
body or subdivision, or a cognizant 
staff member thereof, provided such 
information is readily obtainable and 
can be readily put in deliverable 
form, and further provided that costs 
under this section for travel, lodging 
or meals are unallowable unless 
incurred to offer testimony at a 
regularly scheduled Congressional 
hearing pursuant to a written request 
for such presentation made by the 
Chairman or Ranking Minority 
Member of the Committee or 
Subcommittee conducting such 
hearings; 
(2) Any lobbying made unallowable 
by subsection J.28.a.(3) of this 
Appendix to influence State 
legislation in order to directly reduce 
the cost, or to avoid material 
impairment of the institution's 
authority to perform the grant, 
contract, or other agreement; or 
(3) Any activity specifically 
authorized by statute to be 
undertaken with funds from the 
grant, contract, or other agreement. 
 


b. The following activities are 
excepted from the coverage of 
subparagraph 25.a of this appendix: 
(1) Providing a technical and factual 
presentation of information on a 
topic directly related to the 
performance of a grant, contract or 
other agreement through hearing 
testimony, statements or letters to the 
Congress or a State legislature, or 
subdivision, member, or cognizant 
staff member thereof, in response to 
a documented request (including a 
Congressional Record notice 
requesting testimony or statements 
for the record at a regularly 
scheduled hearing) made by the 
recipient member, legislative body or 
subdivision, or a cognizant staff 
member thereof; provided such 
information is readily obtainable and 
can be readily put in deliverable 
form; and further provided that costs 
under this section for travel, lodging 
or meals are unallowable unless 
incurred to offer testimony at a 
regularly scheduled Congressional 
hearing pursuant to a written request 
for such presentation made by the 
Chairman or Ranking Minority 
Member of the Committee or 
Subcommittee conducting such 
hearing. 
(2) Any lobbying made unallowable 
by subparagraph 25.a.(3) of this 
appendix to influence State 
legislation in order to directly reduce 
the cost, or to avoid material 
impairment of the organization's 
authority to perform the grant, 
contract, or other agreement. 
(3) Any activity specifically 
authorized by statute to be 
undertaken with funds from the 
grant, contract, or other agreement. 


(2)  The following activities are 
excepted from the coverage of 
subsection (c)(1): 
(i) Technical and factual 
presentations on topics directly 
related to the performance of a grant, 
contract, or other agreement (through 
hearing testimony, statements, or 
letters to the Congress or a state 
legislature, or subdivision, member, 
or cognizant staff member thereof), 
in response to a documented request 
(including a Congressional Record 
notice requesting testimony or 
statements for the record at a 
regularly scheduled hearing) made 
by the non-Federal entity’s member 
of congress, legislative body or a 
subdivision, or a cognizant staff 
member thereof, provided such 
information is readily obtainable and 
can be readily put in deliverable 
form, and further provided that costs 
under this section for travel, lodging 
or meals are unallowable unless 
incurred to offer testimony at a 
regularly scheduled Congressional 
hearing pursuant to a written request 
for such presentation made by the 
Chairman or Ranking Minority 
Member of the Committee or 
Subcommittee conducting such 
hearings; 
(ii) Any lobbying made unallowable 
by paragraph (1)(iii) to influence 
state legislation in order to directly 
reduce the cost, or to avoid material 
impairment of the non-Federal 
entity’s authority to perform the 
grant, contract, or other agreement; 
or 
(iii) Any activity specifically 
authorized by statute to be 
undertaken with funds from the 
Federal award. 
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c. When an institution seeks 
reimbursement for F&A costs, total 
lobbying costs shall be separately 
identified in the F&A cost rate 
proposal, and thereafter treated as 
other unallowable activity costs in 
accordance with the procedures of 
Section B.1.d of this Appendix. 
d. Institutions shall submit as part of 
their annual F&A cost rate proposal 
a certification that the requirements 
and standards of this section have 
been complied with. 
e. Institutions shall maintain 
adequate records to demonstrate that 
the determination of costs as being 
allowable or unallowable pursuant to 
this section complies with the 
requirements of this Appendix. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
f. Time logs, calendars, or similar 
records shall not be required to be 
created for purposes of complying 
with this section during any 
particular calendar month when: 
(1) the employee engages in 
lobbying (as defined in subsections 


c. (1) When an organization seeks 
reimbursement for indirect costs, 
total lobbying costs shall be 
separately identified in the indirect 
cost rate proposal, and thereafter 
treated as other unallowable activity 
costs in accordance with the 
procedures of subparagraph B.3 of 
Appendix A to this part. 
(2) Organizations shall submit, as 
part of the annual indirect cost rate 
proposal, a certification that the 
requirements and standards of this 
paragraph have been complied with. 
(3) Organizations shall maintain 
adequate records to demonstrate that 
the determination of costs as being 
allowable or unallowable pursuant to 
paragraph 25 complies with the 
requirements of this Appendix. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(4) Time logs, calendars, or similar 
records shall not be required to be 
created for purposes of complying 
with this paragraph during any 
particular calendar month when: the 
employee engages in lobbying (as 
defined in subparagraphs 25.a. and b. 


(iv) Any activity excepted from the 
definitions of “lobbying” or 
“influencing legislation” by the 
Internal Revenue Code provisions 
that require nonprofit organizations 
to limit their participation in direct 
and “grass roots” lobbying activities 
in order to retain their charitable 
deduction status and avoid punitive 
excise taxes,  I.R.C. §§ 501(c)(3), 
501(h), 4911(a), including (1) 
nonpartisan analysis, study, or 
research reports; (2) examinations 
and discussions of broad social, 
economic, and similar problems; and 
(3) information provided upon 
request by a legislator for technical 
advice and assistance, as defined by 
I.R.C. § 4911(d)(2) and 26 CFR 
56.4911-2(c)(1)-(c)(3).   
(v) When a non-Federal entity seeks 
reimbursement for indirect (F&A) 
costs, total lobbying costs must be 
separately identified in the indirect 
(F&A) cost rate proposal, and 
thereafter treated as other 
unallowable activity costs in 
accordance with the procedures of 
section 200.413 Direct Costs.. 
(vi)  The non-Federal entity must 
submit as part of its annual indirect 
(F&A) cost rate proposal a 
certification that the requirements 
and standards of this section have 
been complied with.  (See also 
section 200.415 Required 
Certifications.) 
 
(vii) Time logs, calendars, or similar 
records are not required to be created 
for purposes of complying with the 
record keeping requirements in 
section 200.302 Financial 
Management with respect to 
lobbying costs during any particular 
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b. Executive lobbying costs. Costs 
incurred in attempting to improperly 
influence either directly or indirectly, an 
employee or officer of the Executive 
Branch of the Federal Government to give 


J.28.a and b of this Appendix) 25 
percent or less of the employee's 
compensated hours of employment 
during that calendar month; and 
(2) within the preceding five-year 
period, the institution has not 
materially misstated allowable or 
unallowable costs of any nature, 
including legislative lobbying costs. 
When conditions in subsections 
J.28.f.(1) and (2) of this Appendix 
are met, institutions are not required 
to establish records to support the 
allowability of claimed costs in 
addition to records already required 
or maintained. Also, when conditions 
in subsections J.28.f. (1) and (2) of 
this Appendix are met, the absence 
of time logs, calendars, or similar 
records will not serve as a basis for 
disallowing costs by contesting 
estimates of lobbying time spent by 
employees during a calendar month. 
g. Agencies shall establish 
procedures for resolving in advance, 
in consultation with OMB, any 
significant questions or 
disagreements concerning the 
interpretation or application of this 
section. Any such advance 
resolutions shall be binding in any 
subsequent settlements, audits, or 
investigations with respect to that 
grant or contract for purposes of 
interpretation of this Appendix, 
provided, however, that this shall not 
be construed to prevent a contractor 
or grantee from contesting the 
lawfulness of such a determination. 
 
h. Executive lobbying costs. 
Costs incurred in attempting to 
improperly influence either directly 
or indirectly, an employee or officer 
of the Executive Branch of the 


of this appendix) 25 percent or less 
of the employee's compensated hours 
of employment during that calendar 
month, and within the preceding 
five-year period, the organization has 
not materially misstated allowable or 
unallowable costs of any nature, 
including legislative lobbying costs. 
When the conditions described in 
this subparagraph are met, 
organizations are not required to 
establish records to support the 
allowability of claimed costs in 
addition to records already required 
or maintained. Also, when the 
conditions described in this 
subparagraph are met, the absence of 
time logs, calendars, or similar 
records will not serve as a basis for 
disallowing costs by contesting 
estimates of lobbying time spent by 
employees during a calendar month. 
(5) Agencies shall establish 
procedures for resolving in advance, 
in consultation with OMB, any 
significant questions or 
disagreements concerning the 
interpretation or application of 
paragraph 25. Any such advance 
resolution shall be binding in any 
subsequent settlements, audits or 
investigations with respect to that 
grant or contract for purposes of 
interpretation of this Appendix; 
provided, however, that this shall not 
be construed to prevent a contractor 
or grantee from contesting the 
lawfulness of such a determination. 
 
 
d. Executive lobbying costs. Costs 
incurred in attempting to improperly 
influence either directly or indirectly, 
an employee or officer of the 
Executive Branch of the Federal 


calendar month when:  
(A) The employee engages in 
lobbying (as defined in paragraphs 
(c)(1) and (c)(2)) 25 percent or less 
of the employee's compensated hours 
of employment during that calendar 
month; and  
(B) Within the preceding five-year 
period, the non-Federal entity has not 
materially misstated allowable or 
unallowable costs of any nature, 
including legislative lobbying costs.   
When conditions in paragraph 
(vii)(A) and (vii)(B) above are met, 
non-Federal entities are not required 
to establish records to support the 
allowability of claimed costs in 
addition to records already required 
or maintained.  Also, when 
conditions (vii)(A) and (vii)(B) 
above are met, the absence of time 
logs, calendars, or similar records 
will not serve as a basis for 
disallowing costs by contesting 
estimates of lobbying time spent by 
employees during a calendar month. 
(viii) The Federal awarding agency 
must establish procedures for 
resolving in advance, in consultation 
with OMB, any significant questions 
or disagreements concerning the 
interpretation or application of this 
section.  Any such advance 
resolutions must be binding in any 
subsequent settlements, audits, or 
investigations with respect to that 
grant or contract for purposes of 
interpretation of this Part, provided, 
however, that this must not be 
construed to prevent a contractor or 
non-Federal entity from contesting 
the lawfulness of such a 
determination. 
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consideration or to act regarding a 
sponsored agreement or a regulatory 
matter are unallowable. Improper 
influence means any influence that 
induces or tends to induce a Federal 
employee or officer to give consideration 
or to act regarding a federally-sponsored 
agreement or regulatory matter on any 
basis other than the merits of the matter. 


Federal Government to give 
consideration or to act regarding a 
sponsored agreement or a regulatory 
matter are unallowable. Improper 
influence means any influence that 
induces or tends to induce a Federal 
employee or officer to give 
consideration or to act regarding a 
federally-sponsored agreement or 
regulatory matter on any basis other 
than the merits of the matter. 


Government to give consideration or 
to act regarding a sponsored 
agreement or a regulatory matter are 
unallowable. Improper influence 
means any influence that induces or 
tends to induce a Federal employee 
or officer to give consideration or to 
act regarding a federally-sponsored 
agreement or regulatory matter on 
any basis other than the merits of the 
matter. 


__.451 Losses on Other 
Federal Awards or Contracts 


 29. Any excess of costs over income 
under any other sponsored agreement 
or contract of any nature is 
unallowable. This includes, but is not 
limited to, the institution's 
contributed portion by reason of 
cost-sharing agreements or any 
under-recoveries through negotiation 
of flat amounts for F&A costs. 


26. Any excess of costs over income 
on any award is unallowable as a 
cost of any other award. This 
includes, but is not limited to, the 
organization's contributed portion by 
reason of cost sharing agreements or 
any under-recoveries through 
negotiation of lump sums for, or 
ceilings on, indirect costs. 


200.451 Losses on Other Awards 
or Contracts.  
Any excess of costs over income 
under any other award or contract of 
any nature is unallowable.  This 
includes, but is not limited to, the 
non-Federal entity's contributed 
portion by reason of cost-sharing 
agreements or any under-recoveries 
through negotiation of flat amounts 
for indirect (F&A) costs.  Also, any 
excess of costs over authorized 
funding levels transferred from any 
award or contract to another award 
or contract is unallowable.  All losses 
are not allowable indirect (F&A) 
costs and are required to be included 
in the appropriate indirect cost rate 
base for allocation of indirect costs. 


__.452 Maintenance and 
Repair Costs 


25. Unless prohibited by law, the cost of 
utilities, insurance, security, janitorial 
services, elevator service, upkeep of 
grounds, necessary maintenance, normal 
repairs and alterations, and the like are 
allowable to the extent that they: keep 
property (including Federal property, 
unless otherwise provided for) in an 
efficient operating condition, do not add 
to the permanent value of property or 
appreciably prolong its intended life, and 
are not otherwise included in rental or 
other charges for space. Costs which add 
to the permanent value of property or 
appreciably prolong its intended life shall 


30. Costs incurred for necessary 
maintenance, repair, or upkeep of 
buildings and equipment (including 
Federal property unless otherwise 
provided for) which neither add to 
the permanent value of the property 
nor appreciably prolong its intended 
life, but keep it in an efficient 
operating condition, are allowable. 
Costs incurred for improvements 
which add to the permanent value of 
the buildings and equipment or 
appreciably prolong their intended 
life shall be treated as capital 
expenditures (see section J.18.a(1) of 


27. Costs incurred for necessary 
maintenance, repair, or upkeep of 
buildings and equipment (including 
Federal property unless otherwise 
provided for) which neither add to 
the permanent value of the property 
nor appreciably prolong its intended 
life, but keep it in an efficient 
operating condition, are allowable. 
Costs incurred for improvements 
which add to the permanent value of 
the buildings and equipment or 
appreciably prolong their intended 
life shall be treated as capital 
expenditures (see paragraph 15 of 


Costs incurred for utilities, 
insurance, security, necessary 
maintenance, janitorial services, 
repair, or upkeep of buildings and 
equipment (including Federal 
property unless otherwise provided 
for) which neither add to the 
permanent value of the property nor 
appreciably prolong its intended life, 
but keep it in an efficient operating 
condition, are allowable.  Costs 
incurred for improvements which 
add to the permanent value of the 
buildings and equipment or 
appreciably prolong their intended 
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be treated as capital expenditures (see 
sections 11 and 15 of this appendix). 


this Appendix). 
 


this appendix). life must be treated as capital 
expenditures (see 200.439 
Equipment And Other Capital 
Expenditures).  These costs are only 
allowable to the extent not paid 
through rental or other agreements. 


__.453 Materials and Supplies 
Costs, Including Costs of 
Computing Devices 


26. a. Costs incurred for materials, 
supplies, and fabricated parts necessary to 
carry out a Federal award are allowable. 
 
b. Purchased materials and supplies shall 
be charged at their actual prices, net of 
applicable credits. Withdrawals from 
general stores or stockrooms should be 
charged at their actual net cost under any 
recognized method of pricing inventory 
withdrawals, consistently applied. 
Incoming transportation charges are a 
proper part of materials and supplies 
costs. 
 
c. Only materials and supplies actually 
used for the performance of a Federal 
award may be charged as direct costs. 
 
 
 
 
 
d. Where federally-donated or furnished 
materials are used in performing the 
Federal award, such materials will be used 
without charge. 
 


31. a. Costs incurred for materials, 
supplies, and fabricated parts 
necessary to carry out a sponsored 
agreement are allowable. 
b. Purchased materials and supplies 
shall be charged at their actual 
prices, net of applicable credits. 
Withdrawals from general stores or 
stockrooms should be charged at 
their actual net cost under any 
recognized method of pricing 
inventory withdrawals, consistently 
applied. Incoming transportation 
charges are a proper part of materials 
and supplies costs. 
c. Only materials and supplies 
actually used for the performance of 
a sponsored agreement may be 
charged as direct costs. 
 
 
 
 
d. Where federally-donated or 
furnished materials are used in 
performing the sponsored agreement, 
such materials will be used without 
charge. 


28. a. Costs incurred for materials, 
supplies, and fabricated parts 
necessary to carry out a Federal 
award are allowable. 
b. Purchased materials and supplies 
shall be charged at their actual 
prices, net of applicable credits. 
Withdrawals from general stores or 
stockrooms should be charged at 
their actual net cost under any 
recognized method of pricing 
inventory withdrawals, consistently 
applied. Incoming transportation 
charges are a proper part of materials 
and supplies costs. 
c. Only materials and supplies 
actually used for the performance of 
a Federal award may be charged as 
direct costs. 
 
 
 
 
d. Where federally-donated or 
furnished materials are used in 
performing the Federal award, such 
materials will be used without 
charge. 


(a) Costs incurred for materials, 
supplies, and fabricated parts 
necessary to carry out a Federal 
award are allowable. 
(b) Purchased materials and supplies 
must be charged at their actual 
prices, net of applicable credits.  
Withdrawals from general stores or 
stockrooms should be charged at 
their actual net cost under any 
recognized method of pricing 
inventory withdrawals, consistently 
applied.  Incoming transportation 
charges are a proper part of materials 
and supplies costs. 
(c) Materials and supplies used for 
the performance of a Federal award 
may be charged as direct costs. In the 
specific case of computing devices, 
charging as direct costs is allowable 
for devices that are essential and 
allocable, but not solely dedicated, to 
the performance of a Federal award. 
(d) Where federally-donated or 
furnished materials are used in 
performing the Federal award, such 
materials will be used without 
charge. 


__.454 Memberships, 
Subscriptions, and 
Professional Activity Costs 


28. a. Costs of the governmental unit's 
memberships in business, technical, and 
professional organizations are allowable. 
 
 
b. Costs of the governmental unit's 
subscriptions to business, professional, 
and technical periodicals are allowable. 
 
 
c. Costs of membership in civic and 


33. a. Costs of the institution's 
membership in business, technical, 
and professional organizations are 
allowable. 
 
b. Costs of the institution's 
subscriptions to business, 
professional, and technical 
periodicals are allowable. 
 
c. Costs of membership in any civic 


30. a. Costs of the non-profit 
organization's membership in 
business, technical, and professional 
organizations are allowable. 
 
b. Costs of the non-profit 
organization's subscriptions to 
business, professional, and technical 
periodicals are allowable. 
 
c. Costs of membership in any civic 


(a)  Costs of the non-Federal entity's 
membership in business, technical, 
and professional organizations are 
allowable. 
 
(b) Costs of the non-Federal entity’s 
subscriptions to business, 
professional, and technical 
periodicals are allowable. 
 
(c) Costs of membership in any civic 
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community, social organizations are 
allowable as a direct cost with the 
approval of the Federal awarding agency. 
 
d. Costs of membership in organizations 
substantially engaged in lobbying are 
unallowable. 
 


or community organization are 
unallowable. 
 
 
d. Costs of membership in any 
country club or social or dining club 
or organization are unallowable. 
 


or community organization are 
allowable with prior approval by 
Federal cognizant agency. 
 
d. Costs of membership in any 
country club or social or dining club 
or organization are unallowable. 
 


or community organization are 
allowable with prior approval by the 
Federal awarding agency or pass-
through entity.   
(d) Costs of membership in any 
country club or social or dining club 
or organization are unallowable. 
 
(e) Cost of membership in 
organizations whose primary purpose 
is lobbying are unallowable. See also 
section 200.450 Lobbying. 
 


__.455 Organization Costs   31. Expenditures, such as 
incorporation fees, brokers' fees, fees 
to promoters, organizers or 
management consultants, attorneys, 
accountants, or investment 
counselors, whether or not 
employees of the organization, in 
connection with establishment or 
reorganization of an organization, are 
unallowable except with prior 
approval of the awarding agency. 


Costs such as incorporation fees, 
brokers' fees, fees to promoters, 
organizers or management 
consultants, attorneys, accountants, 
or investment counselor, whether or 
not employees of the non-Federal 
entity in connection with 
establishment or reorganization of an 
organization, are unallowable except 
with prior approval of the Federal 
awarding agency. 


__.456 Participant Support 
Costs 


  33. Participant support costs are 
direct costs for items such as 
stipends or subsistence allowances, 
travel allowances, and registration 
fees paid to or on behalf of 
participants or trainees (but not 
employees) in connection with 
meetings, conferences, symposia, or 
training projects. These costs are 
allowable with the prior approval of 
the awarding agency. 


Participant support costs as defined 
in section 200.456 Participant 
Support Costs are allowable with the 
prior approval of the Federal 
awarding agency.  
 


__.457 Plant and Homeland 
Security Costs 


30. Necessary and reasonable expenses 
incurred for routine and homeland 
security to protect facilities, personnel, 
and work products are allowable. Such 
costs include, but are not limited to, 
wages and uniforms of personnel engaged 
in security activities; equipment; barriers; 
contractual security services; consultants; 
etc. Capital expenditures for homeland 
and plant security purposes are subject to 


35. Necessary and reasonable 
expenses incurred for routine and 
homeland security to protect 
facilities, personnel, and work 
products are allowable. Such costs 
include, but are not limited to, wages 
and uniforms of personnel engaged 
in security activities; equipment; 
barriers; contractual security 
services; consultants; etc. Capital 


35. Necessary and reasonable 
expenses incurred for routine and 
homeland security to protect 
facilities, personnel, and work 
products are allowable. Such costs 
include, but are not limited to, wages 
and uniforms of personnel engaged 
in security activities; equipment; 
barriers; contractual security 
services; consultants; etc. Capital 


200.457 Plant and Security Costs 
Necessary and reasonable expenses 
incurred for routine and security to 
protect facilities, personnel, and 
work products are allowable.  Such 
costs include, but are not limited to, 
wages and uniforms of personnel 
engaged in security activities; 
equipment; barriers; protective (non-
military) gear, devices, and 
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section 15, Equipment and other capital 
expenditures, of this appendix. 


expenditures for homeland and plant 
security purposes are subject to 
section J.18, Equipment and other 
capital expenditures, of this 
Appendix. 


expenditures for homeland and plant 
security purposes are subject to 
paragraph 15., Equipment and other 
capital expenditures, of this 
appendix. 


equipment; contractual security 
services; and consultants.  Capital 
expenditures for plant security 
purposes are subject to section 
200.439 Equipment And Other 
Capital Expenditures. 


__.458 Pre-award Costs 31. Pre-award costs are those incurred 
prior to the effective date of the award 
directly pursuant to the negotiation and in 
anticipation of the award where such costs 
are necessary to comply with the 
proposed delivery schedule or period of 
performance. Such costs are allowable 
only to the extent that they would have 
been allowable if incurred after the date of 
the award and only with the written 
approval of the awarding agency. 


36. Costs incurred prior to the 
effective date of the sponsored 
agreement, whether or not they 
would have been allowable 
thereunder if incurred after such 
date, are unallowable unless 
approved by the sponsoring agency. 


36. Pre-award costs are those 
incurred prior to the effective date of 
the award directly pursuant to the 
negotiation and in anticipation of the 
award where such costs are 
necessary to comply with the 
proposed delivery schedule or period 
of performance. Such costs are 
allowable only to the extent that they 
would have been allowable if 
incurred after the date of the award 
and only with the written approval of 
the awarding agency. 


Pre-award costs are those incurred 
prior to the effective date of the 
Federal award directly pursuant to 
the negotiation and in anticipation of 
the Federal award where such costs 
are necessary for efficient and timely 
performance of the scope of work.  
Such costs are allowable only to the 
extent that they would have been 
allowable if incurred after the date of 
the Federal award and only with the 
written approval of the Federal 
awarding agency. 


__.459 Professional Service 
Costs 


32. a. Costs of professional and consultant 
services rendered by persons who are 
members of a particular profession or 
possess a special skill, and who are not 
officers or employees of the governmental 
unit, are allowable, subject to 
subparagraphs b and c when reasonable in 
relation to the services rendered and when 
not contingent upon recovery of the costs 
from the Federal Government. In 
addition, legal and related services are 
limited under section 10 of this appendix. 
 
 
 
 
 
 
 
b. In determining the allowability of costs 
in a particular case, no single factor or any 
special combination of factors is 
necessarily determinative. However, the 
following factors are relevant: 
(1) The nature and scope of the service 
rendered in relation to the service 


37. a. Costs of professional and 
consultant services rendered by 
persons who are members of a 
particular profession or possess a 
special skill, and who are not officers 
or employees of the institution, are 
allowable, subject to subparagraphs 
J.37.b and c of this Appendix when 
reasonable in relation to the services 
rendered and when not contingent 
upon recovery of the costs from the 
Federal Government. In addition, 
legal and related services are limited 
under section J.13 of this Appendix. 
 
 
 
 
 
b. In determining the allowability of 
costs in a particular case, no single 
factor or any special combination of 
factors is necessarily determinative. 
However, the following factors are 
relevant: 
(1) The nature and scope of the 


37. a. Costs of professional and 
consultant services rendered by 
persons who are members of a 
particular profession or possess a 
special skill, and who are not officers 
or employees of the non-profit 
organization, are allowable, subject 
to subparagraphs b and c when 
reasonable in relation to the services 
rendered and when not contingent 
upon recovery of the costs from the 
Federal Government. In addition, 
legal and related services are limited 
under paragraph 10 of this appendix. 
 
 
 
 
 
b. In determining the allowability of 
costs in a particular case, no single 
factor or any special combination of 
factors is necessarily determinative. 
However, the following factors are 
relevant: 
(1) The nature and scope of the 


(a) Costs of professional and 
consultant services rendered by 
persons who are members of a 
particular profession or possess a 
special skill, and who are not officers 
or employees of the non-Federal 
entity, are allowable, subject 
to paragraphs (b) and (c) when 
reasonable in relation to the services 
rendered and when not contingent 
upon recovery of the costs from the 
Federal government.  
In addition, legal and related services 
are limited under section 200.435 
Defense And Prosecution Of 
Criminal and Civil Proceedings, 
Claims, Appeals and Patent 
Infringements. 
 
(b) In determining the allowability of 
costs in a particular case, no single 
factor or any special combination of 
factors is necessarily determinative.  
However, the following factors are 
relevant:  
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required. 
(2) The necessity of contracting for the 
service, considering the governmental 
unit's capability in the particular area. 
(3) The past pattern of such costs, 
particularly in the years prior to Federal 
awards. 
(4) The impact of Federal awards on the 
governmental unit's business ( i.e. , what 
new problems have arisen). 
(5) Whether the proportion of Federal 
work to the governmental unit's total 
business is such as to influence the 
governmental unit in favor of incurring 
the cost, particularly where the services 
rendered are not of a continuing nature 
and have little relationship to work under 
Federal grants and contracts. 
(6) Whether the service can be performed 
more economically by direct employment 
rather than contracting. 
(7) The qualifications of the individual or 
concern rendering the service and the 
customary fees charged, especially on 
non-Federal awards. 
(8) Adequacy of the contractual 
agreement for the service ( e.g. , 
description of the service, estimate of time 
required, rate of compensation, and 
termination provisions). 
 
c. In addition to the factors in 
subparagraph b, retainer fees to be 
allowable must be supported by available 
or rendered evidence of bona fide services 
available or rendered. 
 


service rendered in relation to the 
service required. 
(2) The necessity of contracting for 
the service, considering the 
institution's capability in the 
particular area. 
(3) The past pattern of such costs, 
particularly in the years prior to 
sponsored agreements. 
(4) The impact on the institution's 
business ( i.e. , what new problems 
have arisen). 
(5) Whether the proportion of 
Federal work to the institution's total 
business is such as to influence the 
institution in favor of incurring the 
cost, particularly where the services 
rendered are not of a continuing 
nature and have little relationship to 
work under Federal grants and 
contracts. 
(6) Whether the service can be 
performed more economically by 
direct employment rather than 
contracting. 
(7) The qualifications of the 
individual or concern rendering the 
service and the customary fees 
charged, especially on non-
sponsored agreements. 
(8) Adequacy of the contractual 
agreement for the service ( e.g. , 
description of the service, estimate of 
time required, rate of compensation, 
and termination provisions). 
 
c. In addition to the factors in 
subparagraph J.37.b of this 
Appendix, retainer fees to be 
allowable must be supported by 
evidence of bona fide services 
available or rendered. 
 


service rendered in relation to the 
service required. 
(2) The necessity of contracting for 
the service, considering the non-
profit organization's capability in the 
particular area. 
(3) The past pattern of such costs, 
particularly in the years prior to 
Federal awards. 
(4) The impact of Federal awards on 
the non-profit organization's business 
( i.e. , what new problems have 
arisen). 
(5) Whether the proportion of 
Federal work to the non-profit 
organization's total business is such 
as to influence the non-profit 
organization in favor of incurring the 
cost, particularly where the services 
rendered are not of a continuing 
nature and have little relationship to 
work under Federal grants and 
contracts. 
(6) Whether the service can be 
performed more economically by 
direct employment rather than 
contracting. 
(7) The qualifications of the 
individual or concern rendering the 
service and the customary fees 
charged, especially on non-Federal 
awards. 
(8) Adequacy of the contractual 
agreement for the service ( e.g. , 
description of the service, estimate of 
time required, rate of compensation, 
and termination provisions). 
 
c. In addition to the factors in 
subparagraph 37.b of this appendix, 
retainer fees to be allowable must be 
supported by evidence of bona fide 
services available or rendered 


(1) The nature and scope of the 
service rendered in relation to the 
service required.  
(2) The necessity of contracting for 
the service, considering the non-
Federal entity's capability in the 
particular area.  
(3) The past pattern of such costs, 
particularly in the years prior to 
Federal awards.  
(4) The impact of Federal awards on 
the non-Federal entity's business 
(i.e., what new problems have 
arisen). 
(5) Whether the proportion of 
Federal work to the non-Federal 
entity's total business is such as to 
influence the non-Federal entity in 
favor of incurring the cost, 
particularly where the services 
rendered are not of a continuing 
nature and have little relationship to 
work under Federal awards.  
(6) Whether the service can be 
performed more economically by 
direct employment rather than 
contracting.  
(7) The qualifications of the 
individual or concern rendering the 
service and the customary fees 
charged, especially on non-federally 
funded activities.  
(8) Adequacy of the contractual 
agreement for the service (e.g., 
description of the service, estimate of 
time required, rate of compensation, 
and termination provisions).  
 
(c) In addition to the factors in 
paragraph (b), to be allowable, 
retainer fees must be supported by 
evidence of bona fide services 
available or rendered. 
 


__.460 Proposal Costs 33. Costs of preparing proposals for 38. Proposal costs are the costs of  Proposal costs are the costs of 
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potential Federal awards are allowable. 
Proposal costs should normally be treated 
as indirect costs and should be allocated 
to all activities of the governmental unit 
utilizing the cost allocation plan and 
indirect cost rate proposal. However, 
proposal costs may be charged directly to 
Federal awards with the prior approval of 
the Federal awarding agency. 
 
 
 
 
 
 
 
 
 
 
 
 
 


preparing bids or proposals on 
potential federally and non-federally-
funded sponsored agreements or 
projects, including the development 
of data necessary to support the 
institution's bids or proposals. 
Proposal costs of the current 
accounting period of both successful 
and unsuccessful bids and proposals 
normally should be treated as F&A 
costs and allocated currently to all 
activities of the institution, and no 
proposal costs of past accounting 
periods will be allocable to the 
current period. However, the 
institution's established practices 
may be to treat proposal costs by 
some other recognized method. 
Regardless of the method used, the 
results obtained may be accepted 
only if found to be reasonable and 
equitable. 


preparing bids, proposals, or 
applications on potential Federal and 
non-Federal awards or projects, 
including the development of data 
necessary to support the non-Federal 
entity's bids or proposals.  Proposal 
costs of the current accounting 
period of both successful and 
unsuccessful bids and proposals 
normally should be treated as 
indirect (F&A) costs and allocated 
currently to all activities of the non-
Federal entity.  No proposal costs of 
past accounting periods will be 
allocable to the current period.   
   


__.461 Publication and 
Printing Costs 


34. a. Publication costs include the costs 
of printing (including the processes of 
composition, plate-making, press work, 
binding, and the end products produced 
by such processes), distribution, 
promotion, mailing, and general handling. 
Publication costs also include page 
charges in professional publications. 
 
b. If these costs are not identifiable with a 
particular cost objective, they should be 
allocated as indirect costs to all benefiting 
activities of the governmental unit. 
 
c. Page charges for professional journal 
publications are allowable as a necessary 
part of research costs where: 
(1) The research papers report work 
supported by the Federal Government; 
and 
(2) The charges are levied impartially on 
all research papers published by the 
journal, whether or not by federally-


39. a. Publication costs include the 
costs of printing (including the 
processes of composition, plate-
making, press work, binding, and the 
end products produced by such 
processes), distribution, promotion, 
mailing, and general handling. 
Publication costs also include page 
charges in professional publications. 
b. If these costs are not identifiable 
with a particular cost objective, they 
should be allocated as indirect costs 
to all benefiting activities of the 
institution. 
c. Page charges for professional 
journal publications are allowable as 
a necessary part of research costs 
where: 
(1) The research papers report work 
supported by the Federal 
Government: and 
(2) The charges are levied 
impartially on all research papers 


38. a. Publication costs include the 
costs of printing (including the 
processes of composition, plate-
making, press work, binding, and the 
end products produced by such 
processes), distribution, promotion, 
mailing, and general handling. 
Publication costs also include page 
charges in professional publications. 
b. If these costs are not identifiable 
with a particular cost objective, they 
should be allocated as indirect costs 
to all benefiting activities of the non-
profit organization. 
c. Page charges for professional 
journal publications are allowable as 
a necessary part of research costs 
where: 
(1) The research papers report work 
supported by the Federal 
Government: and 
(2) The charges are levied 
impartially on all research papers 


(a) Publication costs for electronic 
and print media, including 
distribution, promotion, and general 
handling are allowable. If these costs 
are not identifiable with a particular 
cost objective, they should be 
allocated as indirect costs to all 
benefiting activities of the non-
Federal entity. 
 
 
 
 
 
(b) Page charges for professional 
journal publications are allowable 
where: 
(1) The publications report work 
supported by the Federal 
government; and  
 
(2) The charges are levied 
impartially on all items published by 
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sponsored authors. published by the journal, whether or 
not by federally-sponsored authors. 
 


published by the journal, whether or 
not by federally-sponsored authors. 


the journal, whether or not under a 
Federal award. 
 
(3) The non-Federal entity may 
charge the Federal award before 
closeout for the costs of publication 
or sharing of research results if the 
costs are not incurred during the 
period of performance of the Federal 
award. 


__.462 Rearrangement and 
Reconversion Costs 


35. Costs incurred for ordinary and 
normal rearrangement and alteration of 
facilities are allowable. Special 
arrangements and alterations costs 
incurred specifically for a Federal award 
are allowable with the prior approval of 
the Federal awarding agency. 
 
 
36. Costs incurred in the restoration or 
rehabilitation of the governmental unit's 
facilities to approximately the same 
condition existing immediately prior to 
commencement of Federal awards, less 
costs related to normal wear and tear, are 
allowable. 


40. Costs incurred for ordinary or 
normal rearrangement and alteration 
of facilities are allowable. Special 
arrangement and alteration costs 
incurred specifically for the project 
are allowable with the prior approval 
of the sponsoring agency. 
 
 
41. Costs incurred in the restoration 
or rehabilitation of the institution's 
facilities to approximately the same 
condition existing immediately prior 
to commencement of a sponsored 
agreement, fair wear and tear 
excepted, are allowable. 
 


39. Costs incurred for ordinary or 
normal rearrangement and alteration 
of facilities are allowable. Special 
arrangement and alteration costs 
incurred specifically for the project 
are allowable with the prior approval 
of the awarding agency. 
 
 
40. Costs incurred in the restoration 
or rehabilitation of the non-profit 
organization's facilities to 
approximately the same condition 
existing immediately prior to 
commencement of Federal awards, 
less costs related to normal wear and 
tear, are allowable. 


(a) Costs incurred for ordinary and 
normal rearrangement and alteration 
of facilities are allowable as indirect 
costs.  Special arrangements and 
alterations costs incurred specifically 
for a Federal award are allowable as 
a direct cost with the prior approval 
of the Federal awarding agency or 
pass-through entity. 
(b) Costs incurred in the restoration 
or rehabilitation of the non-Federal 
entity's facilities to approximately 
the same condition existing 
immediately prior to commencement 
of Federal awards, less costs related 
to normal wear and tear, are 
allowable. 


__.463 Recruiting Costs  42. Subject to subsections J.42.b, c, 
and d of this Appendix, and provided 
that the size of the staff recruited and 
maintained is in keeping with 
workload requirements, costs of 
“help wanted” advertising, operating 
costs of an employment office 
necessary to secure and maintain an 
adequate staff, costs of operating an 
aptitude and educational testing 
program, travel costs of employees 
while engaged in recruiting 
personnel, travel costs of applicants 
for interviews for prospective 
employment, and relocation costs 
incurred incident to recruitment of 
new employees, are allowable to the 
extent that such costs are incurred 


41. a. Subject to subparagraphs 41.b, 
c, and d of this appendix, and 
provided that the size of the staff 
recruited and maintained is in 
keeping with workload requirements, 
costs of “help wanted” advertising, 
operating costs of an employment 
office necessary to secure and 
maintain an adequate staff, costs of 
operating an aptitude and educational 
testing program, travel costs of 
employees while engaged in 
recruiting personnel, travel costs of 
applicants for interviews for 
prospective employment, and 
relocation costs incurred incident to 
recruitment of new employees, are 
allowable to the extent that such 


(a) Subject to paragraphs (b) and (c), 
and provided that the size of the staff 
recruited and maintained is in 
keeping with workload requirements, 
costs of "help wanted" advertising, 
operating costs of an employment 
office necessary to secure and 
maintain an adequate staff, costs of 
operating an aptitude and educational 
testing program, travel costs of 
employees while engaged in 
recruiting personnel, travel costs of 
applicants for interviews for 
prospective employment, and 
relocation costs incurred incident to 
recruitment of new employees, are 
allowable to the extent that such 
costs are incurred pursuant to the 
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pursuant to a well-managed 
recruitment program. Where the 
institution uses employment 
agencies, costs not in excess of 
standard commercial rates for such 
services are allowable. 
 
b. In publications, costs of help 
wanted advertising that includes 
color, includes advertising material 
for other than recruitment purposes, 
or is excessive in size (taking into 
consideration recruitment purposes 
for which intended and normal 
institutional practices in this respect), 
are unallowable. 
 
c. Costs of help wanted advertising, 
special emoluments, fringe benefits, 
and salary allowances incurred to 
attract professional personnel from 
other institutions that do not meet the 
test of reasonableness or do not 
conform with the established 
practices of the institution, are 
unallowable. 
 
d. Where relocation costs incurred 
incident to recruitment of a new 
employee have been allowed either 
as an allocable direct or F&A cost, 
and the newly hired employee 
resigns for reasons within his control 
within 12 months after hire, the 
institution will be required to refund 
or credit such relocation costs to the 
Federal Government. 


costs are incurred pursuant to a well-
managed recruitment program. 
Where the organization uses 
employment agencies, costs that are 
not in excess of standard commercial 
rates for such services are allowable. 
 
b. In publications, costs of help 
wanted advertising that includes 
color, includes advertising material 
for other than recruitment purposes, 
or is excessive in size (taking into 
consideration recruitment purposes 
for which intended and normal 
organizational practices in this 
respect), are unallowable. 
 
c. Costs of help wanted advertising, 
special emoluments, fringe benefits, 
and salary allowances incurred to 
attract professional personnel from 
other organizations that do not meet 
the test of reasonableness or do not 
conform with the established 
practices of the organization, are 
unallowable. 
 
d. Where relocation costs incurred 
incident to recruitment of a new 
employee have been allowed either 
as an allocable direct or indirect cost, 
and the newly hired employee 
resigns for reasons within his control 
within twelve months after being 
hired, the organization will be 
required to refund or credit such 
relocation costs to the Federal 
Government. 


non-Federal entity’s standard 
recruitment program.  Where the 
non-Federal entity uses employment 
agencies, costs not in excess of 
standard commercial rates for such 
services are allowable. 
 
(b) Special emoluments, fringe 
benefits, and salary allowances 
incurred to attract professional 
personnel that do not meet the test of 
reasonableness or do not conform 
with the established practices of the 
non-Federal entity, are unallowable. 
 
(c) Where relocation costs incurred 
incident to recruitment of a new 
employee have been funded in whole 
or in part as a direct cost to a Federal 
award, and the newly hired employee 
resigns for reasons within the 
employee’s control within 12 months 
after hire, the non-Federal entity will 
be required to refund or credit the 
Federal share of such relocation costs 
to the Federal government.  See also 
section 200.464Relocation Costs Of 
Employees. 
 
(d) Short-term, travel visa costs (as 
opposed to longer-term, immigration 
visas) are generally allowable 
expenses that may be proposed as a 
direct cost.  Since short-term visas 
are issued for a specific period and 
purpose, they can be clearly 
identified as directly connected to 
work performed on a Federal award.  
For these costs to be directly charged 
to a Federal award, they must: 
 
(1) Be critical and necessary for the 
conduct of the project; 
 
(2) Be allowable under the applicable 
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cost principles; 
 
(3) Be consistent with the non-
Federal entity’s cost accounting 
practices and non-Federal entity 
policy; and 
 
(4) Meet the definition of “direct 
cost” as described in the applicable 
cost principles. 


__.464. Relocation Costs of 
Employees 


  42. a. Relocation costs are costs 
incident to the permanent change of 
duty assignment (for an indefinite 
period or for a stated period of not 
less than 12 months) of an existing 
employee or upon recruitment of a 
new employee. Relocation costs are 
allowable, subject to the limitation 
described in subparagraphs 42.b, c, 
and d of this appendix, provided that: 
(1) The move is for the benefit of the 
employer. 
(2) Reimbursement to the employee 
is in accordance with an established 
written policy consistently followed 
by the employer. 
(3) The reimbursement does not 
exceed the employee's actual (or 
reasonably estimated) expenses. 
 
b. Allowable relocation costs for 
current employees are limited to the 
following: 
(1) The costs of transportation of the 
employee, members of his immediate 
family and his household, and 
personal effects to the new location. 
(2) The costs of finding a new home, 
such as advance trips by employees 
and spouses to locate living quarters 
and temporary lodging during the 
transition period, up to maximum 
period of 30 days, including advance 
trip time. 
(3) Closing costs, such as brokerage, 


(a) Relocation costs are costs 
incident to the permanent change of 
duty assignment (for an indefinite 
period or for a stated period of not 
less than 12 months) of an existing 
employee or upon recruitment of a 
new employee.  Relocation costs are 
allowable, subject to the limitations 
described in paragraphs (b), (c), and 
(d) of this section, provided that: 
(1) The move is for the benefit of the 
employer. 
(2) Reimbursement to the employee 
is in accordance with an established 
written policy consistently followed 
by the employer. 
(3) The reimbursement does not 
exceed the employee's actual (or 
reasonably estimated) expenses. 
 
(b) Allowable relocation costs for 
current employees are limited to the 
following: 
(1) The costs of transportation of the 
employee, members of his or her 
immediate family and his household, 
and personal effects to the new 
location. 
(2) The costs of finding a new home, 
such as advance trips by employees 
and spouses to locate living quarters 
and temporary lodging during the 
transition period, up to maximum 
period of 30 calendar days. 
(3) Closing costs, such as brokerage, 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


126 
 


Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


legal, and appraisal fees, incident to 
the disposition of the employee's 
former home. These costs, together 
with those described in subparagraph 
42.b.(4) of this appendix, are limited 
to 8 percent of the sales price of the 
employee's former home. 
(4) The continuing costs of 
ownership of the vacant former home 
after the settlement or lease date of 
the employee's new permanent home, 
such as maintenance of buildings and 
grounds (exclusive of fixing up 
expenses), utilities, taxes, and 
property insurance. 
(5) Other necessary and reasonable 
expenses normally incident to 
relocation, such as the costs of 
canceling an unexpired lease, 
disconnecting and reinstalling 
household appliances, and 
purchasing insurance against loss of 
or damages to personal property. The 
cost of canceling an unexpired lease 
is limited to three times the monthly 
rental. 
 
c. Allowable relocation costs for new 
employees are limited to those 
described in subparagraph 42.b(1) 
and (2) of this appendix. When 
relocation costs incurred incident to 
the recruitment of new employees 
have been allowed either as a direct 
or indirect cost and the employee 
resigns for reasons within his control 
within 12 months after hire, the 
organization shall refund or credit 
the Federal Government for its share 
of the cost. However, the costs of 
travel to an overseas location shall be 
considered travel costs in accordance 
with paragraph 50 and not relocation 
costs for the purpose of this 
paragraph if dependents are not 


legal, and appraisal fees, incident to 
the disposition of the employee's 
former home.  These costs, together 
with those described in (4), are 
limited to 8 per cent of the sales 
price of the employee's former home. 
 
(4) The continuing costs of 
ownership (for up to six months) of 
the vacant former home after the 
settlement or lease date of the 
employee's new permanent home, 
such as maintenance of buildings and 
grounds (exclusive of fixing-up 
expenses), utilities, taxes, and 
property insurance. 
(5) Other necessary and reasonable 
expenses normally incident to 
relocation, such as the costs of 
canceling an unexpired lease, 
transportation of personal property, 
and purchasing insurance against 
loss of or damages to personal 
property.  The cost of canceling an 
unexpired lease is limited to three 
times the monthly rental. 
 
(c) Allowable relocation costs for 
new employees are limited to those 
described in paragraphs (b)(1) and 
(2) of this section.  When relocation 
costs incurred incident to the 
recruitment of new employees have 
been allowed either as a direct or 
indirect cost and the employee 
resigns for reasons within the 
employee’s control within 12 months 
after hire, the non-Federal entity 
must refund or credit the Federal 
government for its share of the cost.  
However, the costs of travel to an 
overseas location must be considered 
travel costs in accordance with 
section 200.474 Travel Costs, and 
not this section 200.464 Relocation 
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permitted at the location for any 
reason and the costs do not include 
costs of transporting household 
goods. 
 
d. The following costs related to 
relocation are unallowable: 
(1) Fees and other costs associated 
with acquiring a new home. 
(2) A loss on the sale of a former 
home. 
(3) Continuing mortgage principal 
and interest payments on a home 
being sold. 
(4) Income taxes paid by an 
employee related to reimbursed 
relocation costs. 


Costs Of Employees, for the purpose 
of this paragraph if dependents are 
not permitted at the location for any 
reason and the costs do not include 
costs of transporting household 
goods. 
(d) The following costs related to 
relocation are unallowable: 
(1) Fees and other costs associated 
with acquiring a new home. 
(2) A loss on the sale of a former 
home. 
(3) Continuing mortgage principal 
and interest payments on a home 
being sold. 
(4) Income taxes paid by an 
employee related to reimbursed 
relocation costs. 


__.465 Rental Costs of Real 
Property and Equipment 


37. a. Subject to the limitations described 
in subsections b. through d. of this 
section, rental costs are allowable to the 
extent that the rates are reasonable in light 
of such factors as: rental costs of 
comparable property, if any; market 
conditions in the area; alternatives 
available; and the type, life expectancy, 
condition, and value of the property 
leased. Rental arrangements should be 
reviewed periodically to determine if 
circumstances have changed and other 
options are available. 
 
b. Rental costs under “sale and lease 
back” arrangements are allowable only up 
to the amount that would be allowed had 
the governmental unit continued to own 
the property. This amount would include 
expenses such as depreciation or use 
allowance, maintenance, taxes, and 
insurance. 
 
c. Rental costs under “less-than-arm's-
length” leases are allowable only up to the 
amount (as explained in section 37.b of 
this appendix) that would be allowed had 


43. a. Subject to the limitations 
described in subsections b. through 
d. of this section, rental costs are 
allowable to the extent that the rates 
are reasonable in light of such factors 
as: rental costs of comparable 
property, if any; market conditions in 
the area; alternatives available; and, 
the type, life expectancy, condition, 
and value of the property leased. 
Rental arrangements should be 
reviewed periodically to determine if 
circumstances have changed and 
other options are available. 
b. Rental costs under “sale and lease 
back” arrangements are allowable 
only up to the amount that would be 
allowed had the institution continued 
to own the property. This amount 
would include expenses such as 
depreciation or use allowance, 
maintenance, taxes, and insurance. 
 
c. Rental costs under “less-than-
arms-length” leases are allowable 
only up to the amount (as explained 
in subsection J.43.b of this 


43. a. Subject to the limitations 
described in subparagraphs 43.b. 
through d. of this appendix, rental 
costs are allowable to the extent that 
the rates are reasonable in light of 
such factors as: Rental costs of 
comparable property, if any; market 
conditions in the area; alternatives 
available; and, the type, life 
expectancy, condition, and value of 
the property leased. Rental 
arrangements should be reviewed 
periodically to determine if 
circumstances have changed and 
other options are available. 
b. Rental costs under “sale and lease 
back” arrangements are allowable 
only up to the amount that would be 
allowed had the non-profit 
organization continued to own the 
property. This amount would include 
expenses such as depreciation or use 
allowance, maintenance, taxes, and 
insurance. 
c. Rental costs under “less-than-
arms-length” leases are allowable 
only up to the amount (as explained 


(a) Subject to the limitations 
described in paragraphs (b) through 
(d) of this section, rental costs are 
allowable to the extent that the rates 
are reasonable in light of such factors 
as: rental costs of comparable 
property, if any; market conditions in 
the area; alternatives available; and 
the type, life expectancy, condition, 
and value of the property leased.  
Rental arrangements should be 
reviewed periodically to determine if 
circumstances have changed and 
other options are available. 
 
(b) Rental costs under “sale and lease 
back” arrangements are allowable 
only up to the amount that would be 
allowed had the non-Federal entity 
continued to own the property.  This 
amount would include expenses such 
as depreciation, maintenance, taxes, 
and insurance. 
 
(c) Rental costs under "less-than-
arm’s-length" leases are allowable 
only up to the amount (as explained 
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title to the property vested in the 
governmental unit. For this purpose, a 
less-than-arm's-length lease is one under 
which one party to the lease agreement is 
able to control or substantially influence 
the actions of the other. Such leases 
include, but are not limited to those 
between divisions of a governmental unit; 
governmental units under common 
control through common officers, 
directors, or members; and a 
governmental unit and a director, trustee, 
officer, or key employee of the 
governmental unit or his immediate 
family, either directly or through 
corporations, trusts, or similar 
arrangements in which they hold a 
controlling interest. For example, a 
governmental unit may establish a 
separate corporation for the sole purpose 
of owning property and leasing it back to 
the governmental unit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
d. Rental costs under leases which are 


Appendix) that would be allowed 
had title to the property vested in the 
institution. For this purpose, a less-
than-arms-length lease is one under 
which one party to the lease 
agreement is able to control or 
substantially influence the actions of 
the other. Such leases include, but 
are not limited to those between— 
(1) Divisions of an institution; 
(2) Non-Federal entities under 
common control through common 
officers, directors, or members; and 
(3) An institution and a director, 
trustee, officer, or key employee of 
the institution or his immediate 
family, either directly or through 
corporations, trusts, or similar 
arrangements in which they hold a 
controlling interest. For example, an 
institution may establish a separate 
corporation for the sole purpose of 
owning property and leasing it back 
to the institution. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
d. Rental costs under leases which 


in subparagraph 43.b. of this 
appendix) that would be allowed had 
title to the property vested in the 
non-profit organization. For this 
purpose, a less-than-arms-length 
lease is one under which one party to 
the lease agreement is able to control 
or substantially influence the actions 
of the other. Such leases include, but 
are not limited to those between 
divisions of a non-profit 
organization; non-profit 
organizations under common control 
through common officers, directors, 
or members; and a non-profit 
organization and a director, trustee, 
officer, or key employee of the non-
profit organization or his immediate 
family, either directly or through 
corporations, trusts, or similar 
arrangements in which they hold a 
controlling interest. For example, a 
non-profit organization may establish 
a separate corporation for the sole 
purpose of owning property and 
leasing it back to the non-profit 
organization. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
d. Rental costs under leases which 


in paragraph (b) of this section).  For 
this purpose, a less-than-arm’s-
length lease is one under which one 
party to the lease agreement is able 
to control or substantially influence 
the actions of the other.  Such leases 
include, but are not limited to those 
between:  
(1) Divisions of the non-Federal 
entity;  
(2) The non-Federal entity under 
common control through common 
officers, directors, or members; and  
(3) The non-Federal entity and a 
director, trustee, officer, or key 
employee of the non-Federal entity 
or an immediate family member, 
either directly or through 
corporations, trusts, or similar 
arrangements in which they hold a 
controlling interest.  For example, 
the non-Federal entity may establish 
a separate corporation for the sole 
purpose of owning property and 
leasing it back to the non-Federal 
entity.   
(4) Family members include one 
party with any of the following 
relationships to another party:  
(i) Spouse, and parents thereof;  
(ii) Children, and spouses thereof;  
(iii) Parents, and spouses thereof;  
(iv) Siblings, and spouses thereof;  
(v) Grandparents and grandchildren, 
and spouses thereof;  
(vi) Domestic partner and parents 
thereof, including domestic partners 
of any individual in 2 through 5 of 
this definition; and  
(vii) Any individual related by blood 
or affinity whose close association 
with the employee is the equivalent 
of a family relationship. 
 
(5) Rental costs under leases which 
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required to be treated as capital leases 
under GAAP are allowable only up to the 
amount (as explained in subsection 37.b 
of this appendix) that would be allowed 
had the governmental unit purchased the 
property on the date the lease agreement 
was executed. The provisions of Financial 
Accounting Standards Board Statement 
13, Accounting for Leases, shall be used 
to determine whether a lease is a capital 
lease. Interest costs related to capital 
leases are allowable to the extent they 
meet the criteria in section 23 of this 
appendix. Unallowable costs include 
amounts paid for profit, management fees, 
and taxes that would not have been 
incurred had the governmental unit 
purchased the facility. 
 


are required to be treated as capital 
leases under GAAP are allowable 
only up to the amount (as explained 
in subsection J.43.b of this 
Appendix) that would be allowed 
had the institution purchased the 
property on the date the lease 
agreement was executed. The 
provisions of Financial Accounting 
Standards Board Statement 13, 
Accounting for Leases, shall be used 
to determine whether a lease is a 
capital lease. Interest costs related to 
capital leases are allowable to the 
extent they meet the criteria in 
section J.26 of this Appendix. 
Unallowable costs include amounts 
paid for profit, management fees, and 
taxes that would not have been 
incurred had the institution 
purchased the facility. 


are required to be treated as capital 
leases under GAAP are allowable 
only up to the amount (as explained 
in subparagraph b) that would be 
allowed had the non-profit 
organization purchased the property 
on the date the lease agreement was 
executed. The provisions of 
Financial Accounting Standards 
Board Statement 13, Accounting for 
Leases, shall be used to determine 
whether a lease is a capital lease. 
Interest costs related to capital leases 
are allowable to the extent they meet 
the criteria in paragraph 23 of this 
appendix. Unallowable costs include 
amounts paid for profit, management 
fees, and taxes that would not have 
been incurred had the non-profit 
organization purchased the facility. 


are required to be treated as capital 
leases under GAAP are allowable 
only up to the amount (as explained 
in paragraph (b) of this section) that 
would be allowed had the non-
Federal entity purchased the property 
on the date the lease agreement was 
executed. The provisions of GAAP 
must be used to determine whether a 
lease is a capital lease. Interest costs 
related to capital leases are allowable 
to the extent they meet the criteria in 
section 200.449 Interest.  
Unallowable costs include amounts 
paid for profit, management fees, and 
taxes that would not have been 
incurred had the non-Federal entity 
purchased the property. 
 
(6) The rental of any property owned 
by any individuals or entities 
affiliated with the non-Federal entity, 
to include commercial or residential 
real estate, for purposes such as the 
home office workspace is 
unallowable. 


__.466 Scholarships and 
Student Aid Costs 


 45. a. Costs of scholarships, 
fellowships, and other programs of 
student aid are allowable only when 
the purpose of the sponsored 
agreement is to provide training to 
selected participants and the charge 
is approved by the sponsoring 
agency. However, tuition remission 
and other forms of compensation 
paid as, or in lieu of, wages to 
students performing necessary work 
are allowable provided that— 
(1) The individual is conducting 
activities necessary to the sponsored 
agreement; 
(2) Tuition remission and other 
support are provided in accordance 
with established educational 
institutional policy and consistently 


 (a) Costs of scholarships, 
fellowships, and other programs of 
student aid at IHEs are allowable 
only when the purpose of the Federal 
award is to provide training to 
selected participants and the charge 
is approved by the Federal awarding 
agency.  However, tuition remission 
and other forms of compensation 
paid as, or in lieu of, wages to 
students performing necessary work 
are allowable provided that:  
(1) The individual is conducting 
activities necessary to the Federal 
award;  
(2) Tuition remission and other 
support are provided in accordance 
with established policy of the IHE 
and consistently provided in a like 
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provided in a like manner to students 
in return for similar activities 
conducted in nonsponsored as well 
as sponsored activities; and 
(3) During the academic period, the 
student is enrolled in an advanced 
degree program at the institution or 
affiliated institution and the activities 
of the student in relation to the 
Federally-sponsored research project 
are related to the degree program; 
(4) The tuition or other payments are 
reasonable compensation for the 
work performed and are conditioned 
explicitly upon the performance of 
necessary work; and 
(5) It is the institution's practice to 
similarly compensate students in 
nonsponsored as well as sponsored 
activities. 
 
b. Charges for tuition remission and 
other forms of compensation paid to 
students as, or in lieu of, salaries and 
wages shall be subject to the 
reporting requirements stipulated in 
Section J.10 of this Appendix, and 
shall be treated as direct or F&A cost 
in accordance with the actual work 
being performed. Tuition remission 
may be charged on an average rate 
basis. 


manner to students in return for 
similar activities conducted under 
Federal awards as well as other 
activities; and 
(3) During the academic period, the 
student is enrolled in an advanced 
degree program at a non-Federal 
entity or affiliated institution and the 
activities of the student in relation to 
the Federal award are related to the 
degree program; 
(4) The tuition or other payments are 
reasonable compensation for the 
work performed and are conditioned 
explicitly upon the performance of 
necessary work; and  
 
(5) It is the IHE’s practice to 
similarly compensate students under 
Federal awards as well as other 
activities.  
(b) Charges for tuition remission and 
other forms of compensation paid to 
students as, or in lieu of, salaries and 
wages must be subject to the 
reporting requirements in section 
200.430 Compensation – Personal 
Services, and must be treated as 
direct or indirect cost in accordance 
with the actual work being 
performed.  Tuition remission may 
be charged on an average rate basis.  
See also section 200.431 
Compensation – Fringe Benefits. 


__.467 Selling and Marketing 
Costs 


39. Costs of selling and marketing any 
products or services of the governmental 
unit are unallowable (unless allowed 
under section 1. of this appendix as 
allowable public relations costs or under 
section 33. of this appendix as allowable 
proposal costs. 


46. Costs of selling and marketing 
any products or services of the 
institution are unallowable (unless 
allowed under subsection J.1 of this 
Appendix as allowable public 
relations costs or under subsection 
J.38 of this Appendix as allowable 
proposal costs). 
 


45. Costs of selling and marketing 
any products or services of the non-
profit organization are unallowable 
(unless allowed under paragraph 1. 
of this appendix as allowable public 
relations cost. However, these costs 
are allowable as direct costs, with 
prior approval by awarding agencies, 
when they are necessary for the 
performance of Federal programs. 


Costs of selling and marketing any 
products or services of the non-
Federal entity (unless allowed under 
section 200. 421 Advertising And 
Public Relations) are unallowable, 
except as direct costs, with prior 
approval by the Federal awarding 
agency when necessary for the 
performance of the Federal award. 


__.468 Specialized Service  47. a. The costs of services provided 46. a. The costs of services provided (a) The costs of services provided by 
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Facilities by highly complex or specialized 
facilities operated by the institution, 
such as computers, wind tunnels, and 
reactors are allowable, provided the 
charges for the services meet the 
conditions of either subsection 
J.47.b. or 47.c. of this Appendix and, 
in addition, take into account any 
items of income or Federal financing 
that qualify as applicable credits 
under subsection C.5. of this 
Appendix. 
 
b. The costs of such services, when 
material, must be charged directly to 
applicable awards based on actual 
usage of the services on the basis of 
a schedule of rates or established 
methodology that: 
(1) Does not discriminate against 
federally-supported activities of the 
institution, including usage by the 
institution for internal purposes, and 
(2) Is designed to recover only the 
aggregate costs of the services. The 
costs of each service shall consist 
normally of both its direct costs and 
its allocable share of all F&A costs. 
Rates shall be adjusted at least 
biennially, and shall take into 
consideration over/under applied 
costs of the previous period(s). 
 
 
 
c. Where the costs incurred for a 
service are not material, they may be 
allocated as F&A costs. 
 
d. Under some extraordinary 
circumstances, where it is in the best 
interest of the Federal Government 
and the institution to establish 
alternative costing arrangements, 
such arrangements may be worked 


by highly complex or specialized 
facilities operated by the non-profit 
organization, such as computers, 
wind tunnels, and reactors are 
allowable, provided the charges for 
the services meet the conditions of 
either paragraph 46 b. or c. of this 
appendix and, in addition, take into 
account any items of income or 
Federal financing that qualify as 
applicable credits under 
subparagraph A.5. of Appendix A to 
this part. 
b. The costs of such services, when 
material, must be charged directly to 
applicable awards based on actual 
usage of the services on the basis of 
a schedule of rates or established 
methodology that does not 
discriminate against federally-
supported activities of the non-profit 
organization, including usage by the 
non-profit organization for internal 
purposes, and is designed to recover 
only the aggregate costs of the 
services. The costs of each service 
shall consist normally of both its 
direct costs and its allocable share of 
all indirect costs. Rates shall be 
adjusted at least biennially, and shall 
take into consideration over/under 
applied costs of the previous 
period(s). 
 
 
c. Where the costs incurred for a 
service are not material, they may be 
allocated as indirect costs. 
 
d. Under some extraordinary 
circumstances, where it is in the best 
interest of the Federal Government 
and the institution to establish 
alternative costing arrangements, 
such arrangements may be worked 


highly complex or specialized 
facilities operated by the non-Federal 
entity, such as computing facilities, 
wind tunnels, and reactors are 
allowable, provided the charges for 
the services meet the conditions of 
either paragraphs (b) or (c) of this 
section, and, in addition, take into 
account any items of income or 
Federal financing that qualify as 
applicable credits under section 
200.406 Applicable Credits. 
 
(b) The costs of such services, when 
material, must be charged directly to 
applicable awards based on actual 
usage of the services on the basis of 
a schedule of rates or established 
methodology that:  
(1) Does not discriminate between 
activities under Federal awards and 
other activities of the non-Federal 
entity, including usage by the non-
Federal entity for internal purposes, 
and  
(2) Is designed to recover only the 
aggregate costs of the services.  The 
costs of each service must consist 
normally of both its direct costs and 
its allocable share of all indirect 
(F&A) costs. Rates must be adjusted 
at least biennially, and must take into 
consideration over/under applied 
costs of the previous period(s).   
 
(c) Where the costs incurred for a 
service are not material, they may be 
allocated as indirect (F&A) costs. 
 
(d) Under some extraordinary 
circumstances, where it is in the best 
interest of the Federal government 
and the non-Federal entity to 
establish alternative costing 
arrangements, such arrangements 
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out with the cognizant Federal 
agency. 


out with the cognizant Federal 
agency. 


may be worked out with the Federal 
cognizant  agency for indirect costs. 


__.469 Student Activity Costs  48. Costs incurred for intramural 
activities, student publications, 
student clubs, and other student 
activities, are unallowable, unless 
specifically provided for in the 
sponsored agreements. 


 Costs incurred for intramural 
activities, student publications, 
student clubs, and other student 
activities, are unallowable, unless 
specifically provided for in the 
Federal award. 


__.470 Taxes (Including 
Value-Added Tax) 


40. a. Taxes that a governmental unit is 
legally required to pay are allowable, 
except for self-assessed taxes that 
disproportionately affect Federal 
programs or changes in tax policies that 
disproportionately affect Federal 
programs. This provision is applicable to 
taxes paid during the governmental unit's 
first fiscal year that begins on or after 
January 1, 1998, and applies thereafter. 
 
b. Gasoline taxes, motor vehicle fees, and 
other taxes that are in effect user fees for 
benefits provided to the Federal 
Government are allowable. 
 
c. This provision does not restrict the 
authority of Federal agencies to identify 
taxes where Federal participation is 
inappropriate. Where the identification of 
the amount of unallowable taxes would 
require an inordinate amount of effort, the 
cognizant agency may accept a reasonable 
approximation thereof. 
 


49. a. In general, taxes which the 
institution is required to pay and 
which are paid or accrued in 
accordance with generally accepted 
accounting principles are allowable. 
Payments made to local governments 
in lieu of taxes which are 
commensurate with the local 
government services received are 
allowable, except for— 
(1) Taxes from which exemptions are 
available to the institution directly or 
which are available to the institution 
based on an exemption afforded the 
Federal Government, and in the latter 
case when the sponsoring agency 
makes available the necessary 
exemption certificates; and 
(2) Special assessments on land 
which represent capital 
improvements. 
 
b. Any refund of taxes, interest, or 
penalties, and any payment to the 
institution of interest thereon, 
attributable to taxes, interest, or 
penalties which were allowed as 
sponsored agreement costs, will be 
credited or paid to the Federal 
Government in the manner directed 
by the Federal Government. 
However, any interest actually paid 
or credited to an institution incident 
to a refund of tax, interest, and 
penalty will be paid or credited to the 
Federal Government only to the 
extent that such interest accrued over 


47. a. In general, taxes which the 
organization is required to pay and 
which are paid or accrued in 
accordance with GAAP, and 
payments made to local governments 
in lieu of taxes which are 
commensurate with the local 
government services received are 
allowable, except for taxes from 
which exemptions are available to 
the organization directly or which are 
available to the organization based 
on an exemption afforded the Federal 
Government and in the latter case 
when the awarding agency makes 
available the necessary exemption 
certificates, special assessments on 
land which represent capital 
improvements, and Federal income 
taxes. 
 
b. Any refund of taxes, and any 
payment to the organization of 
interest thereon, which were allowed 
as award costs, will be credited either 
as a cost reduction or cash refund, as 
appropriate, to the Federal 
Government. 
 


(a) For states, local governments and 
Indian tribes: 
 
(1) Taxes that a governmental unit is 
legally required to pay are allowable, 
except for self-assessed taxes that 
disproportionately affect Federal 
programs or changes in tax policies 
that disproportionately affect Federal 
programs.   
 
(2) Gasoline taxes, motor vehicle 
fees, and other taxes that are in effect 
user fees for benefits provided to the 
Federal government are allowable. 
 
(3) This provision does not restrict 
the authority of the Federal awarding 
agency to identify taxes where 
Federal participation is 
inappropriate.  Where the 
identification of the amount of 
unallowable taxes would require an 
inordinate amount of effort, the 
cognizant agency for indirect costs 
may accept a reasonable 
approximation thereof.   
 
(b) For nonprofit organizations and 
IHEs:  
 
(1) In general, taxes which the non-
Federal entity is required to pay and 
which are paid or accrued in 
accordance with GAAP, and 
payments made to local governments 
in lieu of taxes which are 
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the period during which the 
institution has been reimbursed by 
the Federal Government for the 
taxes, interest, and penalties. 
 


commensurate with the local 
government services received are 
allowable, except for:  
(i) Taxes from which exemptions are 
available to the non-Federal entity 
directly or which are available to the 
non-Federal entity based on an 
exemption afforded the Federal 
government and, in the latter case, 
when the Federal awarding agency 
makes available the necessary 
exemption certificates,  
(ii) Special assessments on land 
which represent capital 
improvements, and  
(iii) Federal income taxes. 
(2) Any refund of taxes, and any 
payment to the non-Federal entity of 
interest thereon, which were allowed 
as Federal award costs, will be 
credited either as a cost reduction or 
cash refund, as appropriate, to the 
Federal government.  However, any 
interest actually paid or credited to 
an non-Federal entity incident to a 
refund of tax, interest, and penalty 
will be paid or credited to the Federal 
government only to the extent that 
such interest accrued over the period 
during which the non-Federal entity 
has been reimbursed by the Federal 
government for the taxes, interest, 
and penalties. 
(c) Value Added Tax (VAT) Foreign 
taxes charged for the purchase of 
goods or services that a non-Federal 
entity is legally required to pay in 
country is an allowable expense 
under Federal awards.  Foreign tax 
refunds or applicable credits under 
Federal awards refer to receipts, or 
reduction of expenditures, which 
operate to offset or reduce expense 
items that are allocable to Federal 
awards as direct or indirect costs.  To 
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the extent that such credits accrued 
or received by the non-Federal entity 
relate to allowable cost, these costs 
must be credited to the Federal 
awarding agency either as costs or 
cash refunds.  If the costs are 
credited back to the Federal award, 
the non-Federal entity may reduce 
the Federal share of costs by the 
amount of the foreign tax 
reimbursement, or where Federal 
award has not expired, use the 
foreign government tax refund for 
approved activities under the Federal 
award with prior approval of the 
Federal awarding agency. 


__.471 Termination Costs 41. Termination of awards generally gives 
rise to the incurrence of costs, or the need 
for special treatment of costs, which 
would not have arisen had the Federal 
award not been terminated. Cost 
principles covering these items are set 
forth below. They are to be used in 
conjunction with the other provisions of 
this appendix in termination situations. 
 
a. The cost of items reasonably usable on 
the governmental unit's other work shall 
not be allowable unless the governmental 
unit submits evidence that it would not 
retain such items at cost without 
sustaining a loss. In deciding whether 
such items are reasonably usable on other 
work of the governmental unit, the 
awarding agency should consider the 
governmental unit's plans and orders for 
current and scheduled activity. 
Contemporaneous purchases of common 
items by the governmental unit shall be 
regarded as evidence that such items are 
reasonably usable on the governmental 
unit's other work. Any acceptance of 
common items as allocable to the 
terminated portion of the Federal award 
shall be limited to the extent that the 


50. Termination of awards generally 
gives rise to the incurrence of costs, 
or the need for special treatment of 
costs, which would not have arisen 
had the sponsored agreement not 
been terminated. Cost principles 
covering these items are set forth 
below. They are to be used in 
conjunction with the other provisions 
of this Appendix in termination 
situations. 
 
a. The cost of items reasonably 
usable on the institution's other work 
shall not be allowable unless the 
institution submits evidence that it 
would not retain such items at cost 
without sustaining a loss. In deciding 
whether such items are reasonably 
usable on other work of the 
institution, the awarding agency 
should consider the institution's plans 
and orders for current and scheduled 
activity. Contemporaneous purchases 
of common items by the institution 
shall be regarded as evidence that 
such items are reasonably usable on 
the institution's other work. Any 
acceptance of common items as 


48. Termination of awards generally 
gives rise to the incurrence of costs, 
or the need for special treatment of 
costs, which would not have arisen 
had the Federal award not been 
terminated. Cost principles covering 
these items are set forth below. They 
are to be used in conjunction with the 
other provisions of this appendix in 
termination situations. 
 
a. The cost of items reasonably 
usable on the non-profit 
organization's other work shall not be 
allowable unless the non-profit 
organization submits evidence that it 
would not retain such items at cost 
without sustaining a loss. In deciding 
whether such items are reasonably 
usable on other work of the non-
profit organization, the awarding 
agency should consider the non-
profit organization's plans and orders 
for current and scheduled activity. 
Contemporaneous purchases of 
common items by the non-profit 
organization shall be regarded as 
evidence that such items are 
reasonably usable on the non-profit 


Termination of a Federal award 
generally gives rise to the incurrence 
of costs, or the need for special 
treatment of costs, which would not 
have arisen had the Federal award 
not been terminated.  Cost principles 
covering these items are set forth 
below.  They are to be used in 
conjunction with the other provisions 
of this Part in termination situations.  
 
(a) The cost of items reasonably 
usable on the non-Federal entity’s 
other work must not be allowable 
unless the non-Federal entity submits 
evidence that it would not retain such 
items at cost without sustaining a 
loss. In deciding whether such items 
are reasonably usable on other work 
of the non-Federal entity, the Federal 
awarding agency should consider the 
non-Federal entity’s plans and orders 
for current and scheduled activity.  
Contemporaneous purchases of 
common items by the non-Federal 
entity must be regarded as evidence 
that such items are reasonably usable 
on the non-Federal entity's other 
work.  Any acceptance of common 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


135 
 


Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


quantities of such items on hand, in 
transit, and on order are in excess of the 
reasonable quantitative requirements of 
other work. 
 
 
 
 
b. If in a particular case, despite all 
reasonable efforts by the governmental 
unit, certain costs cannot be discontinued 
immediately after the effective date of 
termination, such costs are generally 
allowable within the limitations set forth 
in this and other appendices of 2 CFR part 
225, except that any such costs continuing 
after termination due to the negligent or 
willful failure of the governmental unit to 
discontinue such costs shall be 
unallowable. 
 
 
c. Loss of useful value of special tooling, 
machinery, and equipment is generally 
allowable if: 
(1) Such special tooling, special 
machinery, or equipment is not 
reasonably capable of use in the other 
work of the governmental unit, 
(2) The interest of the Federal 
Government is protected by transfer of 
title or by other means deemed 
appropriate by the awarding agency, and 
(3) The loss of useful value for any one 
terminated Federal award is limited to that 
portion of the acquisition cost which bears 
the same ratio to the total acquisition cost 
as the terminated portion of the Federal 
award bears to the entire terminated 
Federal award and other Federal awards 
for which the special tooling, machinery, 
or equipment was acquired. 
 
 
 


allocable to the terminated portion of 
the sponsored agreement shall be 
limited to the extent that the 
quantities of such items on hand, in 
transit, and on order are in excess of 
the reasonable quantitative 
requirements of other work. 
 
b. If in a particular case, despite all 
reasonable efforts by the institution, 
certain costs cannot be discontinued 
immediately after the effective date 
of termination, such costs are 
generally allowable within the 
limitations set forth in this Appendix, 
except that any such costs continuing 
after termination due to the negligent 
or willful failure of the institution to 
discontinue such costs shall be 
unallowable. 
 
 
c. Loss of useful value of special 
tooling, machinery, and equipment is 
generally allowable if: 
(1) Such special tooling, special 
machinery, or equipment is not 
reasonably capable of use in the 
other work of the institution, 
(2) The interest of the Federal 
Government is protected by transfer 
of title or by other means deemed 
appropriate by the awarding agency, 
and 
(3) The loss of useful value for any 
one terminated sponsored agreement 
is limited to that portion of the 
acquisition cost which bears the 
same ratio to the total acquisition 
cost as the terminated portion of the 
sponsored agreement bears to the 
entire terminated sponsored 
agreement award and other 
sponsored agreements for which the 
special tooling, machinery, or 


organization's other work. Any 
acceptance of common items as 
allocable to the terminated portion of 
the Federal award shall be limited to 
the extent that the quantities of such 
items on hand, in transit, and on 
order are in excess of the reasonable 
quantitative requirements of other 
work. 
b. If in a particular case, despite all 
reasonable efforts by the non-profit 
organization, certain costs cannot be 
discontinued immediately after the 
effective date of termination, such 
costs are generally allowable within 
the limitations set forth in this 
appendix, except that any such costs 
continuing after termination due to 
the negligent or willful failure of the 
non-profit organization to 
discontinue such costs shall be 
unallowable. 
c. Loss of useful value of special 
tooling, machinery, and is generally 
allowable if: 
(1) Such special tooling, special 
machinery, or equipment is not 
reasonably capable of use in the 
other work of the non-profit 
organization, 
(2) The interest of the Federal 
Government is protected by transfer 
of title or by other means deemed 
appropriate by the awarding agency, 
and 
(3) The loss of useful value for any 
one terminated Federal award is 
limited to that portion of the 
acquisition cost which bears the 
same ratio to the total acquisition 
cost as the terminated portion of the 
Federal award bears to the entire 
terminated Federal award and other 
Federal awards for which the special 
tooling, special machinery, or 


items as allocable to the terminated 
portion of the Federal award must be 
limited to the extent that the 
quantities of such items on hand, in 
transit, and on order are in excess of 
the reasonable quantitative 
requirements of other work.  
 
(b) If in a particular case, despite all 
reasonable efforts by the non-Federal 
entity, certain costs cannot be 
discontinued immediately after the 
effective date of termination, such 
costs are generally allowable within 
the limitations set forth in this Part, 
except that any such costs continuing 
after termination due to the negligent 
or willful failure of the non-Federal 
entity to discontinue such costs must 
be unallowable.  
 
 
(c) Loss of useful value of special 
tooling, machinery, and equipment is 
generally allowable if:  
(1) Such special tooling, special 
machinery, or equipment is not 
reasonably capable of use in the 
other work of the non-Federal entity,  
(2) The interest of the Federal 
government is protected by transfer 
of title or by other means deemed 
appropriate by the Federal awarding 
agency (see also section 200.313 
Equipment, paragraph (d), and  
(3) The loss of useful value for any 
one terminated Federal award is 
limited to that portion of the 
acquisition cost which bears the 
same ratio to the total acquisition 
cost as the terminated portion of the 
Federal award bears to the entire 
terminated Federal award and other 
Federal awards for which the special 
tooling, machinery, or equipment 
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d. Rental costs under unexpired leases are 
generally allowable where clearly shown 
to have been reasonably necessary for the 
performance of the terminated Federal 
award less the residual value of such 
leases, if: 
(1) The amount of such rental claimed 
does not exceed the reasonable use value 
of the property leased for the period of the 
Federal award and such further period as 
may be reasonable, and 
(2) The governmental unit makes all 
reasonable efforts to terminate, assign, 
settle, or otherwise reduce the cost of such 
lease. There also may be included the cost 
of alterations of such leased property, 
provided such alterations were necessary 
for the performance of the Federal award, 
and of reasonable restoration required by 
the provisions of the lease. 
 
 
 
 
 
e. Settlement expenses including the 
following are generally allowable: 
(1) Accounting, legal, clerical, and similar 
costs reasonably necessary for: 
(a) The preparation and presentation to 
the awarding agency of settlement claims 
and supporting data with respect to the 
terminated portion of the Federal award, 
unless the termination is for default (see 
Subpart _.44 of the Grants Management 
Common Rule (see §215.5) implementing 
OMB Circular A–102); and 
(b) The termination and settlement of 
subawards. 
 
 
(2) Reasonable costs for the storage, 
transportation, protection, and disposition 


equipment was acquired. 
 
d. Rental costs under unexpired 
leases are generally allowable where 
clearly shown to have been 
reasonably necessary for the 
performance of the terminated 
sponsored agreement less the 
residual value of such leases, if: 
(1) The amount of such rental 
claimed does not exceed the 
reasonable use value of the property 
leased for the period of the 
sponsored agreement and such 
further period as may be reasonable, 
and 
(2) The institution makes all 
reasonable efforts to terminate, 
assign, settle, or otherwise reduce the 
cost of such lease. There also may be 
included the cost of alterations of 
such leased property, provided such 
alterations were necessary for the 
performance of the sponsored 
agreement, and of reasonable 
restoration required by the provisions 
of the lease. 
e. Settlement expenses including the 
following are generally allowable: 
(1) Accounting, legal, clerical, and 
similar costs reasonably necessary 
for: 
(a) The preparation and presentation 
to the awarding agency of settlement 
claims and supporting data with 
respect to the terminated portion of 
the sponsored agreement, unless the 
termination is for default (see 
§215.61 of 2 CFR Part 215); and 
(b) The termination and settlement of 
subawards. 
 
 
(2) Reasonable costs for the storage, 
transportation, protection, and 


equipment was acquired. 
 
d. Rental costs under unexpired 
leases are generally allowable where 
clearly shown to have been 
reasonably necessary for the 
performance of the terminated 
Federal award less the residual value 
of such leases, if: 
(1) The amount of such rental 
claimed does not exceed the 
reasonable use value of the property 
leased for the period of the Federal 
award and such further period as 
may be reasonable, and 
(2) The non-profit organization 
makes all reasonable efforts to 
terminate, assign, settle, or otherwise 
reduce the cost of such lease. There 
also may be included the cost of 
alterations of such leased property, 
provided such alterations were 
necessary for the performance of the 
Federal award, and of reasonable 
restoration required by the provisions 
of the lease. 
 
e. Settlement expenses including the 
following are generally allowable: 
(1) Accounting, legal, clerical, and 
similar costs reasonably necessary 
for: 
(a) The preparation and presentation 
to the awarding agency of settlement 
claims and supporting data with 
respect to the terminated portion of 
the Federal award, unless the 
termination is for default (see 
§215.61 of 2 CFR part 215 (OMB 
Circular A–110)); and 
(b) The termination and settlement of 
subawards. 
 
(2) Reasonable costs for the storage, 
transportation, protection, and 


was acquired.  
 
(d) Rental costs under unexpired 
leases are generally allowable where 
clearly shown to have been 
reasonably necessary for the 
performance of the terminated 
Federal award less the residual value 
of such leases, if: 
(1) The amount of such rental 
claimed does not exceed the 
reasonable use value of the property 
leased for the period of the Federal 
award and such further period as 
may be reasonable, and  
 
(2) The non-Federal entity makes all 
reasonable efforts to terminate, 
assign, settle, or otherwise reduce the 
cost of such lease. There also may be 
included the cost of alterations of 
such leased property, provided such 
alterations were necessary for the 
performance of the Federal award, 
and of reasonable restoration 
required by the provisions of the 
lease.  
(e) Settlement expenses including the 
following are generally allowable: 
(1) Accounting, legal, clerical, and 
similar costs reasonably necessary 
for:  
(i) The preparation and presentation 
to the Federal awarding agency of 
settlement claims and supporting 
data with respect to the terminated 
portion of the Federal award, unless 
the termination is for cause (see 
Subpart D – Post Federal Award 
Requirements, Remedies for 
Noncompliance); and  
 (ii) The termination and settlement 
of subawards.  
 
(2) Reasonable costs for the storage, 
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of property provided by the Federal 
Government or acquired or produced for 
the Federal award, except when grantees 
or contractors are reimbursed for 
disposals at a predetermined amount in 
accordance with Subparts _.31 and _.32 
of the Grants Management Common Rule 
(see §215.5) implementing OMB Circular 
A–102. 
 
 
 
 
 
 
 
f. Claims under subawards, including the 
allocable portion of claims which are 
common to the Federal award, and to 
other work of the governmental unit are 
generally allowable. An appropriate share 
of the governmental unit's indirect 
expense may be allocated to the amount 
of settlements with subcontractors and/or 
subgrantees, provided that the amount 
allocated is otherwise consistent with the 
basic guidelines contained in Appendix A 
to this part. The indirect expense so 
allocated shall exclude the same and 
similar costs claimed directly or indirectly 
as settlement expenses. 
 


disposition of property provided by 
the Federal Government or acquired 
or produced for the sponsored 
agreement, except when institutions 
are reimbursed for disposals at a 
predetermined amount in accordance 
with §215.32 through §215.37 of 2 
CFR Part 215. 
(3) F&A costs related to salaries and 
wages incurred as settlement 
expenses in subsections J.50.b.(1) 
and (2) of this Appendix. Normally, 
such F&A costs shall be limited to 
fringe benefits, occupancy cost, and 
immediate supervision. 
 
f. Claims under subawards, including 
the allocable portion of claims which 
are common to the sponsored 
agreement and to other work of the 
institution, are generally allowable. 
 
g. An appropriate share of the 
institution's F&A costs may be 
allocated to the amount of 
settlements with subcontractors 
and/or subgrantees, provided that the 
amount allocated is otherwise 
consistent with the basic guidelines 
contained in section E, F&A costs. 
The F&A costs so allocated shall 
exclude the same and similar costs 
claimed directly or indirectly as 
settlement expenses. 


disposition of property provided by 
the Federal Government or acquired 
or produced for the Federal award, 
except when grantees or contractors 
are reimbursed for disposals at a 
predetermined amount in accordance 
with §215.32 through 215.37 of 2 
CFR part 215 (OMB Circular A–
110). 
(3) Indirect costs related to salaries 
and wages incurred as settlement 
expenses in subparagraphs 48.e.(1) 
and (2) of this appendix. Normally, 
such indirect costs shall be limited to 
fringe benefits, occupancy cost, and 
immediate supervision. 
f. Claims under sub awards, 
including the allocable portion of 
claims which are common to the 
Federal award, and to other work of 
the non-profit organization are 
generally allowable. 
 
An appropriate share of the non-
profit organization's indirect expense 
may be allocated to the amount of 
settlements with subcontractors 
and/or subgrantees, provided that the 
amount allocated is otherwise 
consistent with the basic guidelines 
contained in Appendix A. The 
indirect expense so allocated shall 
exclude the same and similar costs 
claimed directly or indirectly as 
settlement expenses. 


transportation, protection, and 
disposition of property provided by 
the Federal government or acquired 
or produced for the Federal award.  
 
 
 
 
 
 
 
 
 
 
 
 
(f) Claims under subawards, 
including the allocable portion of 
claims which are common to the 
Federal award and to other work of 
the non-Federal entity, are generally 
allowable. 
 
An appropriate share of the non-
Federal entity's indirect costs may be 
allocated to the amount of 
settlements with contractors and/or 
subrecipients, provided that the 
amount allocated is otherwise 
consistent with the basic guidelines 
contained in section 200.414 Indirect 
(F&A) Costs.  The indirect costs so 
allocated must exclude the same and 
similar costs claimed directly or 
indirectly as settlement expenses. 


__.472 Training and 
Education Costs 


42. The cost of training provided for 
employee development is allowable. 


51. The cost of training provided for 
employee development is allowable. 
 


49. a. Costs of preparation and 
maintenance of a program of 
instruction including but not limited 
to on-the-job, classroom, and 
apprenticeship training, designed to 
increase the vocational effectiveness 
of employees, including training 
materials, textbooks, salaries or 
wages of trainees (excluding 
overtime compensation which might 


The cost of training and education 
provided for employee development 
is allowable.  
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arise therefrom), and (i) salaries of 
the director of training and staff 
when the training program is 
conducted by the organization; or (ii) 
tuition and fees when the training is 
in an institution not operated by the 
organization, are allowable. 
 
b. Costs of part-time education, at an 
undergraduate or post-graduate 
college level, including that provided 
at the organization's own facilities, 
are allowable only when the course 
or degree pursued is relative to the 
field in which the employee is now 
working or may reasonably be 
expected to work, and are limited to: 
 
(1) Training materials. 
(2) Textbooks. 
 
(3) Fees charges by the educational 
institution. 
 
(4) Tuition charged by the 
educational institution or, in lieu of 
tuition, instructors' salaries and the 
related share of indirect costs of the 
educational institution to the extent 
that the sum thereof is not in excess 
of the tuition which would have been 
paid to the participating educational 
institution. 
 
(5) Salaries and related costs of 
instructors who are employees of the 
organization. 
 
(6) Straight-time compensation of 
each employee for time spent 
attending classes during working 
hours not in excess of 156 hours per 
year and only to the extent that 
circumstances do not permit the 
operation of classes or attendance at 
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classes after regular working hours; 
otherwise, such compensation is 
unallowable. 
 
c. Costs of tuition, fees, training 
materials, and textbooks (but not 
subsistence, salary, or any other 
emoluments) in connection with full-
time education, including that 
provided at the organization's own 
facilities, at a post-graduate (but not 
undergraduate) college level, are 
allowable only when the course or 
degree pursued is related to the field 
in which the employee is now 
working or may reasonably be 
expected to work, and only where the 
costs receive the prior approval of 
the awarding agency. Such costs are 
limited to the costs attributable to a 
total period not to exceed one school 
year for each employee so trained. In 
unusual cases the period may be 
extended. 
 
d. Costs of attendance of up to 16 
weeks per employee per year at 
specialized programs specifically 
designed to enhance the 
effectiveness of executives or 
managers or to prepare employees 
for such positions are allowable. 
Such costs include enrollment fees, 
training materials, textbooks and 
related charges, employees' salaries, 
subsistence, and travel. Costs 
allowable under this paragraph do 
not include those for courses that are 
part of a degree-oriented curriculum, 
which are allowable only to the 
extent set forth in subparagraphs b 
and c. 
 
e. Maintenance expense, and normal 
depreciation or fair rental, on 
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facilities owned or leased by the 
organization for training purposes 
are allowable to the extent set forth 
in paragraphs 11, 27, and 50 of this 
appendix. 
 
f. Contributions or donations to 
educational or training institutions, 
including the donation of facilities or 
other properties, and scholarships or 
fellowships, are unallowable. 
 
g. Training and education costs in 
excess of those otherwise allowable 
under subparagraphs 49.b and c of 
this appendix may be allowed with 
prior approval of the awarding 
agency. To be considered for 
approval, the organization must 
demonstrate that such costs are 
consistently incurred pursuant to an 
established training and education 
program, and that the course or 
degree pursued is relative to the field 
in which the employee is now 
working or may reasonably be 
expected to work. 


__.473 Transportation Costs  52. Costs incurred for freight, 
express, cartage, postage, and other 
transportation services relating either 
to goods purchased, in process, or 
delivered, are allowable. When such 
costs can readily be identified with 
the items involved, they may be 
charged directly as transportation 
costs or added to the cost of such 
items. Where identification with the 
materials received cannot readily be 
made, inbound transportation cost 
may be charged to the appropriate 
F&A cost accounts if the institution 
follows a consistent, equitable 
procedure in this respect. Outbound 
freight, if reimbursable under the 
terms of the sponsored agreement, 


50. Costs incurred for freight, 
express, cartage, postage, and other 
transportation services relating either 
to goods purchased, in process, or 
delivered, are allowable. When such 
costs can readily be identified with 
the items involved, they may be 
charged directly as transportation 
costs or added to the cost of such 
items. Where identification with the 
materials received cannot readily be 
made, inbound transportation cost 
may be charged to the appropriate 
F&A cost accounts if the institution 
follows a consistent, equitable 
procedure in this respect. Outbound 
freight, if reimbursable under the 
terms of the sponsored agreement, 


Costs incurred for freight, express, 
cartage, postage, and other 
transportation services relating either 
to goods purchased, in process, or 
delivered, are allowable.  When such 
costs can readily be identified with 
the items involved, they may be 
charged directly as transportation 
costs or added to the cost of such 
items.  Where identification with the 
materials received cannot readily be 
made, inbound transportation cost 
may be charged to the appropriate 
indirect (F&A) cost accounts if the 
non-Federal entity follows a 
consistent, equitable procedure in 
this respect.  Outbound freight, if 
reimbursable under the terms and 
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J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
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General Provisions for Selected 
Items of Cost 
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should be treated as a direct cost. should be treated as a direct cost. conditions of the Federal award, 
should be treated as a direct cost. 


__.474 Travel Costs 43. a. General. Travel costs are the 
expenses for transportation, lodging, 
subsistence, and related items incurred by 
employees who are in travel status on 
official business of the governmental unit. 
Such costs may be charged on an actual 
cost basis, on a per diem or mileage basis 
in lieu of actual costs incurred, or on a 
combination of the two, provided the 
method used is applied to an entire trip 
and not to selected days of the trip, and 
results in charges consistent with those 
normally allowed in like circumstances in 
the governmental unit's non-federally-
sponsored activities. Notwithstanding the 
provisions of section 19 of this appendix, 
General government expenses, travel 
costs of officials covered by that section 
are allowable with the prior approval of 
an awarding agency when they are 
specifically related to Federal awards. 
 
 
 
 
 
 
 
b. Lodging and subsistence. Costs 
incurred by employees and officers for 
travel, including costs of lodging, other 
subsistence, and incidental expenses, shall 
be considered reasonable and allowable 
only to the extent such costs do not 
exceed charges normally allowed by the 
governmental unit in its regular 
operations as the result of the 
governmental unit's written travel policy. 
In the absence of an acceptable, written 
governmental unit policy regarding travel 
costs, the rates and amounts established 
under subchapter I of Chapter 57, Title 5, 
United States Code (“Travel and 


53. a. General. 
Travel costs are the expenses for 
transportation, lodging, subsistence, 
and related items incurred by 
employees who are in travel status 
on official business of the institution. 
Such costs may be charged on an 
actual cost basis, on a per diem or 
mileage basis in lieu of actual costs 
incurred, or on a combination of the 
two, provided the method used is 
applied to an entire trip and not to 
selected days of the trip, and results 
in charges consistent with those 
normally allowed in like 
circumstances in the institution's 
non-federally-sponsored activities. 
 
 
 
 
 
 
 
 
 
 
 
b. Lodging and subsistence. 
Costs incurred by employees and 
officers for travel, including costs of 
lodging, other subsistence, and 
incidental expenses, shall be 
considered reasonable and allowable 
only to the extent such costs do not 
exceed charges normally allowed by 
the institution in its regular 
operations as the result of the 
institution's written travel policy. In 
the absence of an acceptable, written 
institution policy regarding travel 
costs, the rates and amounts 
established under subchapter I of 


 (a) General. Travel costs are the 
expenses for transportation, lodging, 
subsistence, and related items 
incurred by employees who are in 
travel status on official business of 
the non-Federal entity.  Such costs 
may be charged on an actual cost 
basis, on a per diem or mileage basis 
in lieu of actual costs incurred, or on 
a combination of the two, provided 
the method used is applied to an 
entire trip and not to selected days of 
the trip, and results in charges 
consistent with those normally 
allowed in like circumstances in the 
non-Federal entity’s non-federally-
funded activities and in accordance 
with non-Federal entity’s written 
travel reimbursement 
policies.  Notwithstanding the 
provisions of section 200.444 
General Costs of Government, travel 
costs of officials covered by that 
section are allowable with the prior 
written approval of the Federal 
awarding agency or pass-through 
entity when they are specifically 
related to the Federal award. 
 
(b) Lodging and subsistence.  Costs 
incurred by employees and officers 
for travel, including costs of lodging, 
other subsistence, and incidental 
expenses, must be considered 
reasonable and otherwise allowable 
only to the extent such costs do not 
exceed charges normally allowed by 
the non-Federal entity in its regular 
operations as the result of the non-
Federal entity’s written travel policy.  
In addition, if these costs are charged 
directly to the Federal award 
documentation must justify that: 
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Subsistence Expenses; Mileage 
Allowances”), or by the Administrator of 
General Services, or by the President (or 
his or her designee) pursuant to any 
provisions of such subchapter shall apply 
to travel under Federal awards (48 CFR 
31.205–46(a)). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
c. Commercial air travel. 
(1) Airfare costs in excess of the 
customary standard commercial airfare 
(coach or equivalent), Federal 
Government contract airfare (where 


Chapter 57, Title 5, United States 
Code (“Travel and Subsistence 
Expenses; Mileage Allowances”), or 
by the Administrator of General 
Services, or by the President (or his 
or her designee) pursuant to any 
provisions of such subchapter shall 
apply to travel under sponsored 
agreements (48 CFR 31.205–46(a)). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
c. Commercial air travel. 
(1) Airfare costs in excess of the 
customary standard commercial 
airfare (coach or equivalent), Federal 
Government contract airfare (where 


(1) Participation of the individual is 
necessary to the Federal award; and 
 
(2) The costs are reasonable and 
consistent with non-Federal 
entity’s established travel policy. 
(c) Temporary dependent care costs 
(as dependent is defined in 26 U.S.C. 
§152) above and beyond regular 
dependent care that directly results 
from travel to conferences is 
allowable provided that:  
(1) The costs are a direct result of the 
individual’s travel for the Federal 
award; 
(2) The costs are consistent with the 
non-Federal entity’s documented 
travel policy for all entity travel; and  
(3) Are only temporary during the 
travel period.   
Travel costs for dependents are 
unallowable, except for travel of 
duration of six months or more with 
prior approval of the Federal 
awarding agency.  See also section 
200.432 Conferences. 
 In the absence of an acceptable, 
written non-Federal entity policy 
regarding travel costs, the rates and 
amounts established under 5 U.S.C. 
§§ 5701-11, (“Travel and 
Subsistence Expenses; Mileage 
Allowances”), or by the 
Administrator of General Services, 
or by the President (or his or her 
designee) pursuant to any provisions 
of such subchapter must apply to 
travel under Federal awards (48 
C.F.R. § 31.205-46(a)). 
 
(d) Commercial air travel.  
(1) Airfare costs in excess of the 
basic least expensive unrestricted 
accommodations class offered by 
commercial airlines are unallowable 







        Cost Principles Comparison Chart –2 CFR Part 225 (A-87), 2 CFR Part 220 (A-21), 2 CFR Part 230 (A-122), and Final Uniform Guidance 
Text from 2 CFR Part 225 (A-87) serves as the guiding comparison text, therefore text from the other comparison guidance may not be listed in chronological order.  


143 
 


Item of Cost Appendix B to Part 225 – Selected 
Items of Cost 
(A-87) 


J. General Provisions for Selected 
Items of Cost 
(A-21) 


Appendix B to Part 230 – Selected 
Items of Cost 
(A-122) 


General Provisions for Selected 
Items of Cost 
(Final Guidance) 


authorized and available), or the lowest 
commercial discount airfare are 
unallowable except when such 
accommodations would: 
(a) Require circuitous routing; 
(b) Require travel during unreasonable 
hours; 
(c) Excessively prolong travel; 
(d) Result in additional costs that would 
offset the transportation savings; or 
(e) Offer accommodations not reasonably 
adequate for the traveler's medical needs. 
The governmental unit must justify and 
document these conditions on a case-by-
case basis in order for the use of first-
class airfare to be allowable in such cases. 
(2) Unless a pattern of avoidance is 
detected, the Federal Government will 
generally not question a governmental 
unit's determinations that customary 
standard airfare or other discount airfare 
is unavailable for specific trips if the 
governmental unit can demonstrate either 
of the following: 
 
 
(aa) That such airfare was not available in 
the specific case; or 
(b) That it is the governmental unit's 
overall practice to make routine use of 
such airfare. 
d. Air travel by other than commercial 
carrier. Costs of travel by governmental 
unit-owned, -leased, or -chartered aircraft 
include the cost of lease, charter, 
operation (including personnel costs), 
maintenance, depreciation, insurance, and 
other related costs. The portion of such 
costs that exceeds the cost of allowable 
commercial air travel, as provided for in 
subsection 43.c. of this appendix, is 
unallowable. 
 
 
e. Foreign travel. Direct charges for 


authorized and available), or the 
lowest commercial discount airfare 
are unallowable except when such 
accommodations would: 
(a) Require circuitous routing; 
(b) Require travel during 
unreasonable hours; 
(c) Excessively prolong travel; 
(d) Result in additional costs that 
would offset the transportation 
savings; or 
(e) Offer accommodations not 
reasonably adequate for the traveler's 
medical needs. The institution must 
justify and document these 
conditions on a case-by-case basis in 
order for the use of first-class airfare 
to be allowable in such cases. 
(2) Unless a pattern of avoidance is 
detected, the Federal Government 
will generally not question an 
institution's determinations that 
customary standard airfare or other 
discount airfare is unavailable for 
specific trips if the institution can 
demonstrate either of the following: 
(a) That such airfare was not 
available in the specific case; or 
(b) That it is the institution's overall 
practice to make routine use of such 
airfare. 
d. Air travel by other than 
commercial carrier. 
Costs of travel by institution-owned, 
-leased, or -chartered aircraft include 
the cost of lease, charter, operation 
(including personnel costs), 
maintenance, depreciation, 
insurance, and other related costs. 
The portion of such costs that 
exceeds the cost of allowable 
commercial air travel, as provided 
for in subsection J.53.c. of this 
Appendix, is unallowable. 


except when such accommodations 
would:   
 
(i) Require circuitous routing;  
(ii) Require travel during 
unreasonable hours;  
(iii) Excessively prolong travel;  
(iv) Result in additional costs that 
would offset the transportation 
savings; or  
(v) Offer accommodations not 
reasonably adequate for the 
traveler’s medical needs.  The non-
Federal entity must justify and 
document these conditions on a case-
by-case basis in order for the use of 
first-class or business-class airfare to 
be allowable in such cases. 
(2) Unless a pattern of avoidance is 
detected, the Federal government 
will generally not question a non-
Federal entity's determinations that 
customary standard airfare or other 
discount airfare is unavailable for 
specific trips if the non-Federal 
entity can demonstrate that such 
airfare was not available in the 
specific case. 
 
(e) Air travel by other than 
commercial carrier. Costs of travel 
by non-Federal entity-owned, -
leased, or -chartered aircraft include 
the cost of lease, charter, operation 
(including personnel costs), 
maintenance, depreciation, 
insurance, and other related costs.  
The portion of such costs that 
exceeds the cost of airfare as 
provided for in paragraph (d) above, 
is unallowable. 
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foreign travel costs are allowable only 
when the travel has received prior 
approval of the awarding agency. Each 
separate foreign trip must receive such 
approval. For purposes of this provision, 
“foreign travel” includes any travel 
outside Canada, Mexico, the United 
States, and any United States territories 
and possessions. However, the term 
“foreign travel” for a governmental unit 
located in a foreign country means travel 
outside that country. 


__.475 Trustees  54. Travel and subsistence costs of 
trustees (or directors) are allowable. 
The costs are subject to restrictions 
regarding lodging, subsistence and 
air travel costs provided in Section 
J.53 of this Appendix. 


52. Travel and subsistence costs of 
trustees (or directors) are allowable. 
The costs are subject to restrictions 
regarding lodging, subsistence and 
air travel costs provided in paragraph 
51 of this appendix. 


Travel and subsistence costs of 
trustees (or directors) at IHEs and 
nonprofit organizations are 
allowable.  See also 200.474 Travel 
Costs.  
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A-21 Final Uniform Guidance 
B. Definition of Terms. 
E.2. Criteria for distribution 
F. Identification and Assignment of F&A Costs 
G. Determination and Application of F&A Cost Rate or Rates 
H. Simplified Method for Small Institutions 
K. Certification of Charges 


Appendix III – Indirect (F&A) Costs Identification and Assignment, and Rate 
Determination for Institutions of Higher Education (IHEs) 


1. General. F&A costs are those that are incurred for common or joint 
objectives and therefore cannot be identified readily and specifically with a 
particular sponsored project, an instructional activity, or any other 
institutional activity. See Section F.1 of this Appendix for a discussion of the 
components of F&A costs. 
 


A. General. 
This appendix provides criteria for identifying and computing indirect (or indirect 
(F&A)) rates at educational institutions (institutions).  Indirect (F&A) costs are those 
that are incurred for common or joint objectives and therefore cannot be identified 
readily and specifically with a particular sponsored project, an instructional activity, or 
any other institutional activity.  See subsection B.1, Definition of Facilities and 
Administration, for a discussion of the components of indirect (F&A) costs. 


B.1. Major functions of an institution refers to instruction, organized research, 
other sponsored activities and other institutional activities as defined below: 
a. Instruction means the teaching and training activities of an institution. 
Except for research training as provided in subsection b, this term includes all 
teaching and training activities, whether they are offered for credits toward a 
degree or certificate or on a non-credit basis, and whether they are offered 
through regular academic departments or separate divisions, such as a 
summer school division or an extension division. Also considered part of this 
major function are departmental research, and, where agreed to, university 
research. 
 
(1) Sponsored instruction and training means specific instructional or training 
activity established by grant, contract, or cooperative agreement. For purposes 
of the cost principles, this activity may be considered a major function even 
though an institution's accounting treatment may include it in the instruction 
function. 
(2) Departmental research means research, development and scholarly 
activities that are not organized research and, consequently, are not separately 
budgeted and accounted for. Departmental research, for purposes of this 
document, is not considered as a major function, but as a part of the 
instruction function of the institution. 
b. Organized research means all research and development activities of an 
institution that are separately budgeted and accounted for. It includes: 
(1) Sponsored research means all research and development activities that are 
sponsored by Federal and non-Federal agencies and organizations. This term 
includes activities involving the training of individuals in research techniques 
(commonly called research training) where such activities utilize the same 
facilities as other research and development activities and where such 
activities are not included in the instruction function. 
(2) University research means all research and development activities that are 
separately budgeted and accounted for by the institution under an internal 
application of institutional funds. University research, for purposes of this 
document, shall be combined with sponsored research under the function of 
organized research. 


1.  Major functions of an institution refers to instruction, organized research, other 
sponsored activities and other institutional activities as defined below: 
 
a. Instruction means the teaching and training activities of an institution.  Except for 
research training as provided in subsection b, this term includes all teaching and 
training activities, whether they are offered for credits toward a degree or certificate or 
on a non-credit basis, and whether they are offered through regular academic 
departments or separate divisions, such as a summer school division or an extension 
division.  Also considered part of this major function are departmental research, and, 
where agreed to, university research. 
 
(1)  Sponsored instruction and training means specific instructional or training activity 
established by grant, contract, or cooperative agreement.  For purposes of the cost 
principles, this activity may be considered a major function even though an institution's 
accounting treatment may include it in the instruction function. 
 
(2)  Departmental research means research, development and scholarly activities that 
are not organized research and, consequently, are not separately budgeted and 
accounted for.  Departmental research, for purposes of this document, is not considered 
as a major function, but as a part of the instruction function of the institution. 
 
b. Organized research means all research and development activities of an institution 
that are separately budgeted and accounted for.  It includes: 
(1)  Sponsored research means all research and development activities that are 
sponsored by Federal and non-Federal agencies and organizations.  This term includes 
activities involving the training of individuals in research techniques (commonly called 
research training) where such activities utilize the same facilities as other research and 
development activities and where such activities are not included in the instruction 
function. 
(2)  University research means all research and development activities that are 
separately budgeted and accounted for by the institution under an internal application 
of institutional funds.  University research, for purposes of this document, must be  
combined with sponsored research under the function of organized research. 
 


Table 2. Indirect (F&A) Costs Identification and Assignment, and Rate Determinations for Educational Institutions 
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c. Other sponsored activities means programs and projects financed by 
Federal and non-Federal agencies and organizations which involve the 
performance of work other than instruction and organized research. Examples 
of such programs and projects are health service projects, and community 
service programs. However, when any of these activities are undertaken by 
the institution without outside support, they may be classified as other 
institutional activities. 
d. Other institutional activities means all activities of an institution except: 
(1) Instruction, departmental research, organized research, and other 
sponsored activities, as defined above; 
(2) F&A cost activities identified in Section F of this Appendix; and 
(3) Specialized service facilities described in Section J.47 of this Appendix. 
Other institutional activities include operation of residence halls, dining halls, 
hospitals and clinics, student unions, intercollegiate athletics, bookstores, 
faculty housing, student apartments, guest houses, chapels, theaters, public 
museums, and other similar auxiliary enterprises. This definition also includes 
any other categories of activities, costs of which are “unallowable” to 
sponsored agreements, unless otherwise indicated in the agreements. 


c.  Other sponsored activities means programs and projects financed by Federal and 
non-Federal agencies and organizations which involve the performance of work other 
than instruction and organized research.  Examples of such programs and projects are 
health service projects and community service programs.  However, when any of these 
activities are undertaken by the institution without outside support, they may be 
classified as other institutional activities. 
 
d.  Other institutional activities means all activities of an institution except for 
instruction, departmental research, organized research, and other sponsored activities, 
as defined above; indirect (F&A) cost activities identified in this Appendix paragraph 
B, Identification and assignment of indirect (F&A) costs; and specialized services 
facilities described in section 200.468 Specialized Service Facilities of this Part.   
 
Examples of other institutional activities include operation of residence halls, dining 
halls, hospitals and clinics, student unions, intercollegiate athletics, bookstores, faculty 
housing, student apartments, guest houses, chapels, theaters, public museums, and other 
similar auxiliary enterprises.  This definition also includes any other categories of 
activities, costs of which are "unallowable" to Federal awards, unless otherwise 
indicated in an award. 


2. Criteria for distribution. 
a. Base period. A base period for distribution of F&A costs is the period 
during which the costs are incurred. The base period normally should coincide 
with the fiscal year established by the institution, but in any event the base 
period should be so selected as to avoid inequities in the distribution of costs. 
 
b. Need for cost groupings. The overall objective of the F&A cost allocation 
process is to distribute the F&A costs described in Section F of this Appendix 
to the major functions of the institution in proportions reasonably consistent 
with the nature and extent of their use of the institution's resources. In order to 
achieve this objective, it may be necessary to provide for selective distribution 
by establishing separate groupings of cost within one or more of the F&A cost 
categories referred to in subsection E.1 of this Appendix. In general, the cost 
groupings established within a category should constitute, in each case, a pool 
of those items of expense that are considered to be of like nature in terms of 
their relative contribution to (or degree of remoteness from) the particular cost 
objectives to which distribution is appropriate. Cost groupings should be 
established considering the general guides provided in subsection E.2.c. of 
this Appendix. Each such pool or cost grouping should then be distributed 
individually to the related cost objectives, using the distribution base or 
method most appropriate in the light of the guides set forth in subsection 
E.2.d. of this Appendix. 
 
c. General considerations on cost groupings. The extent to which separate cost 
groupings and selective distribution would be appropriate at an institution is a 
matter of judgment to be determined on a case-by-case basis. Typical 
situations which may warrant the establishment of two or more separate cost 
groupings (based on account classification or analysis) within an F&A cost 


2.  Criteria for distribution. 
a. Base period.  A base period for distribution of indirect (F&A) costs is the period 
during which the costs are incurred.  The base period normally should coincide with the 
fiscal year established by the institution, but in any event the base period should be so 
selected as to avoid inequities in the distribution of costs. 
 
b. Need for cost groupings.  The overall objective of the indirect (F&A) cost allocation 
process is to distribute the indirect (F&A) costs described in Section B, Identification 
and assignment of indirect (F&A) costs, to the major functions of the institution in 
proportions reasonably consistent with the nature and extent of their use of the 
institution's resources.  In order to achieve this objective, it may be necessary to 
provide for selective distribution by establishing separate groupings of cost within one 
or more of the indirect (F&A) cost categories referred to in subsection B.1, Definition 
of Facilities and Administration.  In general, the cost groupings established within a 
category should constitute, in each case, a pool of those items of expense that are 
considered to be of like nature in terms of their relative contribution to (or degree of 
remoteness from) the particular cost objectives to which distribution is appropriate.  
Cost groupings should be established considering the general guides provided in 
subsection c below.  Each such pool or cost grouping should then be distributed 
individually to the related cost objectives, using the distribution base or method most 
appropriate in light of the guidelines set forth in subsection d below. 
 
 
c. General considerations on cost groupings.  The extent to which separate cost 
groupings and selective distribution would be appropriate at an institution is a matter of 
judgment to be determined on a case-by-case basis.  Typical situations which may 
warrant the establishment of two or more separate cost groupings (based on account 
classification or analysis) within an indirect (F&A) cost category include but are not 
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category include but are not limited to the following: 
(1) Where certain items or categories of expense relate solely to one of the 
major functions of the institution or to less than all functions, such expenses 
should be set aside as a separate cost grouping for direct assignment or 
selective allocation in accordance with the guides provided in subsections b 
and d. 
(2) Where any types of expense ordinarily treated as general administration or 
departmental administration are charged to sponsored agreements as direct 
costs, expenses applicable to other activities of the institution when incurred 
for the same purposes in like circumstances must, through separate cost 
groupings, be excluded from the F&A costs allocable to those sponsored 
agreements and included in the direct cost of other activities for cost 
allocation purposes. 
(3) Where it is determined that certain expenses are for the support of a 
service unit or facility whose output is susceptible of measurement on a 
workload or other quantitative basis, such expenses should be set aside as a 
separate cost grouping for distribution on such basis to organized research, 
instructional, and other activities at the institution or within the department. 
(4) Where activities provide their own purchasing, personnel administration, 
building maintenance or similar service, the distribution of general 
administration and general expenses, or operation and maintenance expenses 
to such activities should be accomplished through cost groupings which 
include only that portion of central F&A costs (such as for overall 
management) which are properly allocable to such activities. 
(5) Where the institution elects to treat fringe benefits as F&A charges, such 
costs should be set aside as a separate cost grouping for selective distribution 
to related cost objectives. 
(6) The number of separate cost groupings within a category should be held 
within practical limits, after taking into consideration the materiality of the 
amounts involved and the degree of precision attainable through less selective 
methods of distribution. 
 
 
 
 
d. Selection of distribution method. 
(1) Actual conditions must be taken into account in selecting the method or 
base to be used in distributing individual cost groupings. The essential 
consideration in selecting a base is that it be the one best suited for assigning 
the pool of costs to cost objectives in accordance with benefits derived; a 
traceable cause and effect relationship; or logic and reason, where neither 
benefit nor cause and effect relationship is determinable. 
(2) Where a cost grouping can be identified directly with the cost objective 
benefited, it should be assigned to that cost objective. 
(3) Where the expenses in a cost grouping are more general in nature, the 
distribution may be based on a cost analysis study which results in an 
equitable distribution of the costs. Such cost analysis studies may take into 
consideration weighting factors, population, or space occupied if appropriate. 


limited to the following: 
 
(1) If certain items or categories of expense relate solely to one of the major functions 
of the institution or to less than all functions, such expenses should be set aside as a 
separate cost grouping for direct assignment or selective allocation in accordance with 
the guides provided in subsections b and d. 
 
(2) If any types of expense ordinarily treated as general administration or departmental 
administration are charged to Federal awards as direct costs, expenses applicable to 
other activities of the institution when incurred for the same purposes in like 
circumstances must, through separate cost groupings, be excluded from the indirect 
(F&A) costs allocable to those Federal awards and included in the direct cost of other 
activities for cost allocation purposes. 
 
(3) If it is determined that certain expenses are for the support of a service unit or 
facility whose output is susceptible of measurement on a workload or other quantitative 
basis, such expenses should be set aside as a separate cost grouping for distribution on 
such basis to organized research, instructional, and other activities at the institution or 
within the department. 
 
(4) If activities provide their own purchasing, personnel administration, building 
maintenance or similar service, the distribution of general administration and general 
expenses, or operation and maintenance expenses to such activities should be 
accomplished through cost groupings which include only that portion of central indirect 
(F&A) costs (such as for overall management) which are properly allocable to such 
activities. 
 
(5) If the institution elects to treat fringe benefits as indirect (F&A) charges, such costs 
should be set aside as a separate cost grouping for selective distribution to related cost 
objectives. 
 
(6) The number of separate cost groupings within a category should be held within 
practical limits, after taking into consideration the materiality of the amounts involved 
and the degree of precision attainable through less selective methods of distribution. 
 
d. Selection of distribution method. 
 
(1) Actual conditions must be taken into account in selecting the method or base to be 
used in distributing individual cost groupings.  The essential consideration in selecting 
a base is that it be the one best suited for assigning the pool of costs to cost objectives 
in accordance with benefits derived; with a traceable cause-and-effect relationship; or 
with logic and reason, where neither benefit nor a cause-and-effect relationship is 
determinable. 
 
(2) If a cost grouping can be identified directly with the cost objective benefitted, it 
should be assigned to that cost objective. 
 
(3) If the expenses in a cost grouping are more general in nature, the distribution may 
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Cost analysis studies, however, must be appropriately documented in 
sufficient detail for subsequent review by the cognizant Federal agency, 
distribute the costs to the related cost objectives in accordance with the 
relative benefits derived, be statistically sound, be performed specifically at 
the institution at which the results are to be used, and be reviewed 
periodically, but not less frequently than every two years, updated if 
necessary, and used consistently. Any assumptions made in the study must be 
stated and explained. The use of cost analysis studies and periodic changes in 
the method of cost distribution must be fully justified. 
(4) If a cost analysis study is not performed, or if the study does not result in 
an equitable distribution of the costs, the distribution shall be made in 
accordance with the appropriate base cited in Section F, unless one of the 
following conditions is met: it can be demonstrated that the use of a different 
base would result in a more equitable allocation of the costs, or that a more 
readily available base would not increase the costs charged to sponsored 
agreements, or the institution qualifies for, and elects to use, the simplified 
method for computing F&A cost rates described in Section H of this 
Appendix. 
(5) Notwithstanding subsection E.2.d.(3) of this Appendix, effective July 1, 
1998, a cost analysis or base other than that in Section F of this Appendix 
shall not be used to distribute utility or student services costs. Instead, 
subsections F.4.c and F.4.d may be used in the recovery of utility costs. 
 
 
 
 
 
e. Order of distribution. 
(1) F&A costs are the broad categories of costs discussed in Section F.1 of 
this Appendix. 
(2) Depreciation and use allowances, operation and maintenance expenses, 
and general administrative and general expenses should be allocated in that 
order to the remaining F&A cost categories as well as to the major functions 
and specialized service facilities of the institution. Other cost categories may 
be allocated in the order determined to be most appropriate by the institutions. 
When cross allocation of costs is made as provided in subsection (3), this 
order of allocation does not apply. 
(3) Normally an F&A cost category will be considered closed once it has been 
allocated to other cost objectives, and costs may not be subsequently allocated 
to it. However, a cross allocation of costs between two or more F&A cost 
categories may be used if such allocation will result in a more equitable 
allocation of costs. If a cross allocation is used, an appropriate modification to 
the composition of the F&A cost categories described in Section F of this 
Appendix is required. 


be based on a cost analysis study which results in an equitable distribution of the costs.  
Such cost analysis studies may take into consideration weighting factors, population, or 
space occupied if appropriate.  Cost analysis studies, however, must (a) be 
appropriately documented in sufficient detail for subsequent review by the cognizant 
agency for indirect costs, (b) distribute the costs to the related cost objectives in 
accordance with the relative benefits derived, (c) be statistically sound, (d) be 
performed specifically at the institution at which the results are to be used, and (e) be 
reviewed periodically, but not less frequently than rate negotiations, updated if 
necessary, and used consistently.  Any assumptions made in the study must be stated 
and explained.  The use of cost analysis studies and periodic changes in the method of 
cost distribution must be fully justified. 
 
(4) If a cost analysis study is not performed, or if the study does not result in an 
equitable distribution of the costs, the distribution must be made in accordance with the 
appropriate base cited in Section B, Identification and assignment of indirect (F&A) 
costs, unless one of the following conditions is met:  (a) it can be demonstrated that the 
use of a different base would result in a more equitable allocation of the costs, or that a 
more readily available base would not increase the costs charged to Federal awards, or 
(b) the institution qualifies for, and elects to use, the simplified method for computing 
indirect (F&A) cost rates described in Section D, Simplified method for small 
institutions. 
 
(5) Notwithstanding subsection (3), effective July 1, 1998, a cost analysis or base other 
than that in Section B must not be used to distribute utility or student services costs.  
Instead, subsections B.4.c Operation and maintenance expenses may be used in the 
recovery of utility costs. 
 
e. Order of distribution. 
(1) Indirect (F&A) costs are the broad categories of costs discussed in Section B.1, 
Definitions of Facilities and Administration. 
 
(2) Depreciation, interest expenses, operation and maintenance expenses, and general 
administrative and general expenses should be allocated in that order to the remaining 
indirect (F&A) cost categories as well as to the major functions and specialized service 
facilities of the institution.  Other cost categories may be allocated in the order 
determined to be most appropriate by the institutions.  When cross allocation of costs is 
made as provided in subsection (3), this order of allocation does not apply. 
 
(3) Normally an indirect (F&A) cost category will be considered closed once it has 
been allocated to other cost objectives, and costs may not be subsequently allocated to 
it.  However, a cross allocation of costs between two or more indirect (F&A) cost 
categories may be used if such allocation will result in a more equitable allocation of 
costs.  If a cross allocation is used, an appropriate modification to the composition of 
the indirect (F&A) cost categories described in Section B is required. 
 


F. Identification and Assignment of F&A Costs 
 
1. Definition of Facilities and Administration. F&A costs are broad categories 


B.  Identification and Assignment of Indirect (F&A) Costs. 


1.  Definition of Facilities and Administration.    
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of costs. “Facilities” is defined as depreciation and use allowances, interest on 
debt associated with certain buildings, equipment and capital improvements, 
operation and maintenance expenses, and library expenses. “Administration” 
is defined as general administration and general expenses, departmental 
administration, sponsored projects administration, student administration and 
services, and all other types of expenditures not listed specifically under one 
of the subcategories of Facilities (including cross allocations from other 
pools). 
2. Depreciation and use allowances. 
a. The expenses under this heading are the portion of the costs of the 
institution's buildings, capital improvements to land and buildings, and 
equipment which are computed in accordance with Section J.14 of this 
Appendix. 
b. In the absence of the alternatives provided for in Section E.2.d of this 
Appendix, the expenses included in this category shall be allocated in the 
following manner: 
(1) Depreciation or use allowances on buildings used exclusively in the 
conduct of a single function, and on capital improvements and equipment 
used in such buildings, shall be assigned to that function. 
(2) Depreciation or use allowances on buildings used for more than one 
function, and on capital improvements and equipment used in such buildings, 
shall be allocated to the individual functions performed in each building on 
the basis of usable square feet of space, excluding common areas such as 
hallways, stairwells, and rest rooms. 
(3) Depreciation or use allowances on buildings, capital improvements and 
equipment related to space ( e.g. , individual rooms, laboratories) used jointly 
by more than one function (as determined by the users of the space) shall be 
treated as follows. The cost of each jointly used unit of space shall be 
allocated to benefiting functions on the basis of: 
(a) The employee full-time equivalents (FTEs) or salaries and wages of those 
individual functions benefiting from the use of that space; or 
(b) Institution-wide employee FTEs or salaries and wages applicable to the 
benefiting major functions (see Section B.1 of this Appendix) of the 
institution. 
(4) Depreciation or use allowances on certain capital improvements to land, 
such as paved parking areas, fences, sidewalks, and the like, not included in 
the cost of buildings, shall be allocated to user categories of students and 
employees on a full-time equivalent basis. The amount allocated to the 
student category shall be assigned to the instruction function of the institution. 
The amount allocated to the employee category shall be further allocated to 
the major functions of the institution in proportion to the salaries and wages 
of all employees applicable to those functions. 
c. Large research facilities. The following provisions apply to large research 
facilities that are included in F&A rate proposals negotiated after January 1, 
2000, and on which the design and construction begin after July 1, 1998. 
Large facilities, for this provision, are defined as buildings with construction 
costs of more than $10 million. The determination of the Federal participation 
(use) percentage in a building is based on institution's estimates of building 


See section 200.414 Indirect (F&A) Costs which provides the basis for this indirect 
cost requirements. 


 


 
 
 
2.  Depreciation. 
a. The expenses under this heading are the portion of the costs of the institution's 
buildings, capital improvements to land and buildings, and equipment which are 
computed in accordance with section 200.436 Depreciation.  
 
b. In the absence of the alternatives provided for in Section A.2.d, Selection of 
distribution method, the expenses included in this category must be allocated in the 
following manner: 
(1) Depreciation on buildings used exclusively in the conduct of a single function, and 
on capital improvements and equipment used in such buildings, must be assigned to 
that function. 
(2) Depreciation on buildings used for more than one function, and on capital 
improvements and equipment used in such buildings, must be allocated to the 
individual functions performed in each building on the basis of usable square feet of 
space, excluding common areas such as hallways, stairwells, and rest rooms. 
(3) Depreciation on buildings, capital improvements and equipment related to space 
(e.g., individual rooms, laboratories) used jointly by more than one function (as 
determined by the users of the space) must be treated as follows. The cost of each 
jointly used unit of space must be allocated to benefitting functions on the basis of: 
 
 
(a) The employee full-time equivalents (FTEs) or salaries and wages of those 
individual functions benefitting from the use of that space; or 
(b) Institution-wide employee FTEs or salaries and wages applicable to the benefitting 
major functions (see Section A.1) of the institution. 
 
(4) Depreciation on certain capital improvements to land, such as paved parking areas, 
fences, sidewalks, and the like, not included in the cost of buildings, must be allocated 
to user categories of students and employees on a full-time equivalent basis.  The 
amount allocated to the student category must be assigned to the instruction function of 
the institution.  The amount allocated to the employee category must be further 
allocated to the major functions of the institution in proportion to the salaries and 
wages of all employees applicable to those functions. 
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use over its life, and is made during the planning phase for the building. 
(1) When an institution has large research facilities, of which 40 percent or 
more of total assignable space is expected for Federal use, the institution must 
maintain an adequate review and approval process to ensure that construction 
costs are reasonable. 
(a)The review process shall address and document relevant factors affecting 
construction costs, such as: 
i. Life cycle costs 
ii. Unique research needs 
iii. Special building needs 
iv. Building site preparation 
v. Environmental consideration 
vi. Federal construction code requirements 
vii. Competitive procurement practices 
(b) The approval process shall include review and approval of the projects by 
the institution's Board of Trustees (which can also be called Board of 
Directors, Governors or Regents) or other independent entities. 
(2) For research facilities costing more than $25 million, of which 50 percent 
or more of total assignable space is expected for Federal use, the institution 
must document the review steps performed to assure that construction costs 
are reasonable. The review should include an analysis of construction costs 
and a comparison of these costs with relevant construction data, including the 
National Science Foundation data for research facilities based on its biennial 
survey, “Science and Engineering Facilities at Colleges and Universities.” 
The documentation must be made available for review by Federal negotiators, 
when requested. 
 
3. Interest. Interest on debt associated with certain buildings, equipment and 
capital improvements, as defined in Section J.25 of this Appendix, shall be 
classified as an expenditure under the category Facilities. These costs shall be 
allocated in the same manner as the depreciation or use allowances on the 
buildings, equipment and capital improvements to which the interest relates. 
 
4. Operation and maintenance expenses. 
a. The expenses under this heading are those that have been incurred for the 
administration, supervision, operation, maintenance, preservation, and 
protection of the institution's physical plant. They include expenses normally 
incurred for such items as janitorial and utility services; repairs and ordinary 
or normal alterations of buildings, furniture and equipment; care of grounds; 
maintenance and operation of buildings and other plant facilities; security; 
earthquake and disaster preparedness; environmental safety; hazardous waste 
disposal; property, liability and all other insurance relating to property; space 
and capital leasing; facility planning and management; and, central receiving. 
The operation and maintenance expense category should also include its 
allocable share of fringe benefit costs, depreciation and use allowances, and 
interest costs. 
b. In the absence of the alternatives provided for in Section E.2.d of this 
Appendix, the expenses included in this category shall be allocated in the 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.  Interest.   
Interest on debt associated with certain buildings, equipment and capital improvements, 
as defined in section 200.449 Interest, must be classified as an expenditure under the 
category Facilities.  These costs must be allocated in the same manner as the 
depreciation on the buildings, equipment and capital improvements to which the 
interest relates. 
4.  Operation and maintenance expenses. 
a. The expenses under this heading are those that have been incurred for the 
administration, supervision, operation, maintenance, preservation, and protection of the 
institution's physical plant.  They include expenses normally incurred for such items as 
janitorial and utility services; repairs and ordinary or normal alterations of buildings, 
furniture and equipment; care of grounds; maintenance and operation of buildings and 
other plant facilities; security; earthquake and disaster preparedness; environmental 
safety; hazardous waste disposal; property, liability and all other insurance relating to 
property; space and capital leasing; facility planning and management;  and central 
receiving.  The operation and maintenance expense category should also include its 
allocable share of fringe benefit costs, depreciation, and interest costs. 
 
b. In the absence of the alternatives provided for in Section A.2.d, the expenses 
included in this category must be allocated in the same manner as described in 
subsection 2.b for depreciation. 
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same manner as described in subsection E.2.b for depreciation and use 
allowances. 
c. For F&A rates negotiated on or after July 1, 1998, an institution that 
previously employed a utility special cost study in its most recently negotiated 
F&A rate proposal in accordance with Section E.2.d of this Appendix, may 
add a utility cost adjustment (UCA) of 1.3 percentage points to its negotiated 
overall F&A rate for organized research. Exhibit B to this Appendix displays 
the list of eligible institutions. The allocation of utility costs to the benefiting 
functions shall otherwise be made in the same manner as described in 
subsection F.4.b of this Appendix. Beginning on July 1, 2002, Federal 
agencies shall reassess periodically the eligibility of institutions to receive the 
UCA. 
 
 
 
 
 
 
 
 
 
d. Beginning on July 1, 2002, Federal agencies may receive applications for 
utilization of the UCA from institutions not subject to the provisions of 
subsection F.4.c of this Appendix. 
 
 
 
 
 
 
5. General administration and general expenses. 
a. The expenses under this heading are those that have been incurred for the 
general executive and administrative offices of educational institutions and 
other expense of a general character which do not relate solely to any major 
function of the institution; i.e. , solely to instruction, organized research, other 
sponsored activities, or other institutional activities. The general 
administration and general expense category should also include its allocable 
share of fringe benefit costs, operation and maintenance expense, depreciation 
and use allowances, and interest costs. Examples of general administration 
and general expenses include: those expenses incurred by administrative 
offices that serve the entire university system of which the institution is a part; 
central offices of the institution such as the President's or Chancellor's office, 
the offices for institution-wide financial management, business services, 
budget and planning, personnel management, and safety and risk 
management; the office of the General Counsel; and, the operations of the 
central administrative management information systems. General 
administration and general expenses shall not include expenses incurred 
within non-university-wide deans' offices, academic departments, organized 


 
 
c. A utility cost adjustment of up to 1.3 percentage points may be included in the 
negotiated indirect cost rate of the IHE for organized research, per the computation 
alternatives below: 
(1) Where space is devoted to a single function and metering allows unambiguous 
measurement of usage related to that space, costs must be assigned to the function 
located in that space. 
(2) Where space is allocated to different functions and metering does not allow 
unambiguous measurement of usage by function, costs must be allocated as follows: 
(i) Utilities costs should be apportioned to functions in the same manner as 
depreciation, based on the calculated difference between the site or building actual 
square footage for monitored research laboratory space (site, building, floor, or room), 
and a separate calculation prepared by the IHE using the “effective square footage” 
described in subsection (ii) below. 
(ii)  “Effective square footage” allocated to research laboratory space must be 
calculated as the actual square footage times the relative energy utilization index 
(REUI) posted on the OMB website at the time of a rate determination.   
A. This index is the ratio of a laboratory energy use index (lab EUI) to the 
corresponding index for overall average college or university space (college EUI).   
 
B. In July 2012, values for these two indices (taken respectively from the Lawrence 
Berkeley Laboratory “Labs for the 21st Century” benchmarking tool 
http://labs21benchmarking.lbl.gov/CompareData.php and the US Department of 
Energy “Buildings Energy Databook” and 
http://buildingsdatabook.eren.doe.gov/CBECS.aspx) were 310 kBtu/sq ft – yr. and 155 
kBtu/sq ft – yr., so that the adjustment ratio is 2.0 by this methodology.  To retain 
currency, OMB will adjust the EUI numbers from time to time (no more often than 
annually nor less often than every 5 years), using reliable and publicly disclosed data.  
Current values of both the EUIs and the REUI will be posted on the OMB web site.   
5.  General administration and general expenses. 
a.  The expenses under this heading are those that have been incurred for the general 
executive and administrative offices of educational institutions and other expenses of a 
general character which do not relate solely to any major function of the institution; i.e., 
solely to (1) instruction, (2) organized research, (3) other sponsored activities, or (4) 
other institutional activities.  The general administration and general expense category 
should also include its allocable share of fringe benefit costs, operation and 
maintenance expense, depreciation, and interest costs.  Examples of general 
administration and general expenses include: those expenses incurred by administrative 
offices that serve the entire university system of which the institution is a part; central 
offices of the institution such as the President's or Chancellor's office, the offices for 
institution-wide financial management, business services, budget and planning, 
personnel management, and safety and risk management; the office of the General 
Counsel; and the operations of the central administrative management information 
systems.  General administration and general expenses must not include expenses 
incurred within non-university-wide deans' offices, academic departments, organized 
research units, or similar organizational units. (See subsection 6, Departmental 
administration expenses.) 
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research units, or similar organizational units. (See subsection F.6. of this 
Appendix, Departmental administration expenses.) 
b. In the absence of the alternatives provided for in Section E.2.d of this 
Appendix, the expenses included in this category shall be grouped first 
according to common major functions of the institution to which they render 
services or provide benefits. The aggregate expenses of each group shall then 
be allocated to serviced or benefited functions on the modified total cost 
basis. Modified total costs consist of the same elements as those in Section 
G.2 of this Appendix. When an activity included in this F&A cost category 
provides a service or product to another institution or organization, an 
appropriate adjustment must be made to either the expenses or the basis of 
allocation or both, to assure a proper allocation of costs. 
 
6. Departmental administration expenses. 
a. The expenses under this heading are those that have been incurred for 
administrative and supporting services that benefit common or joint 
departmental activities or objectives in academic deans' offices, academic 
departments and divisions, and organized research units. Organized research 
units include such units as institutes, study centers, and research centers. 
Departmental administration expenses are subject to the following limitations. 
(1) Academic deans' offices. Salaries and operating expenses are limited to 
those attributable to administrative functions. 
(2) Academic departments: 
(a) Salaries and fringe benefits attributable to the administrative work 
(including bid and proposal preparation) of faculty (including department 
heads), and other professional personnel conducting research and/or 
instruction, shall be allowed at a rate of 3.6 percent of modified total direct 
costs. This category does not include professional business or professional 
administrative officers. This allowance shall be added to the computation of 
the F&A cost rate for major functions in Section G of this Appendix; the 
expenses covered by the allowance shall be excluded from the departmental 
administration cost pool. No documentation is required to support this 
allowance. 
(b) Other administrative and supporting expenses incurred within academic 
departments are allowable provided they are treated consistently in like 
circumstances. This would include expenses such as the salaries of secretarial 
and clerical staffs, the salaries of administrative officers and assistants, travel, 
office supplies, stockrooms, and the like. 
(3) Other fringe benefit costs applicable to the salaries and wages included in 
subsections F.6.a.(1) and (2) of this Appendix are allowable, as well as an 
appropriate share of general administration and general expenses, operation 
and maintenance expenses, and depreciation and/or use allowances. 
(4) Federal agencies may authorize reimbursement of additional costs for 
department heads and faculty only in exceptional cases where an institution 
can demonstrate undue hardship or detriment to project performance. 
 
b. The following guidelines apply to the determination of departmental 
administrative costs as direct or F&A costs. 


 
 
b.  In the absence of the alternatives provided for in Section A.2.d, the expenses 
included in this category must be grouped first according to common major functions 
of the institution to which they render services or provide benefits.  The aggregate 
expenses of each group must then be allocated to serviced or benefitted functions on 
the modified total cost basis.  Modified total costs consist of the same elements as those 
in Section C.2.  When an activity included in this indirect (F&A) cost category 
provides a service or product to another institution or organization, an appropriate 
adjustment must be made to either the expenses or the basis of allocation or both, to 
assure a proper allocation of costs. 
 
 
6.  Departmental administration expenses. 
a.  The expenses under this heading are those that have been incurred for administrative 
and supporting services that benefit common or joint departmental activities or 
objectives in academic deans' offices, academic departments and divisions, and 
organized research units.  Organized research units include such units as institutes, 
study centers, and research centers.  Departmental administration expenses are subject 
to the following limitations. 
(1) Academic deans' offices. Salaries and operating expenses are limited to those 
attributable to administrative functions. 
(2) Academic departments: 
(a) Salaries and fringe benefits attributable to the administrative work (including bid 
and proposal preparation) of faculty (including department heads) and other 
professional personnel conducting research and/or instruction, must be allowed at a rate 
of 3.6 percent of modified total direct costs.  This category does not include 
professional business or professional administrative officers.  This allowance must be 
added to the computation of the indirect (F&A) cost rate for major functions in Section 
C, Determination and application of indirect (F&A) cost rate or rates; the expenses 
covered by the allowance must be excluded from the departmental administration cost 
pool.   No documentation is required to support this allowance. 
 
(b) Other administrative and supporting expenses incurred within academic 
departments are allowable provided they are treated consistently in like circumstances.  
This would include expenses such as the salaries of secretarial and clerical staffs, the 
salaries of administrative officers and assistants, travel, office supplies, stockrooms, 
and the like. 
(3) Other fringe benefit costs applicable to the salaries and wages included in 
subsections (1) and (2) are allowable, as well as an appropriate share of general 
administration and general expenses, operation and maintenance expenses, and 
depreciation. 
(4) Federal agencies may authorize reimbursement of additional costs for department 
heads and faculty only in exceptional cases where an institution can demonstrate undue 
hardship or detriment to project performance. 
 
b. The following guidelines apply to the determination of departmental administrative 
costs as direct or indirect (F&A) costs. 
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(1) In developing the departmental administration cost pool, special care 
should be exercised to ensure that costs incurred for the same purpose in like 
circumstances are treated consistently as either direct or F&A costs. For 
example, salaries of technical staff, laboratory supplies ( e.g. , chemicals), 
telephone toll charges, animals, animal care costs, computer costs, travel 
costs, and specialized shop costs shall be treated as direct cost wherever 
identifiable to a particular cost objective. Direct charging of these costs may 
be accomplished through specific identification of individual costs to 
benefiting cost objectives, or through recharge centers or specialized service 
facilities, as appropriate under the circumstances. 
 
(2) The salaries of administrative and clerical staff should normally be treated 
as F&A costs. Direct charging of these costs may be appropriate where a 
major project or activity explicitly budgets for administrative or clerical 
services and individuals involved can be specifically identified with the 
project or activity. “Major project” is defined as a project that requires an 
extensive amount of administrative or clerical support, which is significantly 
greater than the routine level of such services provided by academic 
departments. Some examples of major projects are described in Exhibit C to 
this Appendix. 
(3) Items such as office supplies, postage, local telephone costs, and 
memberships shall normally be treated as F&A costs. 
 
c. In the absence of the alternatives provided for in Section E.2.d of this 
Appendix, the expenses included in this category shall be allocated as 
follows: 
(1) The administrative expenses of the dean's office of each college and 
school shall be allocated to the academic departments within that college or 
school on the modified total cost basis. 
(2) The administrative expenses of each academic department, and the 
department's share of the expenses allocated in subsection F.6.b.(1) of this 
Appendix shall be allocated to the appropriate functions of the department on 
the modified total cost basis. 
 
7. Sponsored projects administration. 
a. The expenses under this heading are limited to those incurred by a separate 
organization(s) established primarily to administer sponsored projects, 
including such functions as grant and contract administration (Federal and 
non-Federal), special security, purchasing, personnel, administration, and 
editing and publishing of research and other reports. They include the salaries 
and expenses of the head of such organization, assistants, and immediate staff, 
together with the salaries and expenses of personnel engaged in supporting 
activities maintained by the organization, such as stock rooms, stenographic 
pools and the like. This category also includes an allocable share of fringe 
benefit costs, general administration and general expenses, operation and 
maintenance expenses, depreciation/use allowances. Appropriate adjustments 
will be made for services provided to other functions or organizations. 
b. In the absence of the alternatives provided for in Section E.2.d of this 


(1) In developing the departmental administration cost pool, special care should be 
exercised to ensure that costs incurred for the same purpose in like circumstances are 
treated consistently as either direct or indirect (F&A) costs.  For example, salaries of 
technical staff, laboratory supplies (e.g., chemicals), telephone toll charges, animals, 
animal care costs, computer costs, travel costs, and specialized shop costs must be 
treated as direct costs wherever identifiable to a particular cost objective.  Direct 
charging of these costs may be accomplished through specific identification of 
individual costs to benefitting cost objectives, or through recharge centers or 
specialized service facilities, as appropriate under the circumstances. See sections 
200.413 Direct Costs, paragraph (c) and 200.468 Specialized Service Facilities.. 
 
(2) Items such as office supplies, postage, local telephone costs, and memberships must 
normally be treated as indirect (F&A) costs. 
 
 
 
 
 
 
 
 
 
 
c.  In the absence of the alternatives provided for in Section A.2.d, the expenses 
included in this category must be allocated as follows: 
(1) The administrative expenses of the dean's office of each college and school must be 
allocated to the academic departments within that college or school on the modified 
total cost basis. 
 
(2)The administrative expenses of each academic department, and the department's 
share of the expenses allocated in subsection (1) must be allocated to the appropriate 
functions of the department on the modified total cost basis. 
 
 
7.  Sponsored projects administration. 
a. The expenses under this heading are limited to those incurred by a separate 
organization(s) established primarily to administer sponsored projects, including such 
functions as grant and contract administration (Federal and non-Federal), special 
security, purchasing, personnel, administration, and editing and publishing of research 
and other reports.  They include the salaries and expenses of the head of such 
organization, assistants, and immediate staff, together with the salaries and expenses of 
personnel engaged in supporting activities maintained by the organization, such as 
stock rooms, print shops, and the like.   This category also includes an allocable share 
of fringe benefit costs, general administration and general expenses, operation and 
maintenance expenses, and depreciation.  Appropriate adjustments will be made for 
services provided to other functions or organizations. 
 
b. In the absence of the alternatives provided for in Section A.2.d, the expenses 
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Appendix, the expenses included in this category shall be allocated to the 
major functions of the institution under which the sponsored projects are 
conducted on the basis of the modified total cost of sponsored projects. 
c. An appropriate adjustment shall be made to eliminate any duplicate charges 
to sponsored agreements when this category includes similar or identical 
activities as those included in the general administration and general expense 
category or other F&A cost items, such as accounting, procurement, or 
personnel administration. 
 
 
 
8. Library expenses. 
a. The expenses under this heading are those that have been incurred for the 
operation of the library, including the cost of books and library materials 
purchased for the library, less any items of library income that qualify as 
applicable credits under Section C.5 of this Appendix. The library expense 
category should also include the fringe benefits applicable to the salaries and 
wages included therein, an appropriate share of general administration and 
general expense, operation and maintenance expense, and depreciation and 
use allowances. Costs incurred in the purchases of rare books (museum-type 
books) with no value to sponsored agreements should not be allocated to 
them. 
b. In the absence of the alternatives provided for in Section E.2.d of this 
Appendix, the expenses included in this category shall be allocated first on 
the basis of primary categories of users, including students, professional 
employees, and other users. 
(1) The student category shall consist of full-time equivalent students enrolled 
at the institution, regardless of whether they earn credits toward a degree or 
certificate. 
(2) The professional employee category shall consist of all faculty members 
and other professional employees of the institution, on a full-time equivalent 
basis. 
(3) The other users category shall consist of all other users of library facilities. 
 
c. Amount allocated in subsection E.8.b of this Appendix shall be assigned 
further as follows: 
(1) The amount in the student category shall be assigned to the instruction 
function of the institution. 
(2) The amount in the professional employee category shall be assigned to the 
major functions of the institution in proportion to the salaries and wages of all 
faculty members and other professional employees applicable to those 
functions. 
(3) The amount in the other users category shall be assigned to the other 
institutional activities function of the institution. 
 
9. Student administration and services. 
a. The expenses under this heading are those that have been incurred for the 
administration of student affairs and for services to students, including 


included in this category must be allocated to the major functions of the institution 
under which the sponsored projects are conducted on the basis of the modified total 
cost of sponsored projects. 
 
c. An appropriate adjustment must be made to eliminate any duplicate charges to 
Federal awards when this category includes similar or identical activities as those 
included in the general administration and general expense category or other indirect 
(F&A) cost items, such as accounting, procurement, or personnel administration. 
 
 
 
8.  Library expenses. 
a.  The expenses under this heading are those that have been incurred for the operation 
of the library, including the cost of books and library materials purchased for the 
library, less any items of library income that qualify as applicable credits under section 
200.406 Applicable Credits.  The library expense category should also include the 
fringe benefits applicable to the salaries and wages included therein, an appropriate 
share of general administration and general expense, operation and maintenance 
expense, and depreciation.   Costs incurred in the purchases of rare books 
(museum-type books) with no value to Federal awards should not be allocated to them. 
 
 
b. In the absence of the alternatives provided for in Section A.2.d, the expenses 
included in this category must be allocated first on the basis of primary categories of 
users, including students, professional employees, and other users.  
 
(1) The student category must consist of full-time equivalent students enrolled at the 
institution, regardless of whether they earn credits toward a degree or certificate. 
 
(2) The professional employee category must consist of all faculty members and other 
professional employees of the institution, on a full-time equivalent basis.  This category 
may also include post-doctorate fellows and graduate students.  
(3) The other users category must consist of a reasonable factor as determined by 
institutional records to account for all other users of library facilities. 
c.  Amount allocated in paragraph b above must be assigned further as follows: 
 
(1) The amount in the student category must be assigned to the instruction function of 
the institution. 
(2) The amount in the professional employee category must be assigned to the major 
functions of the institution in proportion to the salaries and wages of all faculty 
members and other professional employees applicable to those functions. 
 
(3) The amount in the other users category must be assigned to the other institutional 
activities function of the institution. 
 
9.  Student administration and services. 
a. The expenses under this heading are those that have been incurred for the 
administration of student affairs and for services to students, including expenses of 
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expenses of such activities as deans of students, admissions, registrar, 
counseling and placement services, student advisers, student health and 
infirmary services, catalogs, and commencements and convocations. The 
salaries of members of the academic staff whose responsibilities to the 
institution require administrative work that benefits sponsored projects may 
also be included to the extent that the portion charged to student 
administration is determined in accordance with Section J.10 of this 
Appendix. This expense category also includes the fringe benefit costs 
applicable to the salaries and wages included therein, an appropriate share of 
general administration and general expenses, operation and maintenance, and 
use allowances and/or depreciation. 
 
b. In the absence of the alternatives provided for in Section E.2.d of this 
Appendix, the expenses in this category shall be allocated to the instruction 
function, and subsequently to sponsored agreements in that function. 
 
10. Offset for F&A expenses otherwise provided for by the Federal 
Government. 
a. The items to be accumulated under this heading are the reimbursements and 
other payments from the Federal Government that are made to the institution 
to support solely, specifically, and directly, in whole or in part, any of the 
administrative or service activities described in subsections F.2 through 9 of 
this Appendix. 
b. The items in this group shall be treated as a credit to the affected individual 
F&A cost category before that category is allocated to benefiting functions. 


such activities as deans of students, admissions, registrar, counseling and placement 
services, student advisers, student health and infirmary services, catalogs, and 
commencements and convocations.  The salaries of members of the academic staff 
whose responsibilities to the institution require administrative work that benefits 
sponsored projects may also be included to the extent that the portion  charged to 
student administration is  determined in accordance with General Provisions for 
Selected Items of Cost of  Subpart E – Cost Principles of this Part.  This expense 
category also includes the fringe benefit costs applicable to the salaries and wages 
included therein, an appropriate share of general administration and general expenses, 
operation and maintenance, interest expense, and depreciation. 
 
 
b. In the absence of the alternatives provided for in Section A.2.d, the expenses in this 
category must be allocated to the instruction function, and subsequently to Federal 
awards in that function. 
 
10.  Offset for indirect (F&A) expenses otherwise provided for by the Federal 
Government. 
a. The items to be accumulated under this heading are the reimbursements and other 
payments from the Federal government which are made to the institution to support 
solely, specifically, and directly, in whole or in part, any of the administrative or 
service activities described in subsections 2 through 9. 
 
b. The items in this group must be treated as a credit to the affected individual indirect 
(F&A) cost category before that category is allocated to benefitting functions. 
 


G. Determination and Application of F&A Cost Rate or Rates 
1. F&A cost pools. 
a. (1) Subject to subsection b, the separate categories of F&A costs allocated 
to each major function of the institution as prescribed in Section F shall be 
aggregated and treated as a common pool for that function. The amount in 
each pool shall be divided by the distribution base described in subsection G.2 
of this Appendix to arrive at a single F&A cost rate for each function. 
 
(2) The rate for each function is used to distribute F&A costs to individual 
sponsored agreements of that function. Since a common pool is established 
for each major function of the institution, a separate F&A cost rate would be 
established for each of the major functions described in Section B.1 of this 
Appendix under which sponsored agreements are carried out. 
(3) Each institution's F&A cost rate process must be appropriately designed to 
ensure that Federal sponsors do not in any way subsidize the F&A costs of 
other sponsors, specifically activities sponsored by industry and foreign 
governments. Accordingly, each allocation method used to identify and 
allocate the F&A cost pools, as described in Sections E.2 and F.2 through F.9 
of this Appendix, must contain the full amount of the institution's modified 
total costs or other appropriate units of measurement used to make the 
computations. In addition, the final rate distribution base (as defined in 
subsection G.2 of this Appendix) for each major function (organized research, 


C.  Determination and application of indirect (F&A) cost rate or rates. 
1.  Indirect (F&A) cost pools. 
a.  (1) Subject to subsection b, the separate categories of indirect (F&A) costs allocated 
to each major function of the institution as prescribed in paragraph B of this paragraph 
C.1 Identification and assignment of indirect (F&A) costs, must be aggregated and 
treated as a common pool for that function.  The amount in each pool must be divided 
by the distribution base described in subsection 2 to arrive at a single indirect (F&A) 
cost rate for each function.   
(2) The rate for each function is used to distribute indirect (F&A) costs to individual 
Federal awards of that function.  Since a common pool is established for each major 
function of the institution, a separate indirect (F&A) cost rate would be established for 
each of the major functions described in Section A.1 under which Federal awards are 
carried out. 
(3) Each institution's indirect (F&A) cost rate process must be appropriately designed 
to ensure that Federal sponsors do not in any way subsidize the indirect (F&A) costs of 
other sponsors, specifically activities sponsored by industry and foreign governments.  
Accordingly, each allocation method used to identify and allocate the indirect (F&A) 
cost pools, as described in Sections A.2, Criteria for distribution, and B.2 through B.9, 
must contain the full amount of the institution's modified total costs or other 
appropriate units of measurement used to make the computations.  In addition, the final 
rate distribution base (as defined in subsection 2) for each major function (organized 
research, instruction, etc., as described in Section A.1, Major functions of an 
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instruction, etc., as described in Section B.1 of this Appendix) shall contain 
all the programs or activities that utilize the F&A costs allocated to that major 
function. At the time a F&A cost proposal is submitted to a cognizant Federal 
agency, each institution must describe the process it uses to ensure that 
Federal funds are not used to subsidize industry and foreign government 
funded programs. 
b. In some instances a single rate basis for use across the board on all work 
within a major function at an institution may not be appropriate. A single rate 
for research, for example, might not take into account those different 
environmental factors and other conditions which may affect substantially the 
F&A costs applicable to a particular segment of research at the institution. A 
particular segment of research may be that performed under a single 
sponsored agreement or it may consist of research under a group of sponsored 
agreements performed in a common environment. The environmental factors 
are not limited to the physical location of the work. Other important factors 
are the level of the administrative support required, the nature of the facilities 
or other resources employed, the scientific disciplines or technical skills 
involved, the organizational arrangements used, or any combination thereof. 
Where a particular segment of a sponsored agreement is performed within an 
environment which appears to generate a significantly different level of F&A 
costs, provisions should be made for a separate F&A cost pool applicable to 
such work. The separate F&A cost pool should be developed during the 
regular course of the rate determination process and the separate F&A cost 
rate resulting therefrom should be utilized; provided it is determined that such 
F&A cost rate differs significantly from that which would have been obtained 
under subsection G.1.a of this Appendix, and the volume of work to which 
such rate would apply is material in relation to other sponsored agreements at 
the institution. 
 
2. The distribution basis. F&A costs shall be distributed to applicable 
sponsored agreements and other benefiting activities within each major 
function (see Section B.1) on the basis of modified total direct costs, 
consisting of all salaries and wages, fringe benefits, materials and supplies, 
services, travel, and subgrants and subcontracts up to the first $25,000 of each 
subgrant or subcontract (regardless of the period covered by the subgrant or 
subcontract). Equipment, capital expenditures, charges for patient care and 
tuition remission, rental costs, scholarships, and fellowships as well as the 
portion of each subgrant and subcontract in excess of $25,000 shall be 
excluded from modified total direct costs. Other items may only be excluded 
where necessary to avoid a serious inequity in the distribution of F&A costs. 
For this purpose, a F&A cost rate should be determined for each of the 
separate F&A cost pools developed pursuant to subsection G.1 of this 
Appendix. The rate in each case should be stated as the percentage that the 
amount of the particular F&A cost pool is of the modified total direct costs 
identified with such pool. 
 
3. Negotiated lump sum for F&A costs. A negotiated fixed amount in lieu of 
F&A costs may be appropriate for self-contained, off-campus, or primarily 


institution) must contain all the programs or activities which utilize the indirect (F&A) 
costs allocated to that major function.  At the time an indirect (F&A) cost proposal is 
submitted to a cognizant agency for indirect costs, each institution must describe the 
process it uses to ensure that Federal funds are not used to subsidize industry and 
foreign government funded programs. 
 
b.  In some instances a single rate basis for use across the board on all work within a 
major function at an institution may not be appropriate.  A single rate for research, for 
example, might not take into account those different environmental factors and other 
conditions which may affect substantially the indirect (F&A) costs applicable to a 
particular segment of research at the institution.  A particular segment of research may 
be that performed under a single sponsored agreement or it may consist of research 
under a group of Federal awards performed in a common environment.  The 
environmental factors are not limited to the physical location of the work.  Other 
important factors are the level of the administrative support required, the nature of the 
facilities or other resources employed, the scientific disciplines or technical skills 
involved, the organizational arrangements used, or any combination thereof.  If a 
particular segment of a sponsored agreement is performed within an environment 
which appears to generate a significantly different level of indirect (F&A) costs, 
provisions should be made for a separate indirect (F&A) cost pool applicable to such 
work.  The separate indirect (F&A) cost pool should be developed during the regular 
course of the rate determination process and the separate indirect (F&A) cost rate 
resulting therefrom should be utilized; provided it is determined that (1) such indirect 
(F&A) cost rate differs significantly from that which would have been obtained under 
subsection a, and (2) the volume of work to which such rate would apply is material in 
relation to other Federal awards at the institution. 
 
 
 
2.  The distribution basis.  
Indirect (F&A) costs must be distributed to applicable Federal awards and other 
benefitting activities within each major function (see section A.1, Major functions of an 
institution) on the basis of modified total direct costs (MTDC), consisting of all salaries 
and wages, fringe benefits, materials and supplies, services, travel, and subgrants and 
subcontracts up to the first $25,000 of each subaward (regardless of the period covered 
by the subaward).  MTDC is defined in 200.68 Modified Total Direct Cost (MTDC). 
For this purpose, an indirect (F&A) cost rate should be determined for each of the 
separate indirect (F&A) cost pools developed pursuant to subsection 1.  The rate in 
each case should be stated as the percentage which the amount of the particular indirect 
(F&A) cost pool is of the modified total direct costs identified with such pool.   
 
 
 
 
 
 
3.  Negotiated lump sum for indirect (F&A) costs.   
A negotiated fixed amount in lieu of indirect (F&A) costs may be appropriate for 
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subcontracted activities where the benefits derived from an institution's F&A 
services cannot be readily determined. Such negotiated F&A costs will be 
treated as an offset before allocation to instruction, organized research, other 
sponsored activities, and other institutional activities. The base on which such 
remaining expenses are allocated should be appropriately adjusted. 
 
4. Predetermined rates for F&A costs. Public Law 87–638 (76 Stat. 437) 
authorizes the use of predetermined rates in determining the “indirect costs” 
(F&A costs in this Appendix) applicable under research agreements with 
educational institutions. The stated objectives of the law are to simplify the 
administration of cost-type research and development contracts (including 
grants) with educational institutions, to facilitate the preparation of their 
budgets, and to permit more expeditious closeout of such contracts when the 
work is completed. In view of the potential advantages offered by this 
procedure, negotiation of predetermined rates for F&A costs for a period of 
two to four years should be the norm in those situations where the cost 
experience and other pertinent facts available are deemed sufficient to enable 
the parties involved to reach an informed judgment as to the probable level of 
F&A costs during the ensuing accounting periods. 
 
5. Negotiated fixed rates and carry-forward provisions. When a fixed rate is 
negotiated in advance for a fiscal year (or other time period), the over- or 
under-recovery for that year may be included as an adjustment to the F&A 
cost for the next rate negotiation. When the rate is negotiated before the carry-
forward adjustment is determined, the carry-forward amount may be applied 
to the next subsequent rate negotiation. When such adjustments are to be 
made, each fixed rate negotiated in advance for a given period will be 
computed by applying the expected F&A costs allocable to sponsored 
agreements for the forecast period plus or minus the carry-forward adjustment 
(over- or under-recovery) from the prior period, to the forecast distribution 
base. Unrecovered amounts under lump-sum agreements or cost-sharing 
provisions of prior years shall not be carried forward for consideration in the 
new rate negotiation. There must, however, be an advance understanding in 
each case between the institution and the cognizant Federal agency as to 
whether these differences will be considered in the rate negotiation rather than 
making the determination after the differences are known. Further, institutions 
electing to use this carry-forward provision may not subsequently change 
without prior approval of the cognizant Federal agency. In the event that an 
institution returns to a postdetermined rate, any over- or under-recovery 
during the period in which negotiated fixed rates and carry-forward provisions 
were followed will be included in the subsequent postdetermined rates. Where 
multiple rates are used, the same procedure will be applicable for determining 
each rate. 
 
6. Provisional and final rates for F&A costs. Where the cognizant agency 
determines that cost experience and other pertinent facts do not justify the use 
of predetermined rates, or a fixed rate with a carry-forward, or if the parties 
cannot agree on an equitable rate, a provisional rate shall be established. To 


self-contained, off-campus, or primarily subcontracted activities where the benefits 
derived from an institution's indirect (F&A) services cannot be readily determined.  
Such negotiated indirect (F&A) costs will be treated as an offset before allocation to 
instruction, organized research, other sponsored activities, and other institutional 
activities.  The base on which such remaining expenses are allocated should be 
appropriately adjusted. 
4.  Predetermined rates for indirect (F&A) costs.   
Public Law 87-638 (76 Stat. 437) as amended (41 U.S.C. § 4708) authorizes the use of 
predetermined rates in determining the "indirect costs" (indirect (F&A) costs) 
applicable under research agreements with educational institutions.  The stated 
objectives of the law are to simplify the administration of cost-type research and 
development contracts (including grants) with educational institutions, to facilitate the 
preparation of their budgets, and to permit more expeditious closeout of such contracts 
when the work is completed.  In view of the potential advantages offered by this 
procedure,  negotiation of predetermined rates for indirect (F&A) costs for a period of 
two to four years should be the norm in those situations where the cost experience and 
other pertinent facts available are deemed sufficient to enable the parties involved to 
reach an informed judgment as to the probable level of indirect (F&A) costs during the 
ensuing accounting periods. 
 
5.  Negotiated fixed rates and carry-forward provisions.   
When a fixed rate is negotiated in advance for a fiscal year (or other time period), the 
over- or under-recovery for that year may be included as an adjustment to the indirect 
(F&A) cost for the next rate negotiation.  When the rate is negotiated before the 
carry-forward adjustment is determined, the carry-forward amount may be applied to 
the next subsequent rate negotiation.  When such adjustments are to be made, each 
fixed rate negotiated in advance for a given period will be computed by applying the 
expected indirect (F&A) costs allocable to Federal awards for the forecast period plus 
or minus the carry-forward adjustment (over- or under-recovery) from the prior period, 
to the forecast distribution base.  Unrecovered amounts under lump-sum agreements or 
cost-sharing provisions of prior years must not be carried forward for consideration in 
the new rate negotiation.  There must, however, be an advance understanding in each 
case between the institution and the cognizant agency for indirect costs as to whether 
these differences will be considered in the rate negotiation rather than making the 
determination after the differences are known.  Further, institutions electing to use this 
carry-forward provision may not subsequently change without prior approval of the 
cognizant agency for indirect costs.  In the event that an institution returns to a post-
determined rate, any over- or under-recovery during the period in which negotiated 
fixed rates and carry-forward provisions were followed will be included in the 
subsequent post-determined rates.  Where multiple rates are used, the same procedure 
will be applicable for determining each rate. 
 
 
 
6.  Provisional and final rates for indirect (F&A) costs.   
Where the cognizant agency for indirect costs determines that cost experience and other 
pertinent facts do not justify the use of predetermined rates, or a fixed rate with a carry-
forward, or if the parties cannot agree on an equitable rate, a provisional rate must be 
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prevent substantial overpayment or underpayment, the provisional rate may 
be adjusted by the cognizant agency during the institution's fiscal year. 
Predetermined or fixed rates may replace provisional rates at any time prior to 
the close of the institution's fiscal year. If a provisional rate is not replaced by 
a predetermined or fixed rate prior to the end of the institution's fiscal year, a 
final rate will be established and upward or downward adjustments will be 
made based on the actual allowable costs incurred for the period involved. 
 
7. Fixed rates for the life of the sponsored agreement. 
a. Federal agencies shall use the negotiated rates for F&A costs in effect at the 
time of the initial award throughout the life of the sponsored agreement. 
“Life” for the purpose of this subsection means each competitive segment of a 
project. A competitive segment is a period of years approved by the Federal 
funding agency at the time of the award. If negotiated rate agreements do not 
extend through the life of the sponsored agreement at the time of the initial 
award, then the negotiated rate for the last year of the sponsored agreement 
shall be extended through the end of the life of the sponsored agreement. 
Award levels for sponsored agreements may not be adjusted in future years as 
a result of changes in negotiated rates. 
b. When an educational institution does not have a negotiated rate with the 
Federal Government at the time of the award (because the educational 
institution is a new grantee or the parties cannot reach agreement on a rate), 
the provisional rate used at the time of the award shall be adjusted once a rate 
is negotiated and approved by the cognizant agency. 
 
 
8. Limitation on reimbursement of administrative costs. 
a. Notwithstanding the provisions of subsection G.1.a of this Appendix, the 
administrative costs charged to sponsored agreements awarded or amended 
(including continuation and renewal awards) with effective dates beginning 
on or after the start of the institution's first fiscal year which begins on or after 
October 1, 1991, shall be limited to 26% of modified total direct costs (as 
defined in subsection G.2 of this Appendix) for the total of General 
Administration and General Expenses, Departmental Administration, 
Sponsored Projects Administration, and Student Administration and Services 
(including their allocable share of depreciation and/or use allowances, interest 
costs, operation and maintenance expenses, and fringe benefits costs, as 
provided by Sections F.5, F.6, F.7 and F.9 of this Appendix) and all other 
types of expenditures not listed specifically under one of the subcategories of 
facilities in Section F of this Appendix. 
b. Existing F&A cost rates that affect institutions' fiscal years which begin on 
or after October 1, 1991, shall be unilaterally amended by the cognizant 
Federal agency to reflect the cost limitation in subsection G.8.a of this 
Appendix. 
c. Permanent rates established prior to this revision that have been amended in 
accordance with subsection G.8.b of this Appendix may be renegotiated. 
However, no such renegotiated rate may exceed the rate which would have 
been in effect if the agreement had remained in effect; nor may the 


established. To prevent substantial overpayment or underpayment, the provisional rate 
may be adjusted by the cognizant agency for indirect costs during the institution’s fiscal 
year.  Predetermined or fixed rates may replace provisional rates at any time prior to 
the close of the institution’s fiscal year.  If a provisional rate is not replaced by a 
predetermined or fixed rate prior to the end of the institution’s fiscal year, a final rate 
will be established and upward or downward adjustments will be made based on the 
actual allowable costs incurred for the period involved.   
 
7. Fixed rates for the life of the sponsored agreement 
Federal agencies must use the negotiated rates except as provided in paragraph (e) of 
section __.414 Indirect (F&A) Costs, must paragraph (b)(1) for indirect (F&A) costs in 
effect at the time of the initial award throughout the life of the Federal award.  Award 
levels for Federal awards may not be adjusted in future years as a result of changes in 
negotiated rates. “Negotiated rates” per the rate agreement include final, fixed, and 
predetermined rates and exclude provisional rates.  “Life” for the purpose of this 
subsection means each competitive segment of a project.  A competitive segment is a 
period of years approved by the Federal awarding agency at the time of the Federal 
award. If negotiated rate agreements do not extend through the life of the Federal award 
at the time of the initial award, then the negotiated rate for the last year of the Federal 
award must be extended through the end of the life of the Federal award.  
b. Except as provided in 200.414 Indirect (F&A) Costs, when an educational institution 
does not have a negotiated rate with the Federal government at the time of an award 
(because the educational institution is a new recipient or the parties cannot reach 
agreement on a rate), the provisional rate used at the time of the award must be adjusted 
once a rate is negotiated and approved by the cognizant agency for indirect costs. 
 
8.  Limitation on reimbursement of administrative costs.   
a. Notwithstanding the provisions of subsection C.1.a, the administrative costs charged 
to Federal awards awarded or amended (including continuation and renewal awards) 
with effective dates beginning on or after the start of the institution's first fiscal year 
which begins on or after October 1, 1991, must be limited to 26% of modified total 
direct costs (as defined in subsection 2) for the total of General Administration and 
General Expenses, Departmental Administration,  Sponsored Projects Administration, 
and Student Administration and Services (including their allocable share of 
depreciation, interest costs, operation and maintenance expenses, and fringe benefits 
costs, as provided by Section B, Identification and assignment of indirect (F&A) costs, 
and all other types of expenditures not listed specifically under one of the subcategories 
of facilities in Section B. 
 
 
b.  Institutions should not change their accounting or cost allocation methods if the 
effect is to change the charging of a particular type of cost from F&A to direct, or to 
reclassify costs, or increase allocations from the administrative pools identified in 
paragraph B.1 of this Appendix to the other F&A cost pools or fringe benefits.  
Cognizant agencies for indirect cost are authorized to allow changes where an 
institution’s charging practices are at variance with acceptable practices followed by a 
substantial majority of other institutions.   
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administrative portion of any renegotiated rate exceed the limitation in 
subsection a. 
d. Institutions should not change their accounting or cost allocation methods 
which were in effect on May 1, 1991, if the effect is to change the charging of 
a particular type of cost from F&A to direct, or reclassify costs, or increase 
allocations, from the administrative pools identified in subsection to the other 
F&A cost pools or fringe benefits. Cognizant Federal agencies are authorized 
to permit changes where an institution's charging practices are at variance 
with acceptable practices followed by a substantial majority of other 
institutions. 
 
9. Alternative method for administrative costs. 
a. Notwithstanding the provisions of subsection 1.a, an institution may elect to 
claim fixed allowance for the “Administration” portion of F&A costs. The 
allowance could be either 24% of modified total direct costs or a percentage 
equal to 95% of the most recently negotiated fixed or predetermined rate for 
the cost pools included under “Administration” as defined in Section F.1 of 
this Appendix, whichever is less, provided that no accounting or cost 
allocation changes with the effects described in subsection G.8.d of this 
Appendix have occurred. Under this alternative, no cost proposal need be 
prepared for the “Administration” portion of the F&A cost rate nor is further 
identification or documentation of these costs required (see subsection G.9.c 
of this Appendix). Where a negotiated F&A cost agreement includes this 
alternative, an institution shall make no further charges for the expenditure 
categories described in Sections F.5, F.6, F.7 and F.9 of this Appendix. 
b. In negotiations of rates for subsequent periods, an institution that has 
elected the option of subsection a may continue to exercise it at the same rate 
without further identification or documentation of costs, provided that no 
accounting or cost allocation changes with the effects described in subsection 
G.8.d of this Appendix have occurred. 
c. If an institution elects to accept a threshold rate, it is not required to 
perform a detailed analysis of its administrative costs. However, in order to 
compute the facilities components of its F&A cost rate, the institution must 
reconcile its F&A cost proposal to its financial statements and make 
appropriate adjustments and reclassifications to identify the costs of each 
major function as defined in Section B.1 of this Appendix, as well as to 
identify and allocate the facilities components. Administrative costs that are 
not identified as such by the institution's accounting system (such as those 
incurred in academic departments) will be classified as instructional costs for 
purposes of reconciling F&A cost proposals to financial statements and 
allocating facilities costs. 
 
10. Individual rate components. 
In order to satisfy the requirements of Section J.14 of this Appendix and to 
provide mutually agreed upon information for management purposes, each 
F&A cost rate negotiation or determination shall include development of a 
rate for each F&A cost pool as well as the overall F&A cost rate. 
 


 
 
 
 
 
 
 
 
 
 
 
9.  Alternative method for administrative costs. 
a. Notwithstanding the provisions of subsection 1.a, an institution may elect to claim a 
fixed allowance for the "Administration" portion of indirect (F&A) costs.  The 
allowance could be either 24% of modified total direct costs or a percentage equal to 
95% of the most recently negotiated fixed or predetermined rate for the cost pools 
included under "Administration" as defined in Section B.1, whichever is less.  Under 
this alternative, no cost proposal need be prepared for the "Administration" portion of 
the indirect (F&A) cost rate nor is further identification or documentation of these costs 
required (see subsection c).  Where a negotiated indirect (F&A) cost agreement 
includes this alternative, an institution must make no further charges for the 
expenditure categories described in Section B.5, General administration and general 
expenses, Section B.6, Departmental administration expenses, Section B.7, Sponsored 
projects administration, and Section B.9, Student administration and services. 
b. In negotiations of rates for subsequent periods, an institution that has elected the 
option of subsection a may continue to exercise it at the same rate without further 
identification or documentation of costs. 
 
 
c. If an institution elects to accept a threshold rate as defined in subsection a above, it is 
not required to perform a detailed analysis of its administrative costs.  However, in 
order to compute the facilities components of its indirect (F&A) cost rate, the 
institution must reconcile its indirect (F&A) cost proposal to its financial statements 
and make appropriate adjustments and reclassifications to identify the costs of each 
major function as defined in Section A.1, as well as to identify and allocate the 
facilities components.  Administrative costs that are not identified as such by the 
institution's accounting system (such as those incurred in academic departments) will 
be classified as instructional costs for purposes of reconciling indirect (F&A) cost 
proposals to financial statements and allocating facilities costs. 
 
 
 
10. Individual Rate Components 
In order to provide mutually agreed-upon information for management purposes, each 
indirect (F&A) cost rate negotiation or determination shall include development of a 
rate for each indirect (F&A) cost pool as well as the overall indirect (F&A) cost rate. 
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11. Negotiation and approval of F&A rate. 
a. Cognizant agency assignments. “A cognizant agency” means the Federal 
agency responsible for negotiating and approving F&A rates for an 
educational institution on behalf of all Federal agencies. 
(1) Cost negotiation cognizance is assigned to the Department of Health and 
Human Services (HHS) or the Department of Defense's Office of Naval 
Research (DOD), normally depending on which of the two agencies (HHS or 
DOD) provides more funds to the educational institution for the most recent 
three years. Information on funding shall be derived from relevant data 
gathered by the National Science Foundation. In cases where neither HHS nor 
DOD provides Federal funding to an educational institution, the cognizant 
agency assignment shall default to HHS. Notwithstanding the method for 
cognizance determination described above, other arrangements for cognizance 
of a particular educational institution may also be based in part on the types of 
research performed at the educational institution and shall be decided based 
on mutual agreement between HHS and DOD. 
(2) Cognizant assignments as of December 31, 1995, shall continue in effect 
through educational institutions' fiscal years ending during 1997, or the period 
covered by negotiated agreements in effect on December 31, 1995, whichever 
is later, except for those educational institutions with cognizant agencies other 
than HHS or DOD. Cognizance for these educational institutions shall 
transfer to HHS or DOD at the end of the period covered by the current 
negotiated rate agreement. After cognizance is established, it shall continue 
for a five-year period. 
b. Acceptance of rates. The negotiated rates shall be accepted by all Federal 
agencies. Only under special circumstances, when required by law or 
regulation, may an agency use a rate different from the negotiated rate for a 
class of sponsored agreements or a single sponsored agreement. 
c. Correcting deficiencies. The cognizant agency shall negotiate changes 
needed to correct systems deficiencies relating to accountability for sponsored 
agreements. Cognizant agencies shall address the concerns of other affected 
agencies, as appropriate. 
 
 
d. Resolving questioned costs. The cognizant agency shall conduct any 
necessary negotiations with an educational institution regarding amounts 
questioned by audit that are due the Federal Government related to costs 
covered by a negotiated agreement. 
e. Reimbursement. Reimbursement to cognizant agencies for work performed 
under Part 220 may be made by reimbursement billing under the Economy 
Act, 31 U.S.C. 1535. 
f. Procedure for establishing facilities and administrative rates. The cognizant 
agency shall arrange with the educational institution to provide copies of rate 
proposals to all interested agencies. Agencies wanting such copies should 
notify the cognizant agency. Rates shall be established by one of the 
following methods: 
(1) Formal negotiation. The cognizant agency is responsible for negotiating 
and approving rates for an educational institution on behalf of all Federal 


11.  Negotiation and approval of indirect (F&A) rate. 
a. Cognizant agency for indirect costs is defined in Subpart A – Acronyms and 
Definitions.  
 
(1) Cost negotiation cognizance is assigned to the Department of Health and Human 
Services (HHS) or the Department of Defense’s Office of Naval Research (DOD), 
normally depending on which of the two agencies (HHS or DOD) provides more funds 
to the educational institution for the most recent three years. Information on funding 
must be derived from relevant data gathered by the National Science Foundation.  In 
cases where neither HHS nor DOD provides Federal funding to an educational 
institution, the cognizant agency for indirect costs assignment must default to HHS.  
Notwithstanding the method for cognizance determination described above, other 
arrangements for cognizance of a particular educational institution may also be based in 
part on the types of research performed at the educational institution and must be 
decided based on mutual agreement between HHS and DOD. 
 
(2) After cognizance is established, it must continue for a five-year period. 
 
 
 
 
 
 
 
b. Acceptance of rates.  See section 200.414 Indirect (F&A) Costs. 
 
 
 
c. Correcting deficiencies.  The cognizant agency for indirect costs must negotiate 
changes needed to correct systems deficiencies relating to accountability for Federal 
awards.  Cognizant agencies for indirect costs must address the concerns of other 
affected agencies, as appropriate, and must negotiate special rates for Federal agencies 
that are required to limit recovery of indirect costs by statute. 
 
d. Resolving questioned costs.  The cognizant agency for indirect costs must conduct 
any necessary negotiations with an educational institution regarding amounts 
questioned by audit that are due the Federal government related to costs covered by a 
negotiated agreement.   
e. Reimbursement.  Reimbursement to cognizant agencies for indirect costs for work 
performed under this Part may be made by reimbursement billing under the Economy 
Act, 31 U.S.C. §1535. 
f.  Procedure for establishing facilities and administrative rates  must be established by 
one of the following methods: 
 
 
 
(1) Formal negotiation.  The cognizant agency for indirect costs is responsible for 
negotiating and approving rates for an educational institution on behalf of all Federal 
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agencies. Non-cognizant Federal agencies, which award sponsored 
agreements to an educational institution, shall notify the cognizant agency of 
specific concerns ( i.e. , a need to establish special cost rates) that could affect 
the negotiation process. The cognizant agency shall address the concerns of 
all interested agencies, as appropriate. A pre-negotiation conference may be 
scheduled among all interested agencies, if necessary. The cognizant agency 
shall then arrange a negotiation conference with the educational institution. 
 
 
(2) Other than formal negotiation. The cognizant agency and educational 
institution may reach an agreement on rates without a formal negotiation 
conference; for example, through correspondence or use of the simplified 
method described in this Appendix. 
g. Formalizing determinations and agreements. The cognizant agency shall 
formalize all determinations or agreements reached with an educational 
institution and provide copies to other agencies having an interest. 
 
 
h. Disputes and disagreements. Where the cognizant agency is unable to reach 
agreement with an educational institution with regard to rates or audit 
resolution, the appeal system of the cognizant agency shall be followed for 
resolution of the disagreement. 
 
12. Standard Format for Submission. For facilities and administrative (F&A) 
rate proposals submitted on or after July 1, 2001, educational institutions shall 
use the standard format, shown in Attachment C to this Appendix, to submit 
their F&A rate proposal to the cognizant agency. The cognizant agency may, 
on an institution-by-institution basis, grant exceptions from all or portions of 
Part II of the standard format requirement. This requirement does not apply to 
educational institutions that use the simplified method for calculating F&A 
rates, as described in Section H of this Appendix. 


agencies.  Non-cognizant Federal agencies for indirect costs, which make Federal 
awards to an educational institution, must notify the cognizant agency for indirect costs 
of specific concerns (i.e., a need to establish special cost rates) which could affect the 
negotiation process.  The cognizant agency for indirect costs must address the concerns 
of all interested agencies, as appropriate.  A pre-negotiation conference may be 
scheduled among all interested agencies, if necessary.  The cognizant agency for 
indirect costs must then arrange a negotiation conference with the educational 
institution.  
 
(2) Other than formal negotiation. The cognizant agency for indirect costs and 
educational institution may reach an agreement on rates without a formal negotiation 
conference; for example, through correspondence or use of the simplified method 
described in this section D of this Appendix. 
g.  Formalizing determinations and agreements.  The cognizant agency for indirect 
costs must formalize all determinations or agreements reached with an educational 
institution and provide copies to other agencies having an interest.  Determinations 
should include a description of any adjustments, the actual amount, both dollar and 
percentage adjusted, and the reason for making adjustments. 
h.  Disputes and disagreements.  Where the cognizant agency for indirect costs is 
unable to reach agreement with an educational institution with regard to rates or audit 
resolution, the appeal system of the cognizant agency for indirect costs must be 
followed for resolution of the disagreement. 
 
12. Standard Format for Submission.  
For facilities and administrative (indirect (F&A)) rate proposals, educational 
institutions must use the standard format, shown in section E below, to submit their 
indirect (F&A) rate proposal to the cognizant agency for indirect costs. The cognizant 
agency for indirect costs may, on an institution-by-institution basis, grant exceptions 
from all or portions of Part II of the standard format requirement. This requirement 
does not apply to educational institutions that use the simplified method for calculating 
indirect (F&A) rates, as described in Section D of this Appendix. 
 
In order to provide mutually agreed upon information for management purposes, each 
F&A cost rate negotiation or determination must include development of a rate for each 
F&A cost pool as well as the overall F&A rate.   
 


H. Simplified Method for Small Institutions 
1. General. 
a. Where the total direct cost of work covered by Part 220 at an institution 
does not exceed $10 million in a fiscal year, the use of the simplified 
procedure described in subsections H.2 or 3 of this Appendix, may be used in 
determining allowable F&A costs. Under this simplified procedure, the 
institution's most recent annual financial report and immediately available 
supporting information shall be utilized as basis for determining the F&A cost 
rate applicable to all sponsored agreements. The institution may use either the 
salaries and wages (see subsection H.2 of this Appendix) or modified total 
direct costs (see subsection H.3 of this Appendix) as distribution basis. 
b. The simplified procedure should not be used where it produces results that 


D.  Simplified method for small institutions. 
1.  General. 
a. Where the total direct cost of work covered by this Part at an institution does not 
exceed $10 million in a fiscal year, the simplified procedure described in subsections 2 
or 3 may be used in determining allowable indirect (F&A) costs.  Under this simplified 
procedure, the institution’s most recent annual financial report and immediately 
available supporting information must be utilized as a basis for determining the indirect 
(F&A) cost rate applicable to all Federal awards.  The institution may use either the 
salaries and wages (see subsection 2) or modified total direct costs (see subsection 3) as 
the distribution basis. 
 
b. The simplified procedure should not be used where it produces results which appear 
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appear inequitable to the Federal Government or the institution. In any such 
case, F&A costs should be determined through use of the regular procedure. 
2. Simplified procedure—Salaries and wages base. 
a. Establish the total amount of salaries and wages paid to all employees of 
the institution. 
b. Establish an F&A cost pool consisting of the expenditures (exclusive of 
capital items and other costs specifically identified as unallowable) that 
customarily are classified under the following titles or their equivalents: 
(1) General administration and general expenses (exclusive of costs of student 
administration and services, student activities, student aid, and scholarships). 
In those cases where expenditures have previously been allocated to other 
institutional activities, they may be included in the F&A cost pool. The total 
amount of salaries and wages included in the F&A cost pool must be 
separately identified. 
(2) Operation and maintenance of physical plant; and depreciation and use 
allowances; after appropriate adjustment for costs applicable to other 
institutional activities. 
(3) Library. 
(4) Department administration expenses, which will be computed as 20 
percent of the salaries and expenses of deans and heads of departments. 
 
 
 
 
 
c. Establish a salary and wage distribution base, determined by deducting 
from the total of salaries and wages as established in subsection a the amount 
of salaries and wages included under subsection H.2.b of this Appendix. 
d. Establish the F&A cost rate, determined by dividing the amount in the 
F&A cost pool, subsection H.2.b of this Appendix, by the amount of the 
distribution base, subsection H.2.c of this Appendix. 
e. Apply the F&A cost rate to direct salaries and wages for individual 
agreements to determine the amount of F&A costs allocable to such 
agreements. 
 
3. Simplified procedure—Modified total direct cost base. 
a. Establish the total costs incurred by the institution for the base period. 
b. Establish a F&A cost pool consisting of the expenditures (exclusive of 
capital items and other costs specifically identified as unallowable) that 
customarily are classified under the following titles or their equivalents: 
(1) General administration and general expenses (exclusive of costs of student 
administration and services, student activities, student aid, and scholarships). 
In those cases where expenditures have previously been allocated to other 
institutional activities, they may be included in the F&A cost pool. The 
modified total direct costs amount included in the F&A cost pool must be 
separately identified. 
(2) Operation and maintenance of physical plant; and depreciation and use 
allowances; after appropriate adjustment for costs applicable to other 


inequitable to the Federal government or the institution.  In any such case, indirect 
(F&A) costs should be determined through use of the regular procedure. 
2.  Simplified procedure - Salaries and wages base. 
a. Establish the total amount of salaries and wages paid to all employees of the 
institution. 
b.  Establish an indirect (F&A) cost pool consisting of the expenditures (exclusive of 
capital items and other costs specifically identified as unallowable) which customarily 
are classified under the following titles or their equivalents: 
(1) General administration and general expenses (exclusive of costs of student 
administration and services, student activities, student aid, and scholarships).  
 
 
 
(2) Operation and maintenance of physical plant and depreciation (after appropriate 
adjustment for costs applicable to other institutional activities). 
 
 
(3) Library. 
(4) Department administration expenses, which will be computed as 20 percent of the 
salaries and expenses of deans and heads of departments. 
In those cases where expenditures classified under subsection (1) have previously been 
allocated to other institutional activities, they may be included in the indirect (F&A) 
cost pool.  The total amount of salaries and wages included in the indirect (F&A) cost 
pool must be separately identified. 
 
c. Establish a salary and wage distribution base, determined by deducting from the total 
of salaries and wages as established in subsection a from the amount of salaries and 
wages included under subsection b. 
d. Establish the indirect (F&A) cost rate, determined by dividing the amount in the 
indirect (F&A) cost pool, subsection b, by the amount of the distribution base, 
subsection c. 
e. Apply the indirect (F&A) cost rate to direct salaries and wages for individual 
agreements to determine the amount of indirect (F&A) costs allocable to such 
agreements. 
3.  Simplified procedure - Modified total direct cost base. 
 
a. Establish the total costs incurred by the institution for the base period. 
b.  Establish an indirect (F&A) cost pool consisting of the expenditures (exclusive of 
capital items and other costs specifically identified as unallowable) which customarily 
are classified under the following titles or their equivalents: 
(1) General administration and general expenses (exclusive of costs of student 
administration and services, student activities, student aid, and scholarships). 
 
 
 
 
(2) Operation and maintenance of physical plant and depreciation (after appropriate 
adjustment for costs applicable to other institutional activities). 
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institutional activities. 
(3) Library. 
(4) Department administration expenses, which will be computed as 20 
percent of the salaries and expenses of deans and heads of departments. 
 
 
 
 
 
c. Establish a modified total direct cost distribution base, as defined in Section 
G.2 of this Appendix, that consists of all institution's direct functions. 
 
d. Establish the F&A cost rate, determined by dividing the amount in the 
F&A cost pool, subsection b, by the amount of the distribution base, 
subsection c. 
 
e. Apply the F&A cost rate to the modified total direct costs for individual 
agreements to determine the amount of F&A costs allocable to such 
agreements. 


 
(3) Library. 
(4) Department administration expenses, which will be computed as 20 percent of the 
salaries and expenses of deans and heads of departments.  In those cases where 
expenditures classified under subsection (1) have previously been allocated to other 
institutional activities, they may be included in the indirect (F&A) cost pool.  The 
modified total direct costs amount included in the indirect (F&A) cost pool must be 
separately identified. 
 
c. Establish a modified total direct cost distribution base, as defined in Section C.2, The 
distribution basis that consists of all institution’s direct functions. 
 
d. Establish the indirect (F&A) cost rate, determined by dividing the amount in the 
indirect (F&A) cost pool, subsection b, by the amount of the distribution base, 
subsection c. 
 
e. Apply the indirect (F&A) cost rate to the modified total direct costs for individual 
agreements to determine the amount of indirect (F&A) costs allocable to such 
agreements. 
 


K. Certification of Charges 
1. To assure that expenditures for sponsored agreements are proper and in 
accordance with the agreement documents and approved project budgets, the 
annual and/or final fiscal reports or vouchers requesting payment under the 
agreements will include a certification, signed by an authorized official of the 
university, which reads essentially as follows: “I certify that all expenditures 
reported (or payment requested) are for appropriate purposes and in 
accordance with the provisions of the application and award documents.” 
 
 
 
 
 
 
2. Certification of F&A costs. 
a. Policy. 
 
 
 
 
 
(1) No proposal to establish F&A cost rates shall be acceptable unless such 
costs have been certified by the educational institution using the Certificate of 
F&A Costs set forth in subsection K.2.b of this Appendix. The certificate 
must be signed on behalf of the institution by an individual at a level no lower 
than vice president or chief financial officer of the institution that submits the 
proposal. 
(2) No F&A cost rate shall be binding upon the Federal Government if the 


F.  Certification   
1.  Certification of charges.   
To assure that expenditures for Federal awards are proper and in accordance with the 
agreement documents and approved project budgets, the annual and/or final fiscal 
reports or vouchers requesting payment under the agreements will include a 
certification, signed by an authorized official of the university, which reads “By signing 
this report, I certify to the best of my knowledge and belief that the report is true, 
complete, and accurate, and the expenditures, disbursements and cash receipts are for 
the purposes and intent set forth in the award documents. I am aware that any false, 
fictitious, or fraudulent information, or the omission of  any material fact, may subject 
me to criminal, civil or administrative penalties for fraud, false statements, false claims 
or otherwise. (U.S. Code, Title 18, Section 1001 and Title 31, Sections 3729-3733 and 
3801-3812)”. 
 
2.  Certification of indirect (F&A) costs. 
a. Policy.  Cognizant agencies must not accept a proposed indirect cost rate must unless 
such costs have been certified by the educational institution using the Certificate of 
indirect (F&A) Costs set forth in subsection F.2.c 
b.  The certificate must be signed on behalf of the institution by the chief financial 
officer or an individual designated by an individual at a level no lower than vice 
president or chief financial officer. 
(1) No indirect (F&A) cost rate must be binding upon the Federal government if the 
most recent required proposal from the institution has not been certified.  Where it is 
necessary to establish indirect (F&A) cost rates, and the institution has not submitted a 
certified proposal for establishing such rates in accordance with the requirements of 
this section, the Federal government must unilaterally establish such rates.  Such rates 
may be based upon audited historical data or such other data that have been furnished 
to the cognizant agency for indirect costs and for which it can be demonstrated that all 
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most recent required proposal from the institution has not been certified. 
Where it is necessary to establish F&A cost rates, and the institution has not 
submitted a certified proposal for establishing such rates in accordance with 
the requirements of this section, the Federal Government shall unilaterally 
establish such rates. Such rates may be based upon audited historical data or 
such other data that have been furnished to the cognizant Federal agency and 
for which it can be demonstrated that all unallowable costs have been 
excluded. When F&A cost rates are unilaterally established by the Federal 
Government because of failure of the institution to submit a certified proposal 
for establishing such rates in accordance with this section, the rates 
established will be set at a level low enough to ensure that potentially 
unallowable costs will not be reimbursed. 
b. Certificate. The certificate required by this section shall be in the following 
form: 
Certificate of F&A Costs 
This is to certify that to the best of my knowledge and belief: 
(1) I have reviewed the F&A cost proposal submitted herewith; 
(2) All costs included in this proposal [identify date] to establish billing or 
final F&A costs rate for [identify period covered by rate] are allowable in 
accordance with the requirements of the Federal agreement(s) to which they 
apply and with the cost principles applicable to those agreements. 
(3) This proposal does not include any costs which are unallowable under 
applicable cost principles such as (without limitation): advertising and public 
relations costs, contributions and donations, entertainment costs, fines and 
penalties, lobbying costs, and defense of fraud proceedings; and 
(4) All costs included in this proposal are properly allocable to Federal 
agreements on the basis of a beneficial or causal relationship between the 
expenses incurred and the agreements to which they are allocated in 
accordance with applicable requirements. 
For educational institutions that are required to file a DS–2 in accordance with 
Section C.14 of this Appendix, the following statement shall be added to the 
“Certificate of F&A Costs”: 
(5) The rate proposal is prepared using the same cost accounting practices that 
are disclosed in the DS–2, including its amendments and revisions, filed with 
and approved by the cognizant agency. 
I declare under penalty of perjury that the foregoing is true and correct. 
Institution:____________________ 
Signature:____________________ 
Name of Official:____________________ 
Title:____________________ 
Date of Execution:____________________ 


unallowable costs have been excluded. When indirect (F&A) cost rates are unilaterally 
established by the Federal government because of failure of the institution to submit a 
certified proposal for establishing such rates in accordance with this section, the rates 
established will be set at a level low enough to ensure that potentially unallowable costs 
will not be reimbursed. 
 
  
 
 
 
 
 
c. Certificate.  The certificate required by this section must be in the following form: 
Certificate of indirect (F&A) Costs 
 
This is to certify that to the best of my knowledge and belief: 
(1) I have reviewed the indirect (F&A) cost proposal submitted herewith; 
(2) All costs included in this proposal [identify date] to establish billing or final indirect 
(F&A) costs rate for [identify period covered by rate] are allowable in accordance with 
the requirements of the Federal agreement(s) to which they apply and with the cost 
principles applicable to those agreements. 
(3) This proposal does not include any costs which are unallowable under applicable 
cost principles such as (without limitation):  public relations costs, contributions and 
donations, entertainment costs, fines and penalties, lobbying costs, and defense of fraud 
proceedings; and 
(4) All costs included in this proposal are properly allocable to Federal agreements on 
the basis of a  
beneficial or causal relationship between the expenses incurred and the agreements to 
which they are allocated in accordance with applicable requirements. 
I declare that the foregoing is true and correct. 
Institution of Higher 
Education:_____________________________________________ 
Signature:_______________________________________________ 
Name of Official:_______________________________________ 
Title:__________________________________________________ 
 


Exhibit A to Appendix A – List of Colleges and Universities Subject to 
Section J.12.h of Appendix A 


Not included in proposed uniform guidance 


Exhibit B to Appendix A – Listing of Institutions That are Eligible for the 
Utility Cost Adjustment 


Not included in proposed uniform guidance 


Exhibit C to Appendix A – Examples of “major project” Where Direct 
Charging of Administrative or Clerical Staff May be Appropriate 


Not included in proposed uniform guidance 


Attachment A to Appendix A – Cost Accounting Standards (CAS) for Not included in proposed uniform guidance 
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Educational Institutions 
Attachment B to Appendix A – CASB’s Disclosure Statement (DS-2) Not included in proposed uniform guidance 


 
Attachment C to Appendix A – Documentation Requirements for Facilities 
and Administrative (F&A) Rate Proposals is available on the OMB Web site 
at http://www.whitehouse.gov/omb/grants/a21-appx_c.pdf.  
  
 


E.  Documentation requirements 
The standard format for documentation requirements for indirect (indirect (F&A) ) rate 
proposals for claiming costs under the regular method is available on the OMB website 
here: http://www.whitehouse.gov/omb/grants_forms 


Table 3. Indirect (F&A) Costs Identification and Assignment, and Rate Determinations for Nonprofit Organizations 



http://www.whitehouse.gov/omb/grants_forms
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A-122 Final Uniform Guidance 
C. Indirect Costs 
D. Allocation of Indirect Costs and Determination of Indirect Cost Rates 
E. Negotiation and Approval of Indirect Cost Rates 


Appendix IV. Indirect (F&A) Costs Identification and Assignment, and Rate 
Determination for Nonprofit Organizations 


C. Indirect Costs 
1. Indirect costs are those that have been incurred for common or joint 
objectives and cannot be readily identified with a particular final cost 
objective. Direct cost of minor amounts may be treated as indirect costs under 
the conditions described in subparagraph B.2 of this appendix. After direct 
costs have been determined and assigned directly to awards or other work as 
appropriate, indirect costs are those remaining to be allocated to benefiting 
cost objectives. A cost may not be allocated to an award as an indirect cost if 
any other cost incurred for the same purpose, in like circumstances, has been 
assigned to an award as a direct cost. 
 
2. Because of the diverse characteristics and accounting practices of non-
profit organizations, it is not possible to specify the types of cost which may 
be classified as indirect cost in all situations. However, typical examples of 
indirect cost for many non-profit organizations may include depreciation or 
use allowances on buildings and equipment, the costs of operating and 
maintaining facilities, and general administration and general expenses, such 
as the salaries and expenses of executive officers, personnel administration, 
and accounting. 
 
3. Indirect costs shall be classified within two broad categories: “Facilities” 
and “Administration.” “Facilities” is defined as depreciation and use 
allowances on buildings, equipment and capital improvement, interest on debt 
associated with certain buildings, equipment and capital improvements, and 
operations and maintenance expenses. “Administration” is defined as general 
administration and general expenses such as the director's office, accounting, 
personnel, library expenses and all other types of expenditures not listed 
specifically under one of the subcategories of “Facilities” (including cross 
allocations from other pools, where applicable). See indirect cost rate 
reporting requirements in subparagraphs D.2.e and D.3.g of this appendix. 


A.  General 
1.  Indirect costs are those that have been incurred for common or joint objectives and 
cannot be readily identified with a particular final cost objective.  Direct cost of minor 
amounts may be treated as indirect costs under the conditions described in subsection 
300.3.  After direct costs have been determined and assigned directly to awards or other 
work as appropriate, indirect costs are those remaining to be allocated to benefitting 
cost objectives.  A cost may not be allocated to an award as an indirect cost if any other 
cost incurred for the same purpose, in like circumstances, has been assigned to an 
award as a direct cost. 
 
2.  Because of the diverse characteristics and accounting practices of nonprofit 
organizations (organizations), it is not possible to specify the types of cost which may 
be classified as indirect cost in all situations.  However, typical examples of indirect 
cost for many nonprofit organizations may include depreciation or use allowances on 
buildings and equipment, the costs of operating and maintaining facilities, and general 
administration and general expenses, such as the salaries and expenses of executive 
officers, personnel administration, and accounting. 
 
3.  For major nonprofit organizations, indirect costs shall be classified within two broad 
categories: "Facilities" and “Administration."  "Facilities" is defined as depreciation 
and use allowances on buildings, equipment and capital improvement, interest on debt 
associated with certain buildings, equipment and capital improvements, and operations 
and maintenance expenses.  "Administration" is defined as general administration and 
general expenses such as the director's office, accounting, personnel, library expenses 
and all other types of expenditures not listed specifically under one of the subcategories 
of “Facilities” (including cross allocations from other pools, where applicable).  “Major 
nonprofit organizations” are those organizations that receive more that $10 million in 
direct Federal funding in a fiscal year.  See indirect cost rate reporting requirements in 
subsections B.2.e and B.3.g. 


D. Allocation of Indirect Costs and Determination of Indirect Cost Rates 
1. General. a. Where a non-profit organization has only one major function, or 
where all its major functions benefit from its indirect costs to approximately 
the same degree, the allocation of indirect costs and the computation of an 
indirect cost rate may be accomplished through simplified allocation 
procedures, as described in subparagraph D.2 of this appendix. 
b. Where an organization has several major functions which benefit from its 
indirect costs in varying degrees, allocation of indirect costs may require the 
accumulation of such costs into separate cost groupings which then are 
allocated individually to benefiting functions by means of a base which best 
measures the relative degree of benefit. The indirect costs allocated to each 
function are then distributed to individual awards and other activities included 


B.  Allocation of Indirect Costs and Determination of Indirect Cost Rates 
1.  General. 
a.  Where a nonprofit organization has only one major function, or where all its major 
functions benefit from its indirect costs to approximately the same degree, the 
allocation of indirect costs and the computation of an indirect cost rate may be 
accomplished through simplified allocation procedures, as described in subparagraph 2. 
b.  Where an organization has several major functions which benefit from its indirect 
costs in varying degrees, allocation of indirect costs may require the accumulation of 
such costs into separate cost groupings which then are allocated individually to 
benefitting functions by means of a base which best measures the relative degree of 
benefit.  The indirect costs allocated to each function are then distributed to individual 
awards and other activities included in that function by means of an indirect cost 
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in that function by means of an indirect cost rate(s). 
c. The determination of what constitutes an organization's major functions will 
depend on its purpose in being; the types of services it renders to the public, 
its clients, and its members; and the amount of effort it devotes to such 
activities as fundraising, public information and membership activities. 
d. Specific methods for allocating indirect costs and computing indirect cost 
rates along with the conditions under which each method should be used are 
described in subparagraphs D.2 through 5 of this appendix. 
e. The base period for the allocation of indirect costs is the period in which 
such costs are incurred and accumulated for allocation to work performed in 
that period. The base period normally should coincide with the organization's 
fiscal year but, in any event, shall be so selected as to avoid inequities in the 
allocation of the costs. 


rate(s). 
c.  The determination of what constitutes an organization's major functions will depend 
on its purpose in being; the types of services it renders to the public, its clients, and its 
members; and the amount of effort it devotes to such activities as fundraising, public 
information and membership activities. 
d.  Specific methods for allocating indirect costs and computing indirect cost rates 
along with the conditions under which each method should be used are described in 
subparagraphs 2 through 5. 
e.  The base period for the allocation of indirect costs is the period in which such costs 
are incurred and accumulated for allocation to work performed in that period.  The base 
period normally should coincide with the organization's fiscal year but, in any event, 
shall be so selected as to avoid inequities in the allocation of the costs. 


2. Simplified allocation method. a. Where an organization's major functions 
benefit from its indirect costs to approximately the same degree, the allocation 
of indirect costs may be accomplished by separating the organization's total 
costs for the base period as either direct or indirect, and dividing the total 
allowable indirect costs (net of applicable credits) by an equitable distribution 
base. The result of this process is an indirect cost rate which is used to 
distribute indirect costs to individual awards. The rate should be expressed as 
the percentage which the total amount of allowable indirect costs bears to the 
base selected. This method should also be used where an organization has 
only one major function encompassing a number of individual projects or 
activities, and may be used where the level of Federal awards to an 
organization is relatively small. 
b. Both the direct costs and the indirect costs shall exclude capital 
expenditures and unallowable costs. However, unallowable costs which 
represent activities must be included in the direct costs under the conditions 
described in subparagraph B.3 of this appendix. 
c. The distribution base may be total direct costs (excluding capital 
expenditures and other distorting items, such as major subcontracts or 
subgrants), direct salaries and wages, or other base which results in an 
equitable distribution. The distribution base shall generally exclude participant 
support costs as defined in paragraph 32 of Appendix B. 
d. Except where a special rate(s) is required in accordance with subparagraph 
5 of this appendix, the indirect cost rate developed under the above principles 
is applicable to all awards at the organization. If a special rate(s) is required, 
appropriate modifications shall be made in order to develop the special rate(s). 
e. For an organization that receives more than $10 million in Federal funding 
of direct costs in a fiscal year, a breakout of the indirect cost component into 
two broad categories, Facilities and Administration as defined in subparagraph 
C.3 of this appendix, is required. The rate in each case shall be stated as the 
percentage which the amount of the particular indirect cost category ( i.e. , 
Facilities or Administration) is of the distribution base identified with that 
category. 


2.  Simplified allocation method. 
a.  Where an organization's major functions benefit from its indirect costs to 
approximately the same degree, the allocation of indirect costs may be accomplished 
by (i) separating the organization's total costs for the base period as either direct or 
indirect, and (ii) dividing the total allowable indirect costs (net of applicable credits) by 
an equitable distribution base.  The result of this process is an indirect cost rate which 
is used to distribute indirect costs to individual awards.  The rate should be expressed 
as the percentage which the total amount of allowable indirect costs bears to the base 
selected.  This method should also be used where an organization has only one major 
function encompassing a number of individual projects or activities, and may be used 
where the level of Federal awards to an organization is relatively small. 
b.  Both the direct costs and the indirect costs shall exclude capital expenditures and 
unallowable costs.  However, unallowable costs which represent activities must be 
included in the direct costs under the conditions described in subsection 300.4, Direct 
costs. 
c.  The distribution base may be total direct costs (excluding capital expenditures and 
other distorting items, such subcontracts or subgrants for $25,000 or more), direct 
salaries and wages, or other base which results in an equitable distribution.  The 
distribution base shall generally exclude participant support costs as defined in section 
48, subpart F. 
d.  Except where a special rate(s) is required in accordance with subsection 5, the 
indirect cost rate developed under the above principles is applicable to all awards at the 
organization.  If a special rate(s) is required, appropriate modifications shall be made in 
order to develop the special rate(s). 
e.  For an organization that receives more than $10 million in Federal funding of direct 
costs in a fiscal year, a breakout of the indirect cost component into two broad 
categories, Facilities and Administration as defined in subparagraph A.3, is required.  
The rate in each case shall be stated as the percentage which the amount of the 
particular indirect cost category (i.e., Facilities or Administration) is of the distribution 
base identified with that category. 


3. Multiple allocation base method. 
a. General. Where an organization's indirect costs benefit its major functions 
in varying degrees, indirect costs shall be accumulated into separate cost 


3.  Multiple allocation base method 
a.  General.  Where an organization's indirect costs benefit its major functions in 
varying degrees, indirect costs shall be accumulated into separate cost groupings, as 
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groupings, as described in subparagraph D.3.b of this appendix. Each 
grouping shall then be allocated individually to benefiting functions by means 
of a base which best measures the relative benefits. The default allocation 
bases by cost pool are described in subparagraph D.3.c of this appendix. 
b. Identification of indirect costs. Cost groupings shall be established so as to 
permit the allocation of each grouping on the basis of benefits provided to the 
major functions. Each grouping shall constitute a pool of expenses that are of 
like character in terms of functions they benefit and in terms of the allocation 
base which best measures the relative benefits provided to each function. The 
groupings are classified within the two broad categories: “Facilities” and 
“Administration,” as described in subparagraph C.3 of this appendix. The 
indirect cost pools are defined as follows: 
(1) Depreciation and use allowances. The expenses under this heading are the 
portion of the costs of the organization's buildings, capital improvements to 
land and buildings, and equipment which are computed in accordance with 
paragraph 11 of Appendix B to this part (“Depreciation and use allowances”). 
(2) Interest. Interest on debt associated with certain buildings, equipment and 
capital improvements are computed in accordance with paragraph 23 of 
Appendix B to this part (“Interest”). 
(3) Operation and maintenance expenses. The expenses under this heading are 
those that have been incurred for the administration, operation, maintenance, 
preservation, and protection of the organization's physical plant. They include 
expenses normally incurred for such items as: Janitorial and utility services; 
repairs and ordinary or normal alterations of buildings, furniture and 
equipment; care of grounds; maintenance and operation of buildings and other 
plant facilities; security; earthquake and disaster preparedness; environmental 
safety; hazardous waste disposal; property, liability and other insurance 
relating to property; space and capital leasing; facility planning and 
management; and, central receiving. The operation and maintenance expenses 
category shall also include its allocable share of fringe benefit costs, 
depreciation and use allowances, and interest costs. 
(4) General administration and general expenses. (a) The expenses under this 
heading are those that have been incurred for the overall general executive and 
administrative offices of the organization and other expenses of a general 
nature which do not relate solely to any major function of the organization. 
This category shall also include its allocable share of fringe benefit costs, 
operation and maintenance expense, depreciation and use allowances, and 
interest costs. Examples of this category include central offices, such as the 
director's office, the office of finance, business services, budget and planning, 
personnel, safety and risk management, general counsel, management 
information systems, and library costs. 
(b) In developing this cost pool, special care should be exercised to ensure that 
costs incurred for the same purpose in like circumstances are treated 
consistently as either direct or indirect costs. For example, salaries of 
technical staff, project supplies, project publication, telephone toll charges, 
computer costs, travel costs, and specialized services costs shall be treated as 
direct costs wherever identifiable to a particular program. The salaries and 
wages of administrative and pooled clerical staff should normally be treated as 


described in subparagraph b.  Each grouping shall then be allocated individually to 
benefitting functions by means of a base which best measures the relative benefits.  
The default allocation bases by cost pool are described in subparagraph c.  
b.  Identification of indirect costs.  Cost groupings shall be established so as to permit 
the allocation of each grouping on the basis of benefits provided to the major functions.  
Each grouping shall constitute a pool of expenses that are of like character in terms of 
functions they benefit and in terms of the allocation base which best measures the 
relative benefits provided to each function.  The groupings are classified within the two 
broad categories: "Facilities" and "Administration," as described in subparagraph C.3.  
The indirect cost pools are defined as follows: 
(1) Depreciation and use allowances.  The expenses under this heading are the portion 
of the costs of the organization's buildings, capital improvements to land and buildings, 
and equipment which are computed in accordance with section 20, subpart F, 
Depreciation and use allowances. 
(2) Interest.  Interest on debt associated with certain buildings, equipment and capital 
improvements are computed in accordance with section 36, subpart F, Interest 
expenses. 
(3) Operation and maintenance expenses.  The expenses under this heading are those 
that have been incurred for the administration, operation, maintenance, preservation, 
and protection of the organization's physical plant.  They include expenses normally 
incurred for such items as: janitorial and utility services; repairs and ordinary or normal 
alterations of buildings, furniture and equipment; care of grounds; maintenance and 
operation of buildings and other plant facilities; security; earthquake and disaster 
preparedness; environmental safety; hazardous waste disposal; property, liability and 
other insurance relating to property; space and capital leasing; facility planning and 
management; and central receiving. The operation and maintenance expenses category 
shall also include its allocable share of fringe benefit costs, depreciation and use 
allowances, and interest costs. 
(4) General administration and general expenses.  The expenses under this heading are 
those that have been incurred for the overall general executive and administrative 
offices of the organization and other expenses of a general nature which do not relate 
solely to any major function of the organization.  This category shall also include its 
allocable share of fringe benefit costs, operation and maintenance expense, 
depreciation and use allowances, and interest costs.  Examples of this category include 
central offices, such as the director's office, the office of finance, business services, 
budget and planning, personnel, safety and risk management, general counsel, 
management information systems, and library costs.  
In developing this cost pool, special care should be exercised to ensure that costs 
incurred for the same purpose in like circumstances are treated consistently as either 
direct or indirect costs.  For example, salaries of technical staff, project supplies, 
project publication, telephone toll charges, computer costs, travel costs, and specialized 
services costs shall be treated as direct costs wherever identifiable to a particular 
program.  The salaries and wages of administrative and pooled clerical staff should 
normally be treated as indirect costs.  Direct charging of these costs may be appropriate 
where a major project or activity explicitly requires and budgets for administrative or 
clerical services and other individuals involved can be identified with the program or 
activity.  Items such as office supplies, postage, local telephone costs, periodicals and 
memberships should normally be treated as indirect costs.    
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indirect costs. Direct charging of these costs may be appropriate where a 
major project or activity explicitly requires and budgets for administrative or 
clerical services and other individuals involved can be identified with the 
program or activity. Items such as office supplies, postage, local telephone 
costs, periodicals and memberships should normally be treated as indirect 
costs. 
 
c. Allocation bases. Actual conditions shall be taken into account in selecting 
the base to be used in allocating the expenses in each grouping to benefiting 
functions. The essential consideration in selecting a method or a base is that it 
is the one best suited for assigning the pool of costs to cost objectives in 
accordance with benefits derived; a traceable cause and effect relationship; or 
logic and reason, where neither the cause nor the effect of the relationship is 
determinable. When an allocation can be made by assignment of a cost 
grouping directly to the function benefited, the allocation shall be made in that 
manner. When the expenses in a cost grouping are more general in nature, the 
allocation shall be made through the use of a selected base which produces 
results that are equitable to both the Federal Government and the organization. 
The distribution shall be made in accordance with the bases described herein 
unless it can be demonstrated that the use of a different base would result in a 
more equitable allocation of the costs, or that a more readily available base 
would not increase the costs charged to sponsored awards. The results of 
special cost studies (such as an engineering utility study) shall not be used to 
determine and allocate the indirect costs to sponsored awards. 
 
(1) Depreciation and use allowances. Depreciation and use allowances 
expenses shall be allocated in the following manner: 
(a) Depreciation or use allowances on buildings used exclusively in the 
conduct of a single function, and on capital improvements and equipment used 
in such buildings, shall be assigned to that function. 
(b) Depreciation or use allowances on buildings used for more than one 
function, and on capital improvements and equipment used in such buildings, 
shall be allocated to the individual functions performed in each building on 
the basis of usable square feet of space, excluding common areas, such as 
hallways, stairwells, and restrooms. 
(c) Depreciation or use allowances on buildings, capital improvements and 
equipment related space ( e.g. , individual rooms, and laboratories) used 
jointly by more than one function (as determined by the users of the space) 
shall be treated as follows. The cost of each jointly used unit of space shall be 
allocated to the benefiting functions on the basis of either the employees and 
other users on a full-time equivalent (FTE) basis or salaries and wages of 
those individual functions benefiting from the use of that space; or 
organization-wide employee FTEs or salaries and wages applicable to the 
benefiting functions of the organization. 
(d) Depreciation or use allowances on certain capital improvements to land, 
such as paved parking areas, fences, sidewalks, and the like, not included in 
the cost of buildings, shall be allocated to user categories on a FTE basis and 
distributed to major functions in proportion to the salaries and wages of all 


 
 
 
 
 
 
 
c.  Allocation bases.  Actual conditions shall be taken into account in selecting the base 
to be used in allocating the expenses in each grouping to benefitting functions.  The 
essential consideration in selecting a method or a base is that it is the one best suited 
for assigning the pool of costs to cost objectives in accordance with benefits derived; a 
traceable cause and effect relationship; or logic and reason, where neither the cause nor 
the effect of the relationship is determinable.  When an allocation can be made by 
assignment of a cost grouping directly to the function benefitted, the allocation shall be 
made in that manner. When the expenses in a cost grouping are more general in nature, 
the allocation shall be made through the use of a selected base which produces results 
that are equitable to both the Federal government and the organization.  The 
distribution shall be made in accordance with the bases described herein unless it can 
be demonstrated that the use of a different base would result in a more equitable 
allocation of the costs, or that a more readily available base would not increase the 
costs charged to sponsored awards.  The  results of special cost studies (such as an 
engineering utility study) shall not be used to determine and allocate the indirect costs 
to sponsored awards. 
 
(1) Depreciation.  Depreciation expenses shall be allocated in the following manner: 
(a) Depreciation on buildings used exclusively in the conduct of a single function, and 
on capital improvements and equipment used in such buildings, shall be assigned to 
that function. 
(b) Depreciation on buildings used for more than one function, and on capital 
improvements and equipment used in such buildings, shall be allocated to the 
individual functions performed in each building on the basis of usable square feet of 
space, excluding common areas, such as hallways, stairwells, and restrooms.  
(c) Depreciation on buildings, capital improvements and equipment related space (e.g., 
individual rooms, and laboratories) used jointly by more than one function (as 
determined by the users of the space) shall be treated as follows.  The cost of each 
jointly used unit of space shall be allocated to the benefitting functions on the basis of: 
(i) the employees and other users on a full-time equivalent (FTE) basis or salaries and 
wages of those individual functions benefitting from the use of that space; or 
(ii) organization-wide employee FTEs or salaries and wages applicable to the 
benefitting functions of the organization. 
 
 
 
 
(d) Depreciation on certain capital improvements to land, such as paved parking areas, 
fences, sidewalks, and the like, not included in the cost of buildings, shall be allocated 
to user categories on a FTE basis and distributed to major functions in proportion to the 
salaries and wages of all employees applicable to the functions. 
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employees applicable to the functions. 
 
(2) Interest. Interest costs shall be allocated in the same manner as the 
depreciation or use allowances on the buildings, equipment and capital 
equipments to which the interest relates. 
 
(3) Operation and maintenance expenses. Operation and maintenance 
expenses shall be allocated in the same manner as the depreciation and use 
allowances. 
 
(4) General administration and general expenses. General administration and 
general expenses shall be allocated to benefiting functions based on modified 
total direct costs (MTDC), as described in subparagraph D.3.f of this 
appendix. The expenses included in this category could be grouped first 
according to major functions of the organization to which they render services 
or provide benefits. The aggregate expenses of each group shall then be 
allocated to benefiting functions based on MTDC. 
 
d. Order of distribution. (1) Indirect cost categories consisting of depreciation 
and use allowances, interest, operation and maintenance, and general 
administration and general expenses shall be allocated in that order to the 
remaining indirect cost categories as well as to the major functions of the 
organization. Other cost categories could be allocated in the order determined 
to be most appropriate by the organization. When cross allocation of costs is 
made as provided in subparagraph D.3.d.(2) of this appendix, this order of 
allocation does not apply. 
 
(2) Normally, an indirect cost category will be considered closed once it has 
been allocated to other cost objectives, and costs shall not be subsequently 
allocated to it. However, a cross allocation of costs between two or more 
indirect costs categories could be used if such allocation will result in a more 
equitable allocation of costs. If a cross allocation is used, an appropriate 
modification to the composition of the indirect cost categories is required. 
 
e. Application of indirect cost rate or rates. Except where a special indirect 
cost rate(s) is required in accordance with subparagraph D.5 of this appendix, 
the separate groupings of indirect costs allocated to each major function shall 
be aggregated and treated as a common pool for that function. The costs in the 
common pool shall then be distributed to individual awards included in that 
function by use of a single indirect cost rate. 
f. Distribution basis. Indirect costs shall be distributed to applicable sponsored 
awards and other benefiting activities within each major function on the basis 
of MTDC. MTDC consists of all salaries and wages, fringe benefits, materials 
and supplies, services, travel, and subgrants and subcontracts up to the first 
$25,000 of each subgrant or subcontract (regardless of the period covered by 
the subgrant or subcontract). Equipment, capital expenditures, charges for 
patient care, rental costs and the portion in excess of $25,000 shall be 
excluded from MTDC. Participant support costs shall generally be excluded 


 
 
(2) Interest.  Interest costs shall be allocated in the same manner as the depreciation or 
use allowances on the buildings, equipment and capital equipment to which the interest 
relates. 
 
(3) Operation and maintenance expenses.  Operation and maintenance expenses shall 
be allocated in the same manner as the depreciation and use allowances. 
 
 
(4) General administration and general expenses.  General administration and general 
expenses shall be allocated to benefitting functions based on modified total costs 
(MTC).  The MTC is the modified total direct costs (MTDC), as described in 
subsection f., plus the allocated indirect cost proportion.  The expenses included in this 
category could be grouped first according to major functions of the organization to 
which they render services or provide benefits. The aggregate expenses of each group 
shall then be allocated to benefitting functions based on MTC. 
 
d.  Order of distribution. 
(1) Indirect cost categories consisting of depreciation and use allowances, interest, 
operation and maintenance, and general administration and general expenses shall be 
allocated in that order to the remaining indirect cost categories as well as to the major 
functions of the organization.  Other cost categories could be allocated in the order 
determined to be most appropriate by the organization.  When cross allocation of costs 
is made as provided in subparagraph (2), this order of allocation does not apply. 
 
 
(2) Normally, an indirect cost category will be considered closed once it has been 
allocated to other cost objectives, and costs shall not be subsequently allocated to it.  
However, a cross allocation of costs between two or more indirect costs categories 
could be used if such allocation will result in a more equitable allocation of costs.  If a 
cross allocation is used, an appropriate modification to the composition of the indirect 
cost categories is required. 
 
e.  Application of indirect cost rate or rates.  Except where a special indirect cost rate(s) 
is required in accordance with subparagraph B.5, the separate groupings of indirect 
costs allocated to each major function shall be aggregated and treated as a common 
pool for that function.  The costs in the common pool shall then be distributed to 
individual awards included in that function by use of a single indirect cost rate. 
 
f.  Distribution basis.  Indirect costs shall be distributed to applicable sponsored awards 
and other benefitting activities within each major function on the basis of MTDC. 
MTDC consists of all salaries and wages, fringe benefits, materials and supplies, 
services, travel, and subgrants and subcontracts up to the first $25,000 of each subgrant 
or subcontract (regardless of the period covered by the subgrant or subcontract).  
Equipment, capital expenditures, charges for patient care, rental costs and the portion 
in excess of $25,000 shall be excluded from MTDC.  Participant support costs shall 
generally be excluded from MTDC.  Other items may only be excluded when the 
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from MTDC. Other items may only be excluded when the Federal cost 
cognizant agency determines that an exclusion is necessary to avoid a serious 
inequity in the distribution of indirect costs. 
 
g. Individual Rate Components. An indirect cost rate shall be determined for 
each separate indirect cost pool developed. The rate in each case shall be 
stated as the percentage which the amount of the particular indirect cost pool 
is of the distribution base identified with that pool. Each indirect cost rate 
negotiation or determination agreement shall include development of the rate 
for each indirect cost pool as well as the overall indirect cost rate. The indirect 
cost pools shall be classified within two broad categories: “Facilities” and 
“Administration,” as described in subparagraph C.3 of this appendix. 


Federal cost cognizant agency determines that an exclusion is necessary to avoid a 
serious inequity in the distribution of indirect costs.   
 
 
g.  Individual Rate Components.  An indirect cost rate shall be determined for each 
separate indirect cost pool developed.  The rate in each case shall be stated as the 
percentage which the amount of the particular indirect cost pool is of the distribution 
base identified with that pool.  Each indirect cost rate negotiation or determination 
agreement shall include development of the rate for each indirect cost pool as well as 
the overall indirect cost rate.  The indirect cost pools shall be classified within two 
broad categories: "Facilities" and "Administration," as described in subparagraph A.3. 


4. Direct allocation method.  
a. Some non-profit organizations treat all costs as direct costs except general 
administration and general expenses. These organizations generally separate 
their costs into three basic categories: General administration and general 
expenses, fundraising, and other direct functions (including projects 
performed under Federal awards). Joint costs, such as depreciation, rental 
costs, operation and maintenance of facilities, telephone expenses, and the like 
are prorated individually as direct costs to each category and to each award or 
other activity using a base most appropriate to the particular cost being 
prorated. 
b. This method is acceptable, provided each joint cost is prorated using a base 
which accurately measures the benefits provided to each award or other 
activity. The bases must be established in accordance with reasonable criteria, 
and be supported by current data. This method is compatible with the 
Standards of Accounting and Financial Reporting for Voluntary Health and 
Welfare Organizations issued jointly by the National Health Council, Inc., the 
National Assembly of Voluntary Health and Social Welfare Organizations, 
and the United Way of America. 
c. Under this method, indirect costs consist exclusively of general 
administration and general expenses. In all other respects, the organization's 
indirect cost rates shall be computed in the same manner as that described in 
subparagraph D.2 of this appendix. 


4.  Direct allocation method. 
a.  Some nonprofit organizations treat all costs as direct costs except general 
administration and general expenses.  These organizations generally separate their 
costs into three basic categories: (i) General administration and general expenses, (ii) 
fundraising, and (iii) other direct functions (including projects performed under Federal 
awards).  Joint costs, such as depreciation, rental costs, operation and maintenance of 
facilities, telephone expenses, and the like are prorated individually as direct costs to 
each category and to each award or other activity using a base most appropriate to the 
particular cost being prorated. 
b.  This method is acceptable, provided each joint cost is prorated using a base which 
accurately measures the benefits provided to each award or other activity.  The bases 
must be established in accordance with reasonable criteria, and be supported by current 
data.  This method is compatible with the Standards of Accounting and Financial 
Reporting for Voluntary Health and Welfare Organizations issued jointly by the 
National Health Council, Inc., the National Assembly of Voluntary Health and Social 
Welfare Organizations, and the United Way of America. 
c.  Under this method, indirect costs consist exclusively of general administration and 
general expenses.  In all other respects, the organization's indirect cost rates shall be 
computed in the same manner as that described in subparagraph 2. 


5. Special indirect cost rates.  
In some instances, a single indirect cost rate for all activities of an 
organization or for each major function of the organization may not be 
appropriate, since it would not take into account those different factors which 
may substantially affect the indirect costs applicable to a particular segment of 
work. For this purpose, a particular segment of work may be that performed 
under a single award or it may consist of work under a group of awards 
performed in a common environment. These factors may include the physical 
location of the work, the level of administrative support required, the nature of 
the facilities or other resources employed, the scientific disciplines or 
technical skills involved, the organizational arrangements used, or any 
combination thereof. When a particular segment of work is performed in an 
environment which appears to generate a significantly different level of 
indirect costs, provisions should be made for a separate indirect cost pool 


5.  Special indirect cost rates.   
In some instances, a single indirect cost rate for all activities of an organization or for 
each major function of the organization may not be appropriate, since it would not take 
into account those different factors which may substantially affect the indirect costs 
applicable to a particular segment of work.  For this purpose, a particular segment of 
work may be that performed under a single award or it may consist of work under a 
group of awards performed in a common environment.  These factors may include the 
physical location of the work, the level of administrative support required, the nature of 
the facilities or other resources employed, the scientific disciplines or technical skills 
involved, the organizational arrangements used, or any combination thereof.   When a 
particular segment of work is performed in an environment which appears to generate a 
significantly different level of indirect costs, provisions should be made for a separate 
indirect cost pool applicable to such work.  The separate indirect cost pool should be 
developed during the course of the regular allocation process, and the separate indirect 
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applicable to such work. The separate indirect cost pool should be developed 
during the course of the regular allocation process, and the separate indirect 
cost rate resulting therefrom should be used, provided it is determined that the 
rate differs significantly from that which would have been obtained under 
subparagraphs D.2, 3, and 4 of this appendix, and the volume of work to 
which the rate would apply is material. 


cost rate resulting therefrom should be used, provided it is determined that (i) the rate 
differs significantly from that which would have been obtained under subparagraphs 2, 
3, and 4, and (ii) the volume of work to which the rate would apply is material. 


E. Negotiation and Approval of Indirect Cost Rates 
1. Definitions. As used in this section, the following terms have the meanings 
set forth below: 
a. Cognizant agency means the Federal agency responsible for negotiating and 
approving indirect cost rates for a non-profit organization on behalf of all 
Federal agencies. 
b. Predetermined rate means an indirect cost rate, applicable to a specified 
current or future period, usually the organization's fiscal year. The rate is 
based on an estimate of the costs to be incurred during the period. A 
predetermined rate is not subject to adjustment. 
c. Fixed rate means an indirect cost rate which has the same characteristics as 
a predetermined rate, except that the difference between the estimated costs 
and the actual costs of the period covered by the rate is carried forward as an 
adjustment to the rate computation of a subsequent period. 
d. Final rate means an indirect cost rate applicable to a specified past period 
which is based on the actual costs of the period. A final rate is not subject to 
adjustment. 
e. Provisional rate or billing rate means a temporary indirect cost rate 
applicable to a specified period which is used for funding, interim 
reimbursement, and reporting indirect costs on awards pending the 
establishment of a final rate for the period. 
f. Indirect cost proposal means the documentation prepared by an organization 
to substantiate its claim for the reimbursement of indirect costs. This proposal 
provides the basis for the review and negotiation leading to the establishment 
of an organization's indirect cost rate. 
g. Cost objective means a function, organizational subdivision, contract, grant, 
or other work unit for which cost data are desired and for which provision is 
made to accumulate and measure the cost of processes, projects, jobs and 
capitalized projects. 
 
2. Negotiation and approval of rates.  
a. Unless different arrangements are agreed to by the agencies concerned, the 
Federal agency with the largest dollar value of awards with an organization 
will be designated as the cognizant agency for the negotiation and approval of 
the indirect cost rates and, where necessary, other rates such as fringe benefit 
and computer charge-out rates. Once an agency is assigned cognizance for a 
particular non-profit organization, the assignment will not be changed unless 
there is a major long-term shift in the dollar volume of the Federal awards to 
the organization. All concerned Federal agencies shall be given the 
opportunity to participate in the negotiation process but, after a rate has been 
agreed upon, it will be accepted by all Federal agencies. When a Federal 
agency has reason to believe that special operating factors affecting its awards 


C.  Negotiation and Approval of Indirect Cost Rates 
1.  Definitions.  As used in this section, the following terms have the meanings set forth 
below: 
a. Cognizant agency means the Federal agency responsible for negotiating and 
approving indirect cost rates for a nonprofit organization on behalf of all Federal 
agencies. 
b.  Predetermined rate means an indirect cost rate, applicable to a specified current or 
future period, usually the organization's fiscal year.  The rate is based on an estimate of 
the costs to be incurred during the period.  A predetermined rate is not subject to 
adjustment. 
c.  Fixed rate means an indirect cost rate which has the same characteristics as a 
predetermined rate, except that the difference between the estimated costs and the 
actual costs of the period covered by the rate is carried forward as an adjustment to the 
rate computation of a subsequent period. 
d.  Final rate means an indirect cost rate applicable to a specified past period which is 
based on the actual costs of the period.  A final rate is not subject to adjustment. 
e.  Provisional rate or billing rate means a temporary indirect cost rate applicable to a 
specified period which is used for funding, interim reimbursement, and reporting 
indirect costs on awards pending the establishment of a final rate for the period. 
f.  Indirect cost proposal means the documentation prepared by an organization to 
substantiate its claim for the reimbursement of indirect costs.  This proposal provides 
the basis for the review and negotiation leading to the establishment of an 
organization's indirect cost rate. 
g.  Cost objective means a function, organizational subdivision, contract, grant, or other 
work unit for which cost data are desired and for which provision is made to 
accumulate and measure the cost of processes, projects, jobs and capitalized projects. 
 
 
 
 
2.  Negotiation and approval of rates. 
a.  Unless different arrangements are agreed to by the agencies concerned, the Federal 
agency with the largest dollar value of awards with an organization will be designated 
as the cognizant agency for the negotiation and approval of the indirect cost rates and, 
where necessary, other rates such as fringe benefit and computer charge-out rates.  
Once an agency is assigned cognizance for a particular nonprofit organization, the 
assignment will not be changed unless there is a shift in the dollar volume of the 
Federal awards to the organization for at least three years.   All concerned Federal 
agencies shall be given the opportunity to participate in the negotiation process but, 
after a rate has been agreed upon, it will be accepted by all Federal agencies.   When a 
Federal agency has reason to believe that special operating factors affecting its awards 
necessitate special indirect cost rates in accordance with subsection B.5, it will, prior to 
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necessitate special indirect cost rates in accordance with subparagraph D.5 of 
this appendix, it will, prior to the time the rates are negotiated, notify the 
cognizant agency. 
b. A non-profit organization which has not previously established an indirect 
cost rate with a Federal agency shall submit its initial indirect cost proposal 
immediately after the organization is advised that an award will be made and, 
in no event, later than three months after the effective date of the award. 
c. Organizations that have previously established indirect cost rates must 
submit a new indirect cost proposal to the cognizant agency within six months 
after the close of each fiscal year. 
d. A predetermined rate may be negotiated for use on awards where there is 
reasonable assurance, based on past experience and reliable projection of the 
organization's costs, that the rate is not likely to exceed a rate based on the 
organization's actual costs. 
e. Fixed rates may be negotiated where predetermined rates are not considered 
appropriate. A fixed rate, however, shall not be negotiated if all or a 
substantial portion of the organization's awards are expected to expire before 
the carry-forward adjustment can be made; the mix of Federal and non-
Federal work at the organization is too erratic to permit an equitable carry-
forward adjustment; or the organization's operations fluctuate significantly 
from year to year. 
f. Provisional and final rates shall be negotiated where neither predetermined 
nor fixed rates are appropriate. 
g. The results of each negotiation shall be formalized in a written agreement 
between the cognizant agency and the non-profit organization. The cognizant 
agency shall distribute copies of the agreement to all concerned Federal 
agencies. 
h. If a dispute arises in a negotiation of an indirect cost rate between the 
cognizant agency and the non-profit organization, the dispute shall be 
resolved in accordance with the appeals procedures of the cognizant agency. 
i. To the extent that problems are encountered among the Federal agencies in 
connection with the negotiation and approval process, OMB will lend 
assistance as required to resolve such problems in a timely manner. 


the time the rates are negotiated, notify the cognizant agency. 
b.  A nonprofit organization which has not previously established an indirect cost rate 
with a Federal agency shall submit its initial indirect cost proposal immediately after 
the organization is advised that an award will be made and, in no event, later than three 
months after the effective date of the award. 
c.  Organizations that have previously established indirect cost rates must submit a new 
indirect cost proposal to the cognizant agency within six months after the close of each 
fiscal year. 
d.  A predetermined rate may be negotiated for use on awards where there is reasonable 
assurance, based on past experience and reliable projection of the organization's costs, 
that the rate is not likely to exceed a rate based on the organization's actual costs. 
e.  Fixed rates may be negotiated where predetermined rates are not considered 
appropriate.  A fixed rate, however, shall not be negotiated if (i) all or a substantial 
portion of the organization's awards are expected to expire before the carry-forward 
adjustment can be made; (ii) the mix of Federal and non-Federal work at the 
organization is too erratic to permit an equitable carry-forward adjustment; or (iii) the 
organization's operations fluctuate significantly from year to year. 
f.  Provisional and final rates shall be negotiated where neither predetermined nor fixed 
rates are appropriate. 
g.  The results of each negotiation shall be formalized in a written agreement between 
the cognizant agency and the nonprofit organization.  The cognizant agency shall 
distribute copies of the agreement to all concerned Federal agencies. 
h.  If a dispute arises in a negotiation of an indirect cost rate between the cognizant 
agency and the nonprofit organization, the dispute shall be resolved in accordance with 
the appeals procedures of the cognizant agency. 
i.  To the extent that problems are encountered among the Federal agencies in 
connection with the negotiation and approval process, OMB will lend assistance as 
required to resolve such problems in a timely manner. 
 
 
 
CERTIFICATION OF COST ALLOCATION PLAN 
This is to certify that I have reviewed the cost allocation plan submitted herewith and 
to the best of my knowledge and belief: 
(1)  All costs included in this proposal [identify date] to establish cost allocations or 
billings for [identify period covered by plan] are allowable in accordance with the 
requirements of OMB guidance, "Uniform Guidelines for Grants and Cooperative 
Agreements" and the Federal award(s) to which they apply.  Unallowable costs have 
been adjusted for in allocating costs as indicated in the cost allocation plan. 
(2)  All costs included in this proposal are properly allocable to Federal awards on the 
basis of a beneficial or causal relationship between the expenses incurred and the 
awards to which they are allocated in accordance with applicable requirements.  
Further, the same costs that have been treated as indirect costs have not been claimed 
as direct costs.  Similar types of costs have been accounted for consistently.   
I declare that the foregoing is true and correct. 
Name of Organization:                 ________________________ 
Signature:   ________________________ 
Name of Official:                  ________________________ 
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Title:    _________________________ 
Appendix C – Non-Profit Organizations Not Subject to This Part Appendix IX – Nonprofit Organizations Exempted from Subchapter F Cost 


Principles 
1. Advance Technology Institute (ATI), Charleston, South Carolina 
2. Aerospace Corporation, El Segundo, California 
3. American Institutes of Research (AIR), Washington DC 
4. Argonne National Laboratory, Chicago, Illinois 
5. Atomic Casualty Commission, Washington, DC 
6. Battelle Memorial Institute, Headquartered in Columbus, Ohio 
7. Brookhaven National Laboratory, Upton, New York 
8. Charles Stark Draper Laboratory, Incorporated, Cambridge, Massachusetts 
9. CNA Corporation (CNAC), Alexandria, Virginia 
10. Environmental Institute of Michigan, Ann Arbor, Michigan 
11. Georgia Institute of Technology/Georgia Tech Applied Research 
Corporation/Georgia Tech Research Institute, Atlanta, Georgia 
12. Hanford Environmental Health Foundation, Richland, Washington 
13. IIT Research Institute, Chicago, Illinois 
14. Institute of Gas Technology, Chicago, Illinois 
15. Institute for Defense Analysis, Alexandria, Virginia 
16. LMI, McLean, Virginia 
17. Mitre Corporation, Bedford, Massachusetts 
18. Mitretek Systems, Inc., Falls Church, Virginia 
19. National Radiological Astronomy Observatory, Green Bank, West 
Virginia 
20. National Renewable Energy Laboratory, Golden, Colorado 
21. Oak Ridge Associated Universities, Oak Ridge, Tennessee 
22. Rand Corporation, Santa Monica, California 
23. Research Triangle Institute, Research Triangle Park, North Carolina 
24. Riverside Research Institute, New York, New York 
25. South Carolina Research Authority (SCRA), Charleston, South Carolina 
26. Southern Research Institute, Birmingham, Alabama 
27. Southwest Research Institute, San Antonio, Texas 
28. SRI International, Menlo Park, California 
29. Syracuse Research Corporation, Syracuse, New York 
30. Universities Research Association, Incorporated (National Acceleration 
Lab), Argonne, Illinois 
31. Urban Institute, Washington DC 
32. Non-profit insurance companies, such as Blue Cross and Blue Shield 
Organizations 
33. Other non-profit organizations as negotiated with awarding agencies 


1. Advance Technology Institute (ATI), Charleston, South Carolina 
2. Aerospace Corporation, El Segundo, California 
3. American Institutes of Research (AIR), Washington DC 
4. Argonne National Laboratory, Chicago, Illinois 
5. Atomic Casualty Commission, Washington, DC 
6. Battelle Memorial Institute, Headquartered in Columbus, Ohio 
7. Brookhaven National Laboratory, Upton, New York 
8. Charles Stark Draper Laboratory, Incorporated, Cambridge, Massachusetts 
9. CNA Corporation (CNAC), Alexandria, Virginia 
10. Environmental Institute of Michigan, Ann Arbor, Michigan 
11. Georgia Institute of Technology/Georgia Tech Applied Research 
Corporation/Georgia Tech Research Institute, Atlanta, Georgia 
12. Hanford Environmental Health Foundation, Richland, Washington 
13. IIT Research Institute, Chicago, Illinois 
14. Institute of Gas Technology, Chicago, Illinois 
15. Institute for Defense Analysis, Alexandria, Virginia 
16. LMI, McLean, Virginia 
17. Mitre Corporation, Bedford, Massachusetts 
18. Mitretek Systems, Inc., Falls Church, Virginia 
19. National Radiological Astronomy Observatory, Green Bank, West Virginia 
20. National Renewable Energy Laboratory, Golden, Colorado 
21. Oak Ridge Associated Universities, Oak Ridge, Tennessee 
22. Rand Corporation, Santa Monica, California 
23. Research Triangle Institute, Research Triangle Park, North Carolina 
24. Riverside Research Institute, New York, New York 
25. South Carolina Research Authority (SCRA), Charleston, South Carolina 
26. Southern Research Institute, Birmingham, Alabama 
27. Southwest Research Institute, San Antonio, Texas 
28. SRI International, Menlo Park, California 
29. Syracuse Research Corporation, Syracuse, New York 
30. Universities Research Association, Incorporated (National Acceleration Lab), 
Argonne, Illinois 
31. Urban Institute, Washington DC 
32. Non-profit insurance companies, such as Blue Cross and Blue Shield Organizations 
33. Other non-profit organizations as negotiated with awarding agencies  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011       Policy No. FMNP-01 


Revised December 1, 2017 


Farmer Selection and Authorization 


Authority 


7 CFR §248.4(a)(10)(i) and §248.10(a) and (b)  


22 MRSA §255 and §1951 


Policy 


1. The Maine CDC shall authorize individual farmers that sell eligible produce at farmers’ 


markets, mobile farm stands, or roadside stands to participate in the Farmers’ Market 


Nutrition Program (FMNP).    


2. The farmer selection criteria for the FMNP include: 


2.1 The farmer must grow fruits or vegetables in the State of Maine.  


2.2 The farmer must grow more than 50% of the fruits or vegetables offered for sale at a 


mobile farm stand or roadside stand. The farmer must comply with State of Maine law 


regarding produce offered for sale at farmer’s markets. 


2.2.1 If a farmer offers fruits or vegetables grown by another farmer, the produce must 


be clearly labeled as to the grower and location grown. 


2.2.2 Individuals selling produce obtained primarily from wholesale sources are not 


eligible for participation in FMNP. 


2.3 At least 50% of the produce that the farmer offers for sale must be fresh and not 


processed. 


2.4 The farmer’s sales location(s) must provide the produce protection from heat, sun, or 


other weather damage. 


2.5 The farmers’ sales locations must be accessible to people with disabilities. 


2.6 The farmer must have regular business hours during which the sales location is attended. 


2.7 The farmer must have the capacity to receive ACH (direct deposit) payments. 


2.8 If previously authorized: 


2.8.1 The farmer must have satisfactorily complied with the previous Farmer 


Agreement, and 


2.8.2 The farmer must have redeemed a minimum of $50 in FMNP coupons or other 


WIC benefits during the most recent year of authorization. 
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3. The Maine CDC will consider farmer applications on an annual basis unless more frequent 


consideration is necessary to ensure adequate participant access.  If more frequent 


consideration is necessary due to inadequate participant access, the State Agency will post a 


notice on its website informing farmers of the need for additional authorized farmers in 


particular areas of the state.  


4. All farmers authorized to accept FMNP Coupons/CVVs shall have a written agreement with 


the State Agency. The Agreement is a standard agreement that is used statewide (Appendix 


FMNP-1-A) 


4.1 Agreements between the Maine CDC and authorized farmers shall be valid for a                                            


maximum of three (3) years.  Occasionally an Agreement period may be for a shorter 


timeframe in order to ensure administrative efficiency.  


4.2 Both parties to the Farmer Agreement shall represent that there is no conflict of interest 


between the Maine WIC/FMNP Program, the Local WIC Agencies, and the farmer. 


4.3 The Farmer Agreement is non-transferable. Any transfer of ownership or sale of the 


business by the farmer shall render the Agreement and the farmer stamp null and void. 


The Agreement also shall be null and void if the farmer ceases operations or leases the 


business.   


4.4 The Farmer Agreement will allow the farmer to sell produce in exchange for Maine CDC 


FMNP coupons/CVVs at a roadside stand, mobile farmstand, or farmers’ market to which 


the farmer belongs. The farmer must notify the Maine CDC of the locations at which they 


offer their produce for sale and the hours the locations are open. 


4.5 The Maine CDC may reassess any authorized farmer at any time and as often as it deems 


necessary during the farmer’s Agreement period, using the farmer selection criteria in 


effect at the time of the reassessment. The Maine CDC shall terminate the agreements 


with those farmers that fail to meet selection criteria. 


4.6 To remain authorized the farmer shall comply with all the requirements of the Maine 


WIC/FMNP Program, including, but not limited to: 


4.6.1 Notifying the Maine CDC if any Farmers’ Market in which it participates ceases 


operations prior to the end of the authorization period, or if the farmer 


discontinues attendance at a location included on the farmer’s application for 


authorization; 


4.6.2 Selling only fresh Maine grown produce in exchange for FMNP coupons. Fresh 


fruits and vegetables grown in Maine and other locations may be sold in exchange 


for WIC fruit and vegetable checks (also known as CVVs); 


4.6.3 Attending mandatory training; and 


4.6.4 Meeting minimum redemption requirements (no less than an average of 10 FMNP 


Coupons/CVVs or an average of $50.00 in value of FMNP Coupons/CVVs per 


season). He/she also shall satisfy all claims for overcharges within the time 


requested. 


5. The Agreement between the farmer and the Maine CDC may be terminated as follows:  
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5.1 Neither the farmer nor the Maine CDC has an obligation to renew the Farmer 


Agreement; 


5.2 The Agreement may be terminated for cause by the Maine CDC with fifteen (15) 


days’ advance written notice; and 


5.3 The Maine CDC shall terminate the Farmer Agreement if the farmer is disqualified 


for any reason. 


6. The Agreement is subject to change in accordance with any changes in federal and state 


requirements governing the Maine WIC/FMNP Program. 


Procedures 


1. Each farmer applying for authorization shall submit all the required application forms to the 


state WIC office. The application forms shall be completed in full, signed by an appropriate 


farmer representative, and returned to the Maine CDC within the specified timeframe. 


2. If an incomplete or unsigned application is submitted, Maine CDC shall notify the applicant 


in writing. This may delay authorization. Once notified of an incomplete application, the 


applicant shall submit the missing information to Maine CDC within thirty (30) days from 


the date notification. Applicants who fail to return the missing information within the 30-day 


deadline shall be required to complete a new application and resubmit it to Maine CDC. 


3. In addition to submitting a completed application, the farmer must complete interactive 


training provided by the Maine CDC. Training may occur prior to application submittal.  


4. If all required information meets the selection criteria, the farmer attends the required 


training, and the application is approved, the Maine CDC will provide the farmer with an 


Agreement for authorization as a WIC Farmer. The Farmer Agreement will include a copy of 


the FMNP Sanction Schedule and the unique identifying number assigned to the farmer. 


Farmers must sign and return the Agreement to Maine CDC within 2 weeks. 


5. Upon receipt of the signed Farmer Agreement, the Maine CDC WIC Program Manager will 


counter sign the Farmer Agreement and return a copy to the farmer.  


6. The farmer will be provided with a self-inking stamp with the farmer’s identification number. 


This stamp is used to endorse FMNP coupons and WIC CVVs prior to deposit for payment. 


7. Farmers may not duplicate farmer identification stamps.  Upon request from a farmer, the 


Maine CDC may issue a duplicate stamp to a farmer. The farmer stamp shall be invalid upon 


disqualification or voluntary withdrawal from the WIC FMNP. 


8. Authorized farmers shall receive an application for authorization at least thirty (30) days 


before the agreement expires, including notification that failure to return the renewal 


application prior to the date of expiration of the current Agreement shall result in loss of 


authorization.  


9. The Maine CDC shall maintain a file on each authorized farmer that includes at a minimum 


the following: 


9.1. Farmer Agreement; 


9.2. Application documents; 
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9.3. Completed onsite monitoring forms; 


9.4. Written correspondence; 


9.5. Training records; and 


9.6. Any participant complaints. 


10. All farmer files shall be maintained in an inactive file for a three (3) year period from the 


date the farmer’s most recent contract is terminated or expired.  


11. Any information about a farmer that individually identifies the farmer, except for name, 


address, phone number, e-mail address, web site, place-of-business, type and authorization 


status shall be confidential information. This information may be released only as outlined in 


7 CFR 246.26(e). 
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program 
Effective: October 1, 2011       Policy No. FMNP-2 


Revised: December 1, 2017       


Farmer Training 


Authority 


7 CFR §248.4(a)(10)(ii) and §248.10(d)  


22 MRSA §255 and §1951 


Policy 


1. Farmer training shall include training on the following: 


1.1 Purpose of the FMNP Program 


1.2 Terms of the Farmer Agreement 


1.3 Eligible foods 


1.4 Procedures for transacting and redeeming FMNP Coupons   


1.5 Farmer sanction system  


1.6 Farmer complaint process 


1.7 Claims procedures 


1.8 Changes in program requirements since the last training 


1.9 Recordkeeping requirements 


1.10 Guidelines for storing FMNP Coupons safely 


1.11 Guidelines for canceling FMNP Coupons 


1.12 Equitable treatment of FMNP Coupon recipients and recipient complaints 


1.13 Farmer requests for technical assistance 


1.14 Reauthorization 


1.15 Reporting changes of ownership, location, or cessation of operations 


1.16 Procedures for appeal/administrative review 


1.17 Training employees 


1.18 Civil rights compliance 


1.19 WIC/FMNP/SNAP sanction reciprocity and information sharing 


2. Each authorized farmer shall be required to participate in or to designate a representative 


such as the manager and /or other authorized employee(s), to participate in all required 


training programs or sessions at which WIC/FMNP procedures and requirements are 
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taught. This includes, but is not limited to, WIC vendor training sessions scheduled by 


the Maine CDC. If the farmer fails to attend the WIC vendor training session the Farmer 


Agreement shall become null and void.  


3. The farmer shall accept training on WIC/FMNP policies and procedures whenever 


deemed necessary by the Maine CDC. 


4. The Maine CDC shall provide training at the request of the farmer. 


5. Farmers are responsible for training all staff who handle FMNP Coupons/CVVs 


regarding correct WIC/FMNP procedures and requirements. 


6. Farmers shall be held liable for the actions of all owners, officers, managers, agents, 


employees and personnel, paid or unpaid, who may be involved in WIC/FMNP 


transactions at the farmer’s place(s) of business. 


Procedures 


1. Farmers or farmer representatives shall receive training through one or more of the 


following: 


1.1 On-site meetings/conferences 


1.2 Off-site meetings/conferences 


1.3 During routine monitoring visits (e.g., educational buys) 


1.4 When specialized technical assistance is requested 


1.5 Written materials (e.g., newsletters) 


1.6 State Agency website  


2. Interactive farmer training (such as face-to-face meetings, video conferences and web 


cams) shall be conducted at or before initial authorization and at least every three (3) 


years following authorization. 


3. Annually, the Maine CDC shall provide training through media contacts such as, but not 


limited to, a newsletter, fax messages, a video or the farmer handbook; and will 


document the content of its training.   


4. The Maine CDC shall provide a farmer handbook to each authorized farmer.  


5. Farmer education and training visits may be utilized to ensure farmer compliance with 


Program rules and regulations.  Training may be conducted at the farmer’s location or by 


any other method deemed appropriate by the Maine CDC. 


6. Farmers or farmer representatives shall be required to sign an acknowledgment of 


training when they have received monitoring visits.  


7. The following methods shall be used to evaluate the effectiveness of farmer training: 


7.1 Evaluation forms provided with training materials 


7.2 Educational buys 


7.3 Informal feedback from vendors and/or participants 
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program 


Effective: October 1, 2011       Policy No. FMNP-3 


Revised: December 1, 2017       


High-Risk Farmer Identification Systems 


Authority 


7 CFR §248.4(a)(10)(iv) and §248.10(e);  


22 MRSA §255 and §1951 


Policy 


1. Maine CDC attempts to identify farmers who are at a higher risk for non-compliance with the 


terms of their Farmers’ Market Nutrition Program (FMNP) Authorization Agreement and 


FMNP Policies. Farmers in the first year of FMNP operation are automatically considered 


high-risk. Other indicators of high-risk include, but are not limited to, the following: 


1.1. Participant or State or Local Agency staff complaints or observations; 


1.2. Suspicious patterns or volume of redemption; 


1.3. A history of program violations/non-compliance; 


1.4. Previous WIC, SNAP, or FMNP suspension; or 


1.5. SNAP determination of high risk. 


Procedures 


1. Maine CDC maintains a formal system for receiving complaints about farmers through the 


following: 


1.1 A toll-free number handled by Maine CDC staff; 


1.2 A standard complaint form that the complainant sends to Maine CDC; and 


1.3 E-mail. 


2. In its high-risk vendor analysis, Maine CDC shall use: 


2.1 Participant complaints; and 


2.2 A three-month aggregate of the vendor’s redemptions. 


3. Farmer redemption patterns are compared to patterns of other farmers. 


4. The Maine CDC shall identify high-risk farmers and generate high-risk farmer reports at 


least once per year. 








Maine Center for Disease Control and Prevention  


WIC Nutrition Program 


Effective: October 1, 2011      Policy No. FMNP-4 


Revised: December 1, 2017 


Farmer Monitoring 


Authority 


7 CFR §248.4(a)(10)(iii) and §248.10(e);  


22 MRSA §255 and §1951. 


Policy 


1. Farmers authorized by Maine CDC will be monitored for compliance with the requirements 


of the FMNP Farmer Authorization Agreement and FMNP Policies. 


2. Monitoring shall include: 


2.1. Covert methods, such as compliance buys; and 


2.2. Overt methods, such as routine monitoring and educational buys.  


3. Routine monitoring visits shall be conducted by Maine CDC staff. 


4. Routine monitoring visits shall be conducted annually and as needed. 


Procedures 


1. Activities performed during a routine monitoring visit shall include: 


1.1 A review of FMNP Coupons and CVVs in the farmer’s possession for farmer 


violations; 


1.2 Observation of FMNP signage; 


1.3 Observation of a full-time attendant; 


1.4 Observation of product availability; 


1.5 Determination of whether produce is Maine grown; 


1.6 Observation of FMNP Coupon/CVV transactions; 


1.7 Performance of an educational buy; 


1.8 Interview of manager and/or employees; 


1.9 A review of employee training procedures; and 


1.10 Examination of the sanitary conditions. 


2. Maine CDC will use a combination of periodic, scheduled reviews and complaints to 


determine whether a farmer is selected for routine monitoring. 
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3. During each fiscal year, at least ten (10) percent of all authorized farmers (including high-


risk farmers) will be monitored.  


4. Documentation of monitoring visits will include the names of the farmer and the reviewer, 


date of the review, the nature of the problem(s) detected or the observation that the farmer is 


in compliance, records of interviews, and the signature of the reviewer(s).  Documentation 


will be provided to the farmer after a reasonable delay when necessary to protect the identity 


of the reviewer(s) or the integrity of the investigation.    


5. After being informed of deficiencies, farmers will be required to submit plans for correcting 


them.  








Farmers’ Market Nutrition Program (FMNP) 


FMNP-5 Farmer Sanction                                                                                        1 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011       Policy No. FMNP-5 


Revised: October 1, 2018      


Farmer Sanction System 


Authority 


7 CFR §246.12(v) and §248.4(a)(10)(iv);  


22 MRSA §255 and §1951   


Policy 


1. The Maine CDC WIC Nutrition Program (Maine CDC) may initiate administrative action to 


disqualify a farmer for non-compliance based on violations of the Farmer Agreement. 


2. The following are considered violations of the Farmer Agreement: 


2.1. Providing cash in exchange for a FMNP Coupon/CVV. 


2.2. Contacting a WIC customer in an attempt to recover funds for an FMNP Coupon/CVV 


not reimbursed or for which repayment was requested. 


2.3. Selling anything that is not fresh produce in exchange for an FMNP Coupon/CVV. 


2.4. Charging sales tax on a WIC purchase. 


2.5. Providing cash change during an FMNP Coupon/CVV transaction. 


2.6. Failure to allow monitoring of the farm stand, farmers’ market booth, or farm by WIC 


staff. 


2.7. Failure to provide FMNP Coupon/CVV records for review when requested. 


2.8. Refusing to accept a valid FMNP Coupon/CVV from a WIC customer. 


2.9. Providing an eligible FMNP/WIC food that would present a clear health problem in 


exchange for an FMNP Coupon/CVV. 


2.10. Accepting or requiring a signature before the actual amount of sale is entered on the 


CVV by the customer. 


2.11. Failure to enter the purchase price on the CVV at the time of the transaction. 


2.12. Failing to train all employees who handle WIC transactions and ensuring their 


knowledge regarding WIC Program procedures set forth in training materials and 


manuals provided by the State Agency. 


2.13. Failure to request the WIC ID Folder and to verify the participant’s signature. 


3. The following are consequences of violations listed above: 
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3.1. First violation – The farmer will be given a written warning letter that includes a notice 


of violation and a requirement to attend training.   


3.2. Second violation– (within one year of first violation) Farmer will receive a written notice 


of violation that includes a requirement to establish a corrective action plan to be 


approved by the State Agency.  Failure to submit a corrective action plan will result in 


disqualification for the next season.  


3.3. Third violation– (within one year of the first violation) Farmer will be disqualified for 


the next season. 


4. Other disqualifications include: 


4.1. The State Agency shall disqualify a farmer who has been disqualified from SNAP. The 


WIC disqualification shall be for the same length of time as the SNAP disqualification, 


and the WIC disqualification may begin at a later date than the SNAP disqualification.  


This disqualification shall not be subject to appeal.  


4.2. The State Agency shall disqualify a farmer who has been assessed a civil money penalty 


for hardship in SNAP under 7 CFR 278.6. The length of disqualification shall 


correspond to the period for which the farmer would otherwise have been disqualified in 


SNAP.  


5. A farmer committing fraud or abuse of the WIC Program shall be liable to prosecution under 


applicable federal, state or local laws. 


Procedures 


1. For all violations for which action shall be taken by the State Agency, written notices of 


violation shall be issued that include a description of the violation, the action to be taken, 


and the right to appeal.   


2.   When an investigation reveals an initial incidence of a violation for which a pattern of 


incidences must be established in order to impose a sanction, the State Agency shall 


notify the vendor in writing before another such incidence is documented, unless it 


determines, in its discretion, on a case-by-case basis, that notifying the vendor would 


compromise an investigation.  Such a determination shall be documented in the vendor’s 


file.  
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program 


Department of Health and Human Services 


Effective: October 1, 2011 


Revised: August 1, 2014      Policy No. FMNP-6 


Administrative Review of State Agency Actions (Farmers) 


Authority 


7 CFR §248.16;  


22 MRSA §255 and §1951. 


Policy 


 Any farmer adversely affected by a Local or State Agency decision has the right to a 


formal hearing in the following instances: 


 Denial of authorization 


 Termination of the Farmer Agreement 


 Disqualification from the WIC/FMNP Program during the contract period, other than 


disqualification due to a SNAP disqualification 


 Imposition of civil money penalty in lieu of disqualification 


Procedures 


1. All administrative hearings shall be conducted in accordance with the rules contained in 


the WIC Federal Regulations, 7 CRF §248.16, and Department of Health and Human 


Services Administrative Hearings Regulations, 10-144 CMR Chapter 1. 


2. Any farmer adversely affected by a Local or State Agency decision shall be informed in 


writing at least fifteen (15) days prior to the effective date of the action, of the reasons for 


the action, and the right to an administrative hearing.  


3. A request for an administrative hearing shall be defined as a written or verbal statement by 


a vendor requesting the opportunity to present his/her case to a higher authority. If the 


request for a hearing is made to the State Agency, a Request for Administrative Hearings 


Form (Appendix VM-7-A) shall be completed immediately and forwarded to the Office 


of Administrative Hearings. 
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4. Requests for an administrative hearing shall be made within fifteen (15) days from the date 


of the written notice of the adverse action. 


5. Requests received by Local Agencies shall be forwarded to the State Agency within three 


(3) working days of receipt. 


6. The Department shall not deny or dismiss a request for an administrative hearing unless: 


6.1 The request is not received within the time limits set by the Department. 


6.2 The request is withdrawn in writing by the appellant or his representative. 


6.3 The appellant or representative fails, without good cause, to appear at the 


scheduled hearing. 


6.4 The appellant is not entitled to a hearing as set forth above. 


7. Adverse actions against a farmer shall be stayed until final agency action.  


8. Administrative hearing dates shall be scheduled to take into consideration the convenience 


of the appellant, in terms of both time and location.   


9. The appellant shall be solely responsible for the cost of his or her legal counsel. 


10. The State Agency shall immediately forward any request for withdrawal of an 


administrative hearing to the Hearing Officer. 


11. An administrative hearing may not be delayed or canceled for the purpose of considering a 


possible adjustment unless the appellant requests such a delay or cancellation.  


12. The appellant shall be provided with adequate opportunity to examine all records and 


documents to be presented at the administrative hearing, at any time after a request for a 


hearing has been made. 


13. Any representative of the appellant must have written authorization from the appellant to 


examine such records. 


14. All administrative hearing decisions shall be issued in accordance with the rules contained 


in the Department of Health and Human Services Administrative Hearings Regulations 


10-144 CMR Chapter 1. 


15. An appellant may appeal an unfavorable decision to Superior Court pursuant to 


M.R.Civ.P.80C. However, unless otherwise ordered by the Superior Court, the Hearing 


Officer’s decision shall not be stayed. 
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16. The State Agency shall keep a record of all administrative hearings and their outcome.  


Information will include: 


16.1 Vendor/farmer number 


16.2 Name of farmer/business  


16.3 Termination/disqualification date 


16.4 Reason for termination/disqualification 


16.5 Administrative hearing date 


16.6 Hearings officer’s recommended decision 


16.7 Date of recommended decision 


16.8 Commissioner’s final decision on Order of Reference  


16.9 SNAP notified – yes or no  
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program 


Effective: October 1, 2012 


Revised: December 1, 2018          Policy No. FMNP-7  


Farmer Operations 


Authority 


7 CFR §246.12 (h) and (k), and §248.10;  


22 MRSA §255; 


10-144 CMR Chapter 286  


Policy 


1. An authorized farmer shall meet the following general requirements: 


1.1. Maintain compliance with the farmer selection criteria throughout the Farmer 


Agreement period, including any changes to the criteria; 


1.2. Maintain records in accordance with generally accepted accounting procedures; and 


assure that records reflecting justification and receipt of WIC/FMNP funds, FMNP 


Coupons/cash-value vouchers (hereinafter FMNP Coupons/CVVs), and all other 


program-related records of the Farmer are available for inspection or audit by 


federal, state or other authorized personnel; 


1.3. Cooperate with federal and state WIC/FMNP program and other authorized 


personnel during announced and unannounced on-site farmer reviews, inspections 


and audits; 


1.4. Provide the Maine CDC WIC Nutrition Program (Maine CDC) with purchase 


invoices from other farmers, when requested; 


1.5. Comply with the civil rights requirements of 7 CFR §248.7 and §248.10(a)(6); 


1.6. Keep all information of authorized WIC/FMNP shoppers confidential; 


1.7. Never publicly identify, call unnecessary attention to, or allow discourteous 


treatment of a WIC/FMNP shopper; 


1.8. Appropriately redeem valid FMNP Coupons/CVVs issued by a Local Agency for 


the types and quantities of food specified on the FMNP Coupons/CVVs. In 


addition, the prices charged for WIC/FMNP foods shall be equal to, or less than the 


price charged to non-WIC/FMNP customers; 


1.9. Never request or accept cash payment for the quantities of foods specified on 


FMNP Coupons/CVVs; 


1.10. Never attempt to seek restitution from participants/authorized representatives for 


redeemed FMNP Coupons/CVVs that were rejected by the Program’s bank and/or 


for cash refunds requested by the Maine CDC; 
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1.11. If desired, allow WIC/FMNP shoppers to purchase less than the authorized amount 


of food; 


1.12. If desired, allow WIC/FMNP shoppers to purchase more than the authorized 


amount of food by allowing the participant to pay for any amount that exceeds the 


value of the WIC CVV/FMNP coupon; 


1.13. Allow WIC/FMNP shoppers to take advantage of farmer promotions that provide 


foods free of charge when purchasing WIC/FMNP foods; 


1.14. Only accept FMNP Coupons/CVVs at the time of the actual purchase and never 


issue “rain checks” or credit slips to WIC/FMNP shoppers for WIC/FMNP-


approved foods; 


1.15. Allow exchange of an identical item only when the original item is defective, 


spoiled; 


1.16. Accept valid WIC FMNP Coupons/CVVs from all WIC/FMNP shoppers without 


exception; 


1.17. Never demand identification other than the WIC Participant Folder or from a 


WIC/FMNP shopper; 


1.18. Direct questions concerning payment only to the Maine CDC. Do not contact 


WIC/FMNP shoppers concerning this or any other problem area; 


1.19. Report to the Maine CDC any irregularities in the use of FMNP Coupons/CVVs by 


WIC/FMNP shoppers; and 


1.20. If a farmer receives WIC CVVs/FMNP Coupons as a WIC participant or is an 


authorized representative for a WIC participant they must redeem WIC 


CVVs/FMNP Coupons at a different authorized farmer. 


2. Maine CDC shall hold each farmer accountable for fair pricing practices. More specifically, 


farmers shall: 


2.1. Never charge the Maine CDC for WIC/FMNP products not actually purchased and 


received by the authorized WIC/FMNP shopper; 


2.2. Never charge the Maine CDC for WIC/FMNP products provided in excess of those 


listed on the FMNP Coupons/CVVs; and 


2.3. Ensure that prices charged to WIC/FMNP participants/recipients for approved foods 


are equal to or less than prices charged to non-WIC/FMNP customers. 


3. To ensure FMNP Coupon/CVV validity, farmers shall: 


3.1. Observe that there are no visible alterations apparent on the FMNP Coupon/CVV; 


and 


3.2. Never accept a FMNP Coupon/CVV outside of the “to use” dates (before the “first 


day to use”, or after the “last day to use” date). 


4. During transaction of FMNP Coupons/CVVs, farmers shall: 


4.1. Request that the WIC/FMNP shopper present an approved/validated WIC 


Participant Folder; 
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4.2. Request that the WIC/FMNP shopper write the actual cost of the WIC foods 


purchased in the space provided on the face of the CVV prior to signing the CVV.  


FMNP Coupons have a price pre-printed on the coupon; 


4.3. Request that the WIC/FMNP shopper affix his/her signature in the lower right hand 


corner of the FMNP Coupon/CVV after he/she has written in the price; 


4.4. Compare the signature on the FMNP Coupon/CVV with the signature(s) on the ID 


Folder; if the signature on the FMNP Coupon/CVV does not match either of the 


signatures on the Participant Folder, not accept the FMNP Coupon/CVV; 


4.5. In cases where a WIC/FMNP shopper signs with an “X”, witness the transaction by 


signing beneath the “X” mark. 


5. In order to redeem FMNP Coupons/CVVs, farmers shall:  


5.1. Submit WIC CVVs for payment within sixty (60) days from the “FIRST-DATE-


TO-USE”; and 


5.2. Submit FMNP Coupons for payment by November 30 each year. 


6. Maine CDC may reject FMNP Coupons/CVVs that are submitted for redemption in violation 


of the Farmer Agreement or any of the rules, regulations, policies or procedures of the 


WIC/FMNP programs. 


7. The Maine CDC shall not be held liable for any costs charged by the farmer’s bank for a 


rejected FMNP Coupon/CVV unless the FMNP Coupon/CVV was rejected in error. 


8. If the Maine CDC determines that the farmer has committed a violation that affects the 


payment to the farmer, Maine CDC shall delay payment or establish a claim. Such farmer 


violations may be detected through compliance investigations, FMNP Coupon/CVV reviews 


or other reviews or investigations of a farmer’s operations. 


9. When payment for an FMNP Coupon/CVV is delayed or a claim is established, the Maine 


CDC shall provide the farmer with an opportunity to justify or correct the farmer overcharge 


or other error. If satisfied with the justification or correction, Maine CDC shall provide 


payment or adjust the proposed claim accordingly.  


10. Failure of a farmer to pay a claim shall result in termination of the Farmer Agreement.  The 


farmer may reapply for authorization after a waiting period of twelve (12) months 


11. The Maine CDC shall not reimburse a farmer for an FMNP Coupon/CVV if it is determined 


that the farmer intentionally attempted to defraud and/or abuse the Program. 


12. If Maine CDC determines that state or federal violations were committed, the farmer may be 


subject to the corresponding penalties including disqualification.   


13. The farmer may not appeal disputes regarding WIC check payments and vendor claims. 


14. All payment inquiries regarding specific WIC checks must be submitted in writing by mail.   


15. Maine CDC cannot pay for WIC checks from other states.   


16. Maine CDC has the right to modify payment, to assess a claim, or to charge a fine for WIC 


checks transacted for unauthorized foods, other items, or with sales tax charged. 


17. Maine CDC may deny payment to the Vendor for improperly redeemed checks or may 


require refunds for payments already made on improperly redeemed checks. 
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Procedures 


1. Provided no errors are present on FMNP Coupons/CVVs, the banking intermediary shall 


transfer the funds to the bank of first deposit within sixty (60) days. 


2. ACH payments shall be “warehoused” or held for one week. Payments are “cycled” each 


Friday and one deposit for all FMNP Coupons/CVVs submitted by each farmer the previous 


week is made. Farmers shall receive a detailed report of each ACH transaction included in 


that credit by Wednesday of the following week. 


3. For farmers who believe a payment denial or reduction has been made incorrectly, or believe 


there is a justifiable reason why payment should be made, Maine CDC may consider 


payment approval with valid justification.  A farmer must submit a written payment 


reconsideration request to the State Agency within ninety (90) days of the “FIRST-DATE-


TO-USE” printed on the check.  


4. Before appealing a Payment denial or reduction, the farmer is strongly urged to review the 


following: 


4.1 Depository bank statement reflecting WIC direct deposit credits; and  


4.2 WIC ACH statement detailing the direct deposit credit transaction under 


consideration 


5. If the farmer is satisfied that the reduced payment was not due to an error on his/her part the 


farmer shall send to the Maine CDC WIC Nutrition Program a copy of the FMNP 


Coupon/CVV.  


6. Reconsideration requests must include:  


6.1 One completed WIC check appeal form must be prepared for each rejected check 


appeal requested. A brief explanation on the form describing the circumstances, the 


reason why payment should be reconsidered, and what steps have been taken to 


prevent problem(s) in the future.   


6.2 Farmer stamp number, date mailed, check number, complete store name with address, 


contact name and a phone number.  


6.3 The check image with the denial/rejection stamp and receipt copy of the original 


receipt or journal transaction.  


6.4 A corrective action plan demonstrating how the problem(s) will be prevented in the 


future. Consideration will be given to the documentation submitted.  Incomplete 


appeal forms or appeals that do not include the check and the receipt will be denied.   


7. Maine CDC is not responsible for any bank charges, returned checks or other fees charged to 


the vendor that result from the non-payment or partial payment of WIC checks.  Vendors 


may not recover any bank charges from the WIC program, or from WIC participants or their 


proxies. 


8. The Maine CDC WIC Nutrition Program shall deny payment or initiate claims collection 


action within ninety (90) days of either the date of detection of the farmer violation or the 


completion of the review or investigation giving rise to the claim, whichever is later. 
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Maine Center for Disease Control and Prevention 
WIC Nutrition Program 


Effective: October 1, 2015 Policy No. FMNP-8 


Revised: May 21, 2019 
 


Local Agency Administration of WIC FMNP 


Authority 


7 CFR §248.1, 2, 4, 6, 8, 9, 10, 17 


Policy 


1. Maine CDC WIC Farmers’ Market Nutrition Program (WIC FMNP) benefits shall be 
made available to all eligible WIC participants each year during the summer season, as 
funding permits. 


2. WIC FMNP benefit redemption shall be available only at Maine Farmers’ Markets and 
local farm stands which are authorized by the Maine CDC WIC Nutrition Program. 


3. WIC FMNP benefits may be redeemed for only the purchase of any locally grown fresh 
fruits, vegetables and/or herbs. 


4. Food benefits provided by the WIC FMNP are intended for the sole benefit of 
participants enrolled in the Maine CDC WIC Nutrition Program and may not be shared 
with others or sold or exchanged for cash or other goods. 


5. Local WIC Agency staff shall be responsible for accountability of all WIC FMNP 
benefits assigned to the agency for the Farmers’ Market season. 


6. Local Agency staff shall provide education on benefit redemption and health benefits 
associated with the consumption of fresh fruits and/or vegetables to all WIC participants 
receiving WIC FMNP benefits. 


Procedures 


1. WIC participants who are eligible to receive WIC FMNP benefits one time each summer 
season shall include those who are within a valid certification period in the following 
categories: 


1.1. Pregnant women--$20 


1.2. Breastfeeding women--$20 


1.2.1. Exclusively breastfeeding women 


1.2.2. Partially breastfeeding women 


1.2.3. Some breastfeeding women up to six (6) months after delivery at time of FMNP 
benefit issuance 


1.3. Children age nine to sixty (9-60) months--$20 
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2. If the authorized representative for a WIC household chooses to accept WIC FMNP benefits, 
WIC FMNP benefits shall be issued to all eligible participants within the household. 


2.1. Local WIC agency staff shall not issue WIC FMNP benefits to only some of the eligible 
household members. 


2.2. Local WIC agency staff shall not reduce the FMNP benefit amount, as stated in Section 
1 above, provided to participants. 


3. Local WIC agency staff shall document WIC FMNP benefit issuance in the WIC MIS record 
for each family member receiving benefits. If the WIC MIS is not available at the time of 
benefit issuance, Appendix FMNP-8-A shall be used for interim documentation, until such 
time that access to the WIC MIS is available and the data can be transferred into each 
individual participants’ record. Data captured shall include: 


3.1. Date of issuance 


3.2. Benefit numbers issued 


3.3. Signature of participant, authorized representative or proxy 


4. WIC FMNP benefits shall not be mailed to participants. 


5. WIC FMNP benefits reported as lost or stolen shall not be replaced. 


6. Local WIC agency staff shall provide FMNP benefit recipients with the following 
information: 


6.1. Foods available for purchase include only fresh, unprepared, locally grown fruits, 
vegetables and/or herbs 


6.2. Foods that may not be purchased include but are not limited to: 


6.2.1. Honey 


6.2.2. Maple syrup 


6.2.3. Cider 


6.2.4. Nuts and seeds 


6.2.5. Eggs 


6.2.6. Cheese 


6.2.7. Meat 


6.2.8. Seafood 


6.2.9. Baked goods or other prepared items 


6.2.10. Fruits, vegetables and/or herbs that are not locally grown 


6.2.11. Dried herbs 


6.3. The names and locations of farmers’ markets, farms and farm stands in the participant’s 
local area where FMNP benefits may be redeemed 


6.4. No exchange of cash shall take place if the purchase price is less than the face value of 
the benefit(s) being redeemed 
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6.5. Participant may purchase more than the face value of benefit(s) being redeemed, and 
may pay the overage with cash 


6.6. The right to file a complaint about any improper farmer or Farmer Market practices, 
including how to file such a complaint 


7. Local WIC agency staff shall provide nutrition education to all participants receiving WIC 
FMNP benefits, with an emphasis on the relationship of positive health outcomes and 
consumption of fresh fruits and/or vegetables. 


8. At the conclusion to the FMNP season, the local WIC agency director shall sign the FMNP 
Check Destruction Form (Appendix FMNP-8-B) documenting the FI numbers of any FMNP 
checks destroyed and return it to the Vendor Manager at the state WIC agency. 


9. Local WIC agency compliance with administration of WIC FMNP requirements will be 
assessed during the Management Evaluation Review of the agency, including: 


9.1. Accountability for FMNP benefit receipt and issuance 


9.2. Security of benefits 


9.3. Benefit issuance documentation accuracy 


9.4. Nutrition education provided 


9.5. WIC FMNP outreach plans and activities 


9.6. Accountability of unused FMNP benefit destruction at end of summer season 
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Maine Department of Health and Human Services 
Maine Center for Disease Control and Prevention 


11 State House Station 
286 Water Street 


Augusta, Maine 04333-0011 
Tel; (207) 287-8016; Fax (207) 287-9058 


TTY: Dial 711 (Maine Relay)  


Janet T. Mills 
Governor 


Jeanne M. Lambrew, Ph.D. 
Acting Commissioner 


Maine CDC WIC Nutrition Program-FMNP Vendor Agreement 
 


This Agreement is made between (business name):    


in the city of , owned by:     


(hereinafter Farmer) and the Maine Center for Disease Control and Prevention WIC Nutrition Program (hereinafter 
Maine CDC WIC Nutrition Program). The Farmer and the Maine CDC WIC Nutrition Program mutually agree to the 
terms and conditions contained in this Agreement. 


Assigned Vendor Number: [ ] 


The period of this Agreement is from April 1, 2019 to March 31, 2022. 


1. The Farmer agrees to the following general requirements during the term of the Agreement: 


1.1 Maintain compliance with the farmer selection criteria as outlined in Policy No. FMNP-01, Farmer Selection 
and Authorization, throughout the Farmer Agreement period, including any changes to the criteria. 


1.2 Maintain records in accordance with generally accepted accounting procedures; and assure that records 
reflecting justification and receipt of WIC/FMNP funds, FMNP Coupons/cash-value vouchers (hereinafter 
FMNP Coupons/CVVs), and all other program-related records of the Farmer are available for inspection or 
audit by federal, state or other authorized personnel. 


1.3 Cooperate with federal and state WIC/FMNP program and other authorized personnel during 
announced and unannounced on-site farmer reviews, inspections and audits. 


1.4 Provide the Maine CDC WIC Nutrition Program with purchase invoices from other farmers, when 
requested. 


1.5 Attend all mandatory trainings 


1.6 Be responsible for training all staff who handle WIC/FMNP transactions and ensuring their knowledge 
regarding WIC/FMNP program procedures and requirements. 


1.7 Submit FMNP Coupons/CVVs for redemption in accordance with the procedures and other 
requirements of Policy No. FMNP-07, Farmer Operations. 


1.8 Satisfy all claims for overcharges within the time requested. 


1.9 Provide plans to the Maine CDC WIC Nutrition Program for correcting deficiencies detected in 
monitoring visits. 


1.10 Comply with the civil rights requirements of 7 CFR §248.7 and §248.10(a)(6). 


2. The Farmer agrees to the following operational requirements during the term of the Agreement: 


2.1 Display a sign stating that the farmer is authorized to redeem WIC benefits. 


2.2 Meet minimum redemption requirements (no less than an average of 10 FMNP Coupons/CVVs or an average of 
$50.00 in value of FMNP Coupons/CVVs per season)  


2.3 Keep all information of authorized WIC/FMNP shoppers confidential. 


2.4 Provide WIC/FMNP products at prices that are competitive. 
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2.5 Ensure that prices charged to WIC/FMNP participants for approved foods are equal to or less than prices charged 
to non-WIC/FMNP customers. 


2.6 Never charge the Maine CDC WIC Nutrition Program for WIC/FMNP products not actually purchased and 
received by the WIC/FMNP shopper. 


2.7 Never charge the Maine CDC WIC Nutrition Program for WIC/FMNP products provided in excess of those 
listed on the WIC FMNP Coupons/CVVs. 


2.8 Never publicly identify, call unnecessary attention to, or allow discourteous treatment of a WIC/FMNP 
shopper. 


2.9 Appropriately redeem valid FMNP Coupons/CVVs issued by a Local Agency for fresh fruits & 
vegetables. 


2.10 Never request or accept cash payment for the quantities of foods specified on FMNP Coupons/CVVs and never 
provide cash back if the value of the food purchased is less than the value of the FMNP Coupon/CVV. 


2.11 Never attempt to seek restitution from participants/authorized representatives for redeemed FMNP 
Coupons/CVVs that were rejected by the Maine CDC WIC Nutrition Program’s bank and/or for cash refunds 
requested by the Program. 


2.12 If desired, allow WIC/FMNP shoppers to purchase less than value on FMNP Coupons/CVVs. If the total price is 
more than the FMNP Coupons/CVVs allow the WIC/FMNP shoppers to pay the difference. 


2.13 Allow WIC/FMNP shoppers to take advantage of farmer promotions that provide foods free of charge when 
purchasing WIC/FMNP foods. 


2.14 Only accept FMNP Coupons/CVVs at the time of the actual purchase and never issue “rain checks” or credit 
slips to WIC/FMNP shoppers for WIC/FMNP-approved foods. 


2.15 Allow exchange of an identical item only when the original item is defective, spoiled, or has exceeded its 
expiration date. 


2.16 Accept valid WIC FMNP Coupons/CVVs from all WIC/FMNP shoppers without exception. 


2.17 Never demand identification other than the WIC ID Folder from a WIC/FMNP shopper. 


2.18 Never transact FMNP Coupons/CVVs outside of the farmers’ market or roadside stand. Farmers offering 
delivery services may deliver WIC/FMNP foods after the transaction has been completed at the farmers’ market 
or roadside stand. 


2.19 Never collect sales tax on WIC/FMNP food purchases. 


2.20 Direct questions concerning payment only to the Maine CDC WIC Nutrition Program.   Do not contact 
WIC/FMNP shoppers concerning this or any other problem area. 


2.21 Report any irregularities in the use of FMNP Coupons/CVVs by WIC/FMNP shoppers to the Maine CDC 
WIC Nutrition Program. 


2.22 Report to the Maine CDC WIC Nutrition Program if a WIC/FMNP shopper requests cash or credit in 
exchange for returned WIC/FMNP products. 


3. For transactions with FMNP Coupons/CVVs, the Farmer shall: 


3.1 Request that the WIC/FMNP shopper present an approved/validated WIC ID Folder 


3.2 Request that the WIC/FMNP shopper write the actual cost of the WIC foods purchased in the space provided on 
the face of the CVV prior to signing the CVV. FMNP Coupons have a price pre-printed on the coupon. 


3.3 Request that the WIC/FMNP shopper affix his/her signature in the lower right hand corner of the FMNP 
Coupon/CVV after he/she has written in the price. 


3.4 Compare the signature on the FMNP Coupon/CVV with the signature(s) on the ID Folder; if the signature on 
the FMNP Coupon/CVV does not match either of the signatures on the ID Folder, do not accept the FMNP 
Coupon/CVV. 
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3.5 In cases where a WIC/FMNP shopper signs with an “X”, witness the transaction by signing beneath the “X” 
mark. 


3.6 Always offer a receipt. 


4. To ensure FMNP/CVV validity the Farmer shall: 


4.1 Inspect the FMNP Coupon/CVV for the presence of any visible alterations. 


4.2 Observe the WIC/FMNP shopper as she/he signs the FMNP Coupon/CVV, and be sure the signature on the 
FMNP Coupon/CVV matches one of the signatures on the WIC ID Folder. 


4.3 Never accept a pre-signed FMNP Coupon/CVV. 


4.4 Never accept a CVV without the sale price entered in the amount field of the CVV. 


4.5 Never accept a FMNP Coupon/CVV outside of the “to use” dates (before the “first day to use” or after the “last 
day to use” date). 


4.6 Prior to deposit, stamp the FMNP Coupons/CVVs with the Farmer Identification Number. 


5. This Agreement does not constitute a license or property interest. 


6. This Agreement is non-transferable. Any transfer of ownership or sale of the business by the Farmer shall render the 
Agreement and the vendor stamp null and void. The Agreement also shall be null and void if the Farmer ceases 
operations or leases the business. In the event of cessation of operations the Farmer must notify the Maine CDC 
WIC Nutrition Program. 


7. This Agreement is in effect for the time period stated only. An application must be submitted for consideration 
upon expiration of the current Agreement period.  The Farmer’s renewal application will be subject to the Maine 
CDC WIC Nutrition Program’s farmer selection criteria in effect at the time of the reapplication. 


8. The Agreement is subject to change in accordance with any changes in federal and state requirements 
governing the Maine CDC WIC Nutrition/FMNP Program. 


9. Both parties to this Agreement represent that there is no conflict of interest between the Maine CDC WIC 
Nutrition/FMNP Program, the local WIC agencies and the Farmer. 


10. The Agreement may be terminated for cause by the Maine CDC WIC Nutrition Program, with fifteen (15) days’ 
advance written notice.  The farmer will be required to reapply for authorization, and the waiting period before 
reapplication will be one (1) year unless otherwise specified. The Farmer’s new application will be subject to the 
Maine CDC WIC Nutrition Program’s farmer selection criteria in effect at the time of the reapplication.  Causes for 
termination include: 


10.1 Failure to attend mandatory training. 


10.2 Nonpayment of a claim for documented overcharges to the Maine CDC WIC Nutrition Program. 


10.3 Intentionally providing false information in the farmer application or price survey. 


10.4 Failure to allow monitoring and inspection of the premises and procedures to ensure compliance with the 
Agreement and state and federal WIC/FMNP program rules, regulations, and policies. Monitoring and 
inspection includes, but is not limited to, allowance of access to FMNP Coupons/CVVs negotiated the day of 
monitoring, and access to shelf price records and any other farmer records pertinent to the purchase of 
WIC/FMNP food items. 


10.5 Failure to maintain records in accordance with generally accepted accounting procedures; and to assure that 
records reflecting justification and receipt of WIC/FMNP funds, FMNP Coupons/CVVs and all other program-
related records of the Farmer are available for inspection or audit by federal, state or other authorized 
personnel. 


10.6 Failure to cooperate with federal and state WIC/FMNP Program and other authorized personnel during 
announced and unannounced on-site farmer reviews, inspections and audits. 


10.7 Failure to provide the Maine CDC WIC Nutrition Program with purchase invoices from other farmers, when 
requested. 
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10.8 Failure to maintain compliance with farmer selection criteria, including changes to selection criteria made 
during the Farmer Agreement period. 


10.9 Failure to train all staff who handle WIC/FMNP transactions and ensuring their knowledge regarding 
WIC/FMNP program procedures and requirements. 


10.10 Failure to meet minimum redemption requirements (no less than an average of 10 FMNP Coupons/CVVs or 
an average of $50.00 in value of FMNP Coupons/CVVs per season).  The Maine WIC Program will consider 
a reapplication prior to the end of the termination period if circumstances that caused the failure to meet 
minimum redemption requirements have changed. 


10.11 The Farmer is disqualified for any reason. 


11. The Farmer shall be held liable for the actions of all owners, officers, managers, agents, employees and 
personnel, paid or unpaid, who may be involved in WIC/FMNP transactions at the farmer’s place(s) of business. 


12. A farmer who commits fraud or abuse in the Maine CDC WIC Nutrition Program is liable to prosecution under 
applicable federal, state and local laws. 


13. Neither the Farmer nor the Maine CDC WIC Nutrition Program has an obligation to renew the Farmer 
Agreement. 


14. The Farmer will receive an application for renewal of authorization at least thirty (30) days before the Agreement 
expires, including notification that failure to return the renewal application prior to the date of expiration of the 
current Agreement will result in loss of authorization. 


I certify that as the owner, operator, manager, or other person(s) authorized to sign the Maine CDC WIC Nutrition 
Program/FMNP Farmer Agreement and, prior to signing that agreement, I have carefully read the entire Agreement. I 
understand how the WIC and FMNP programs work and all expectations of me set forth by the Maine CDC WIC 
Nutrition Program.  I understand that compliance with all policies, procedures, and regulations of the Maine CDC WIC 
Nutrition Program is my responsibility. 


The (business name): ________________________________________________vendor number _________ 


in the city of ___________________________________, owned by: ________________________________ 


and the Maine CDC, WIC Nutrition Program mutually agree to the terms and conditions 


contained in this Agreement for the period of April 1, 2019 to March 31, 2022. 


I understand that it is my responsibility as a farmer to obtain interpreter services if needed to help me understand the 
terms of this Agreement and to comply with the policies, procedures, and regulations of the Maine CDC WIC Nutrition 
Program. 


 
    


Authorized Vendor Print Authorized Vendor Signature Date 
 
 
    


WIC Nutrition Program 
Maine Center for Disease Control 


WIC Nutrition Program 
Maine Center for Disease Control Signature 


 


Date 


You may refer to Farmer Sanction System Policy No. FMNP-5 
located in WIC Farmer Training Guide and on state website: 
www.WICforME.com  


 







 
 


 


Maine Department of Health and Human Services 
Maine Center for Disease Control and Prevention 


11 State House Station 
286 Water Street 


Augusta, Maine 04333-0011 
Tel; (207) 287-8016; Fax (207) 287-9058 


TTY: Dial 711 (Maine Relay)  


Janet T. Mills 
Governor 


Jeanne M. Lambrew, Ph.D. 
Acting Commissioner 


Farmer Training Form 
Type of Authorization (check all that apply) 


 Roadside Farm Stand Sales  Farmers’ Market Sales 


Business Name:  
 


Vendor No. 
 


Address: 


Farmer/Representative (s): 
 


Notes 
   


   


   


   
Number of WIC 
Poster order:  


  
Number of WIC 
window Stickers order: 


  


      
Training On 


 
I agree to provide WIC authorized fruits and vegetables.  Yes No 


I agree to hold employees accountable for processing WIC transactions 
Correctly. 


Yes No 


I agree to adhere to WIC Nutrition Program rules. Yes No 


I agree to offer WIC participants the same courtesy as other customers. Yes No 


I agree to inform Maine WIC Nutrition Program of any schedule or location 
change. 


Yes No 


 
I, the authorized farmer / representative, verify that I have received Farmer Training for the WIC Nutrition 
Program on this date in order for above name to be a WIC Nutrition Program Authorized farmer on FMNP 
checks and WIC Fruit and Vegetable checks. 


Completed By 
 
 
     


Authorized Vendor Print  Authorized Vendor Signature  Date 
     


Ana Pedre     
WIC Representative Print  WIC Representative Signature  Date 


 







 
 
 


 












  
Maine WIC Nutrition Program 


11 State House Station 


Augusta, Maine 04333 


207-287-3991 


 


Appendix FMNP-8-A 


Created: 10/01/2018 


 


WIC Farmer’s Market benefits have been issued to the following participant(s): 


Participant ID# FMNP Check Numbers 


  


  


  


  


  


  


  


  


  


I acknowledge that I have received the FMNP check numbers listed above. 


____________________________  __________________               _________ 


Authorized representative signature   Date FMNP checks received  WIC staff 


 


 








Appendix FMNP-8-B 


Created: 10/01/2018 


FMNP Check Destruction Form 
 


This is to acknowledge that we have destroyed checks numbered _______ to _______  , left over from the 


FMNP checks provided to our agency for the 20__ season.   


 


Agency Name: ______________________________ 


 


Director Signature ___________________________ 


 


 


If all checks were issued use the statement below 


All FMNP checks were issued for the 20__ season and there are none left to destroy. 


 


Agency Name: ______________________________ 


 


Director Signature ___________________________ 


 
 


This is to acknowledge that we have destroyed checks numbered _______ to _______  , left over from the 


FMNP checks provided to our agency for the 20__ season.   


 


Agency Name: ______________________________ 


 


Director Signature ___________________________ 


 


 
 


This is to acknowledge that we have destroyed checks numbered _______ to _______ , left over from the 


FMNP checks provided to our agency for the 20__ season.   


 


Agency Name: ______________________________ 


 


Director Signature ___________________________ 


 


 
 


This is to acknowledge that we have destroyed checks numbered _______ to _______ , left over from the 


FMNP checks provided to our agency for the 20__ season.   


 


Agency Name: ______________________________ 


 


Director Signature ___________________________ 
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Maine Center for Disease Control and Prevention 
WIC Nutrition Program 


Effective: October 1, 2011 Policy No. IS-01 


Revised:  August 1, 2019 
 


 
 
Authority 


System Planning and Operation 


7 CFR Part 246.4(a)(12) and §277.18(p) 
 


Policy 
 
1. Local Agencies shall be responsible for purchasing or providing their own laptop 


computers, network systems, hardware and software necessary for completing all 
automated data processing functions as required by Federal and State agencies, including 
maintaining requisite levels of data security (See Policy IS-4, Data Security). 


2. The State Agency shall be responsible for the procurement, implementation, and 
maintenance of all WIC-related Management Information Systems (MIS) and Electronic 
Benefit Transfer (EBT) software and systems. 


3. The State Agency shall ensure that file storage and backup hardware procedures are 
sufficient to allow the system to recover and continue processing after a disaster. 


 


Procedure 
 
1. The State Agency is responsible for the following system functions: 


 
1.1 Preparing management reports 


1.2 State level data entry 


1.3 MIS development and enhancements (through contract with Maine Office of 
Information Technology and outside contractors as needed) 


1.4 MIS system hardware operation (through contract with Maine Office of 
Information Technology and outside contractors as needed) 


1.5 Custom software development (through contract with Maine Office of 
Information Technology and outside contractors as needed) 


1.6 Custom software maintenance (through contract with Maine Office of 
Information Technology and outside contractors as needed) 
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1.7 Provision of a backup computer facility (through contract with Maine Office of 
Information Technology and outside contractors as needed) 


1.8 System documentation, as developed by the Maine Office of Information 
Technology. 


2. The Local agency is responsible for the following system functions: 


2.1 Data entry 


2.2 Food instrument production, including eWIC 


2.3 Preparation of management reports 


2.4 Printing forms 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 2, 2011                    Policy No. IS-02 


Revised:  August 1, 2014 


Participant Characteristics Data Set 


Authority 


7CFR §246.4(a)(11)(i) 


Policy 


1. The State Agency shall compile the Participant Characteristic (PC) Data Set report in 


April of even numbered years. 


2. The PC Data Set report shall be compiled from information entered in the Information 


System (IS) by Local Agency staff, and shall include the following Minimum Data Set 


(MDS) for all participants enrolled in the Maine CDC WIC Nutrition Program for the 


reporting month: 


2.1. State Agency ID 


2.2. Local Agency ID 


2.3. Service Site ID 


2.4. Case ID 


2.5. Client Date of Birth, reported in MMDDYYYY format 


2.6. Client Race/Ethnicity.  Classified into one of five (5) racial/ethnic categories:  


2.6.1  For ethnicity:  


2.6.1.1 Hispanic or Latino;  


2.6.1.2 Not Hispanic or Latino 


2.6.2 For race:   


2.6.2.1 American Indian or Alaskan Native;  


2.6.2.2 Asian;  


2.6.2.3 Black or African American;  


2.6.2.4 Native Hawaiian or Other Pacific Islander;  


2.6.2.5 White 
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2.7 Certification Category 


2.8 Expected Date of Delivery or Weeks Gestation:  for pregnant women, the 


projected date of delivery (MMDDYYYY) format or the number of weeks since 


the last menstrual period as determined at Maine CDC WIC Program certification. 


2.9 Date of Certification:  the date the person was declared eligible for the most 


current Maine CDC WIC Program certification.  Reported in MMDDYYYY 


format. 


2.10 Sex:  for infants and children, male or female 


2.11 Risk Priority Code:  Participant priority level for most recent Maine CDC WIC 


Program certification. 


2.12 Participation in TANF, SNAP and/or MaineCare (Medicaid) 


2.13 Migrant Status:  Participant migrant status according to the Federal WIC Program 


definition of a migrant farm worker. 


2.14 Number in Family/Economic Unit:  the self-declared number of persons in the 


family/household or economic unit upon which WIC income eligibility was 


based. 


2.15 Family/Economic Unit Income 


2.15.1 For participants whose income was not required to be determined as part 


of the Maine CDC WIC Nutrition Program certification process, the self-


reported income as the time of certification shall be used. 


2.15.2 These participants include adjunctively income-eligible participants (due 


to TANF, SNAP, or MaineCare participation) and participants deemed 


income-eligible under options and procedures available to the State 


Agency in Federal WIC Regulations (means-tested programs identified by 


the State for automatic Maine CDC WIC Program eligibility, income 


eligibility of Indian and in-stream migrant farm work applicants). 


2.16 Income Period:  period covered by the amount described in Family/Economic 


Unit Income 


2.17 Income Ranges:  self-declared income for family/economic unit expressed in a 


dollar range for any participant whose income was not required to be determined 


as part of the WIC certification process. 


2.18 Nutrition Risks Present at Certification:  up to ten (10) highest priority nutrition 


risks present at WIC Program certification. 


2.19 Hemoglobin or Hematocrit 


2.19.1 Hemoglobin/hematocrit value is not required for infant participants who 


are less than nine (9) months old 
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2.19.2 For children, if there is no blood measurement recorded for the current 


certification, the value for most recent certification that is available is to 


be provided. 


2.20 Date of Blood Measurement:  date of the blood measurement that was used during 


the most recent WIC Program certification in MMDDYYYY format (required for 


all participants reporting a blood measure). 


2.21 Weight (reported in nearest quarter pound of participant’s weight) 


2.22 Height (reported in nearest eighth of an inch of participant’s height/length) 


2.23 Date of Height and Weight Measure in MMDDYYYY format. 


2.24 Currently Breastfed:  information is needed for all infant participants ages six (6) 


through thirteen (13) months, whether or not the infant is currently receiving 


breast milk. 


2.25 Ever Breastfed:  information is needed for all infant participants ages six (6) 


through thirteen (13) months, whether or not the infant was ever breastfed. 


2.26 Length of Time Breastfed:  for infants ages six (6) through thirteen (13) months 


who have ever breastfed are not currently receiving breastmilk, the number of 


weeks the infant received breast milk. 


2.27 Date Breastfeeding Data Collected:  for infants ages six (6) through thirteen (13) 


months, the date on which breastfeeding status was reported by mother in 


MMDDYYYY format. 


2.28 Food Items and Quantities:  the item codes and quantities for all food items 


prescribed for the participant during the reporting month. 


3. As part of the Participant Characteristics Supplemental Data Set (SDS), the State Agency 


shall collect the following information: 


3.1 Date of first Maine CDC WIC Program certification in MMDDYYYY format 


3.1.1 Pregnant women:  date of certification for current pregnancy 


3.1.2 Breastfeeding and Postpartum women:  date of certification for most 


recent pregnant 


3.1.3 Infants and Children:  date of first WIC certification  


3.2 Education level (women participants):  highest grade of school or college 


completed by participant 


3.3 Number in family/household enrolled in WIC program:  number of people in 


participant’s economic unit used for WIC certification who were enrolled during 


the reporting month 


3.4 Date previous pregnancy ended in MMDDYYYY format (Pregnant women only) 
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3.5 Total number of pregnancies (Pregnant women only):  total number of times 


participant has been pregnant, including this pregnancy and any pregnancies 


resulting in birth, miscarriage, abortion or stillbirth  


3.6 Total number of live births (Pregnant women only):  total number of babies born 


alive to this participant, including any infants who may have died shortly after 


birth 


3.7 Pre-pregnancy weight (Pregnant women only):  participant’s weight immediately 


prior to pregnancy, reported in whole pounds 


3.8 Participant’s weight  gain during pregnancy (Breastfeeding and Postpartum 


women only):  participant’s weight gain during most recent pregnancy, reported 


in whole pounds 


3.9 Birth weight (Infant or Child only):  infant’s or child’s birth weight, reported in 


pounds and ounces 


3.10 Birth length (Infant or Child only):  infant’s or child’s birth length, reported in 


nearest eighth of an inch 


Procedure 


Participant Characteristics Minimum Data Set 


1. Zero (0) shall not be used to indicate income values that are missing or not available.  


Zero should only indicate an actual value of zero. 


2. Participants’ weight shall be measured according to Maine CDC WIC Program standards 


and entered into the participant record in whole pounds and ounce(s).  If weight is not 


collected in pounds and ounces, weight may be reported in grams. 


3. Participants’ height (or length) shall be measured according to Maine CDC WIC Program 


standards and entered into the participant record in inches and closest one-eighth (1/8) 


inch.  If height/length is not collected in inches and 1/8 inches, height/length may be 


reported in centimeters. 


Participant Characteristics Supplemental Data Set (SDS) 


4. Date of First WIC Certification shall mean the date the participant was first certified for 


the WIC program in MMDDYYYY format.  For pregnant, breastfeeding and postpartum 


women, this applies to the current or most recent pregnancy and not prior pregnancies. 


5. For breastfeeding and postpartum women, educational level shall be considered the 


highest grade or year of school completed. 


6. For infants and children, educational level shall be the highest grade or year of school 


completed by mother or primary caretaker. 


7. Number in Family/Household on WIC shall be the number of people in the participant’s 


family/household receiving WIC benefits. 







 


Information Systems (IS) 


IS-02 Participant Characteristics Data Set  


  5 


 


 


8. For pregnant women, the total number of times a women has been pregnant shall include 


this pregnancy, all live births and any pregnancies resulting in miscarriage, abortion or 


stillbirth. 


9. For pregnant women, the total number of live births shall be total number of babies born 


alive to this woman, including those who may have died shortly after birth. 


10. Pre-pregnancy weight may be reported in either pounds and ounces or grams and shall be 


the participant’s self-reported weight immediately prior to pregnancy. 


11. For breastfeeding and postpartum women, Participant’s Weight Gain during Pregnancy 


shall be the participant’s weight gain during pregnancy as taken at or prior to delivery.  


Weight gain in pregnancy may be reported in either pounds and ounces or grams. 


12. For infants and children, Birth Weight shall be the participant’s weight at birth measured 


according to Maine CDC WIC Nutrition Program standards (lbs/ounces).  Birth weight 


may be reported in either pounds or ounces, or in grams. 


13. For infants and children, Birth Length shall be the participant’s length measured 


according to Maine CDC WIC Nutrition Program standards (1/8 inches).  Birth length 


may be reported in either inches and closest one-eighth inches or in centimeters. 


Security and Confidentiality of Records and Reports 


14. The Case ID reported as part of the MDS may not be the same case number used in the 


State Agency’s Information System for the individual. 


Retention of Records and Reports 


15. If any litigation, claim, negotiation, or audit or other action involving any record or report 


is initiated prior to the end of the three year period, any such report or record must be 


retained until all issues are resolved or until the three year period has expired, whichever 


is later. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011         Policy No. IS-03 


Revised:  August 1, 2016 


Functional Requirements Checklist 


Authority 


7CFR Part §246.4(a)(8);(9);(11);(12);(13);(14);(15) and (18) 22 


Policy 


1. The State Agency’s Information System currently performs the following automated core 


functions: 


1.1. Calculates the date certification is due to expire. 


1.2. Calculates the applicant’s household income and flags individuals whose income 


exceeds program standards. 


1.3. Converts incremental income (weekly, monthly) to an annual figure. 


1.4. Associates family members. 


1.5. Retains authorized representative and proxy(ies) named for household unit 


1.6. Maintains statewide data to facilitate families transferring Local Agencies within 


the State. 


1.7. Transfers certification data to the central computer facility electronically in real 


time. Uses standard pre-defined default food packages. 


1.8. Performs edits to prevent over-issuance during food package creation. 


1.9. Enables food instruments to be printed when the participant is present for pick-up, 


i.e. on demand. 


1.10. Enables food item issuance for all household members to eWIC account 


1.11. Retains history of all food instruments issued, including food items on each 


1.12. Captures or documents the name of programs to which the participant was 


referred. 


1.13. Performs food instrument reconciliation. 


1.14. Produces standard Dual Enrollment Report 


1.15. Produces standard Rebate Billing Report  


1.16. Produces Participant Characteristics Datasets 


1.17. Captures basic transaction data by vendor 
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1.18. Assigns a maximum value for each food instrument type 


1.19. Has automated growth charts. 


1.20. Has point of certification data entry, i.e., a personal computer at each “station” 


within the clinic. 


1.21. Enables staff members to assign all pertinent nutrition risk codes 


1.22. Auto-assigns nutrition risk codes based on data entry 


1.22.1. Anthropometric 


1.22.2. Hematological 


1.22.3. Health data 


1.22.4. Breastfeeding dyad 


1.22.5. Homelessness 


1.22.6. Migrancy 


1.22.7. Foster care 


1.23. Allows narrative entry of pertinent information considered in nutrition assessment 


1.24. Captures nutrition education topics discussed  


1.25. Enables benefit tailoring at food item level 


1.26. Produces standard Integrity Profile Report (TIP) 


1.27. Requires documentation of source used to verify: 


1.27.1. Income 


1.27.2. Residency 


1.27.3. Identification 


1.28. Captures scanned images of essential documents 


 


 


 








Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011       Policy No. IS-04 


Revised:  August 1, 2016 


Data Security 


Authority 


42 U.S.C. §1320 (d)(1)-(d)(8) - Health Information Portability and Accountability Act of 1996 


(Public Law 104-91) (HIPAA) 


Maine CDC Administrative Policy CDC-P3 


Maine DHHS OIT Policy to Safeguard Information on Portable Computer and Storage Devices 


(Section 1) 


Maine DHHS Policy Concerning the Use of State Automation Equipment (Section IV, E, 9) 


Policy 


1. Acting as a “covered entity” under HIPAA provisions, all data collected and stored by 


the Maine CDC WIC Nutrition program shall be classified according to the Maine CDC 


classification scheme of restricted and unrestricted data.  


2. The Maine CDC WIC Nutrition program shall participate in the ME CDC’s agency-


wide Data Inventory (Appendix IS-4-A) and Data Use Plan (Appendix IS-4-B) to 


assure appropriate management and confidentiality of the data, and to assure that all 


users maintain the integrity of program data. 


3. A single designated individual within each Local Agency and at the State Agency level 


shall manage all release of both restricted and unrestricted data.  This person should 


receive, review, respond and track each data request.   


4. All data releases should be checked and verified by two qualified staff persons (i.e. a 


staff person who is familiar with the program’s data and has received both basic and 


more detailed training on this policy) prior to their release to ensure data confidentiality.  


5. In the event of a public health emergency, where specific information is vital for public 


safety, release of confidential information shall be at the discretion of the Maine CDC 


Privacy Officer. 


Procedure 


1. Annually, the Maine CDC WIC Nutrition Program shall fill out the Maine CDC’s Data 


Use Plan (Appendix IS-4-B) to document the names of programs sharing data, types of 


data shared, frequency of use, and purpose of use. 
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2. The Data Plan shall incorporate all data used that is collected and stored in other programs, 


including data used for program planning and evaluation, epidemiology, case 


investigation, emergency response, and management/administration. 


3. Once established, restricted data shall only be released to appropriate internal users as 


defined by the current Data Use Plan. 


4. Once included in the Data Use Plan, programs may share restricted data on an ongoing 


basis without additional approval. 


5. As new areas for data sharing are identified, the Maine CDC WIC Program shall submit a 


written request to the program of interest on the Application for Release of Unrestricted 


Data form (Appendix IS-4-C).  


6. The Data Plan shall be overseen by the office of the Maine CDC Privacy Officer, with 


assistance from the Maine CDC Data Committee. Program and Division Directors shall 


facilitate data-sharing requests, with assistance from the Privacy Officer as appropriate. 


7. The Maine CDC Data Inventory shall catalogue all data collected by Maine CDC 


programs.  Maine CDC WIC shall complete a Maine CDC Data Inventory form (Appendix 


IS-4-A) annually for all data sources collected by the program, whether paper or 


electronic. 


7.1 For each data source, the inventory shall summarize the nature of the data (e.g. 


surveillance, service data, etc.), how it is stored, description of the data collected, 


and type of routine summary reports that are available. 


7.2 The Data Inventory shall be overseen by the office of the Privacy Officer, with 


assistance from the Maine CDC Data Committee. 


8. To reduce the risk of breaching confidentiality, the following guidelines shall be 


implemented when releasing data: 


8.1 County level data shall be released, regardless of the numerator cell size, if the 


underlying population of the cell is 5,000 or greater. (“Underlying population” 


refers to the total subpopulation described by the data, i.e. 15-24 year-old males.) 


8.2 County level data with cell sizes of 5 or fewer shall be suppressed if the 


underlying population of the cell is less than 5,000. 


8.3 For geographic areas smaller than the county, regardless of the underlying 


population size, cell sizes of 5 or fewer shall be suppressed 


8.4 When releasing data that include small cell sizes, Maine CDC WIC Program shall 


use the methods of aggregation and suppression to maintain confidentiality: 


8.4.1 Aggregating data is the primary method used to collapse a dataset in order 


to create tables with no small numbers as denominators or numerators in 


cells. Aggregation of data values is appropriate for fields with large 


numbers of values, such as dates, diagnoses, and geographic areas. 
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8.4.2 Suppression: When it is not possible or desirable to create a table where 


all cell sizes are greater than 5, cell suppression is used. Suppressed data 


shall be reflected in tables as “five or fewer”, “<5”, “fewer than 6” or 


“<6.” The method of “primary cell suppression” is used to withhold the 


numerator in the cell that does not meet the threshold. In the event that one 


cell is too small, two other “complementary” cells also need to be 


suppressed, including the next-larger cell and the total. This rule applies to 


both rows and columns whenever totals are presented. Complementary 


cell suppression must be completed in order to avoid inadvertent 


disclosure through back-calculation. 


Storage of Restricted Data 


9. At a minimum, written records and paper files containing restricted client data shall be 


stored in locked file cabinets. 


9.1 As is practical, office spaces should be locked and alarmed when unoccupied.  


9.2 If more than one person has access to written data and paper files, a single staff 


person shall be designated as responsible for “signing out” restricted records used 


by other staff.  This individual shall be notified by other staff whenever 


confidential files are removed from their locked storage area.  This designee shall 


track files through a written checklist or tally. 


9.3 If an entire program requires access to paper files with restricted data, staff shall 


be individually responsible for returning records to file cabinets or temporarily 


storing records or any material with restricted data in a locked storage area when 


office hours are concluded.  


10. Data should be transported off-site only when absolutely necessary.  When possible, data 


should be transported in locked briefcases or lockable file carriers. 


11. Written records determined to be non-essential by program staff (e.g. records entered into a 


computer database, phone messages, computer-generated line lists) shall be shredded after 


use. 


12. At minimum, electronic records containing restricted client data shall be stored either on 


removable computer devices, (which are then treated in the same way as written records) 


or on password-protected computers stored in locked and alarmed offices. 


13. Data should be encrypted using 128-bit or higher encryption software, with access limited 


to those working directly with the data. 


14. For shared computer programs on a LAN, data files shall be password protected, with user 


rights limited to those staff who work directly to collect, enter or analyze these data.  LAN 


backup tapes shall be treated in the same way as written data. 


15. Restricted data on portable devices should be safeguarded by properly classifying data, 


using encryption to prevent unauthorized access, and requiring written authority to copy 


data, as outlined in the Office of Information Technology (OIT) Policy to Safeguard 
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Information on Portable Computer and Storage Devices (Section I). Examples of portable 


computer and storage devices include laptops, pocket personal computers, Blackberries, 


hand-held devices (PDAs), USB thumb drives, cell phones etc. 


16. When practicable, data stored on a portable device (such as an encrypted USB drive) 


should be copies of data stored on a secure state network drive; the user assumes the 


responsibility for any original data stored on a portable, encrypted device when the device 


itself or password is lost. 


17. When replacing computer hardware, any equipment used for storing restricted electronic 


records must be thoroughly purged of data before being removed from program offices.  


Purges must be conducted by qualified OIT staff who ensures data is “unrecoverable.” 


18. Removable storage devices no longer used to store restricted data must be either purged or 


destroyed by qualified OIT staff. 


19. Program Managers must inform OIT staff when any equipment being replaced had been 


used to store restricted electronic data.  The OIT staff for each division is responsible for 


ensuring that purges are completed as appropriate.  


Transmission of Restricted Data 


20. If possible and feasible, all non-essential identifiers shall be removed when transmitting 


restricted data by U.S. mail, private mail carriers, facsimile or electronic mail. 


21. All restricted data sent through U.S., private mail carriers, or interoffice mail shall be 


placed in envelopes stamped “Confidential.” 


22. Restricted data transported between staff offices shall be placed in envelopes marked 


“Confidential.” 


23. All incoming restricted data shall be dated and appropriately distributed to program staff. 


At the end of each day, all materials with restricted data must be appropriately stored. 


24. Restricted public health data that are transmitted electronically should be: 


24.1 Limited to those situations that require immediate receipt of the data; and 


24.2 Must be safeguarded against interception or access by persons who do not have 


clearance to view or use them. 


25. Use of email and cell phones to transmit/discuss restricted data is allowed only under 


limited circumstances. Pursuant to the DHHS Policy Concerning Use of State Automation 


Equipment (Section IV, A):  “Non-encrypted cell phones and unsecured/non-encrypted 


Internet connections must not be used to discuss or disclose confidential or 


personal/protected health information (such as HIV status, substance abuse/treatment, 


mental health condition(s), etc.).” 


25.1 Maine CDC-issued cell phones are encrypted. 
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25.2 Restricted data may be discussed using encrypted cell phones when necessary to 


perform required job duties, and the person utilizing the encrypted cell phone has 


made a reasonable effort to conduct the phone call in a private setting where 


restricted information cannot be overheard. 


26. Restricted data may be emailed only between Maine CDC WIC employees in password-


protected documents and when the password has been conveyed to the receiver by other 


means. 


26.1 Pursuant to Section IV, E of the DHHS Policy Concerning the Use of State 


Automation Equipment, all email messages containing password-protected 


restricted data must have a label placed in the subject line that reads: 


“Confidential Information Enclosed.” 


26.2 When electronically transmitting restricted data, senders must ensure that a 


correct, updated email address or fax number is used. 


26.3 The sender must also verify that the data were received by obtaining from the 


receiver a voice, email or fax confirmation.  


26.4 If the data were not received, the sender must work with the State’s Office of 


Information Technology (OIT) staff to determine the destination of the data and 


retrieve them if possible. 


27. Fax machines used to transmit restricted data should be located in low traffic areas or 


secured locations, such as a locked room. 


27.1 The sending or receiving of faxes containing restricted information must be 


coordinated with the sender/receiver so that each is handled in a timely manner 


with little or no opportunity for other persons to view these data. 


27.2 Fax machines not located in a locked room should be disabled from printing when 


office hours are concluded. 


Confidentiality Notice 


28. Because of the potential for unintended receipt, all restricted data transmitted by fax or 


email shall contain the following confidentiality notice: 


28.1 “Confidentiality Notice: This email message, including any attachments, is for the 


sole use of the intended recipient(s) and may contain confidential and privileged 


information. If you are not the intended recipient, or an authorized agent of the 


intended recipient, please immediately contact the sender by reply email or fax 


and destroy/delete all copies of the original message. Any unauthorized review, 


use, copying, disclosure, or distribution by other than the intended recipient or 


authorized agent is prohibited.” 


28.2 This Notice must be placed at the bottom of a fax cover page, or as an e-mail 


footer. 
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Remote Access to Restricted Data: 


29. Maine CDC WIC employees, including non-state contracted workers employed within 


Maine CDC WIC Nutrition programs and supervised by WIC staff, with access to 


restricted data may only access restricted data (via saved files or other applications) when 


working remotely in the following circumstances: 


29.1 It is necessary to access the restricted data in that time and setting, and; 


29.2 The employee is using a state-issued laptop computer. 


29.3 If an employee uses a personal computer that is not provided by the Department, 


for State business purposes, the PC must have installed and operating the current 


version of the State-approved anti-virus product and the personal computer must 


not be used to access, download or store PHI or confidential information. 


Work-site Security 


30. Restricted data and protected health information must not be discussed in public areas. 


31. Program staff shall be individually responsible for protecting their own work station.  This 


responsibility includes protecting keys, passwords, and codes that would allow access to 


restricted information. 


32. Visitors to Maine CDC WIC Nutrition offices must be accompanied at all times after being 


admitted to the office space. 


33. If non-staff persons enter a work area containing restricted information, such data shall be 


immediately removed from view (e.g. clearing computer screens, placing documents in 


desk drawers).  As appropriate, non-staff visitors should be escorted out of areas 


containing restricted data, and assisted in locating appropriate program staff or offices. 


34. All file cabinets containing confidential records are to be locked when not in use.  Staff 


shall be responsible for double-checking that file cabinets are locked within their 


workspace before leaving the office each day. 


35. When staff are not present in offices for short periods (less than 30 minutes), databases 


containing restricted data must be closed so they will require use of a password to reopen.  


In addition, all confidential data shall be turned face-down on desks and office surfaces.  


When staff depart for periods of 30 minutes or more, all confidential records shall be 


returned to their locked storage location. 


36. Staff-members who utilize restricted data throughout the workday shall be located in low-


traffic areas and shall appropriately store materials with restricted data when away from 


the workstation for 30 minutes or more. 


37. All restricted data shall be placed in a locked storage location when office hours are 


concluded.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 
Effective: October 1, 2012       Policy No. IS-5 


Revised: August 1, 2016        


Local Agency Information Technology Requirements 


Authority 


7 CFR Part 246.4(a)(11) 


Policy 


1. Local Agencies shall be responsible for purchasing or providing their own laptop computers, 


network systems, hardware and software necessary for completing all automated data 


processing functions as required by Federal and State agencies, including maintaining 


requisite levels of data security (See Policy IS-4, Data Security).  


2. Local Agency shall be responsible for providing Information Technology support and 


services.  


Procedure 


1. Local agencies shall ensure the following requirements are met in order to effectively and 


efficiently operate the MIS system: 


1.1. A laptop computer certified for and running Windows 7 Professional, 32 or 64 bit 


processor, with at least 3 GB of RAM, operating with full administrative rights 


1.2. Microsoft Office suite (Outlook, Word & Excel, at a minimum) 


1.3. A process to ensure current upgrade of Microsoft security patches to laptops 


1.4. A commercial-quality antivirus protection product with regular updates 


1.5. Reliable access to the Internet at all WIC facilities (main sites and outreach 


locations) 


1.5.1. Hard wired connection to the internet with minimum of 15 mpbs 


recommended for optimal MIS performance. 


1.5.2. If no hard wired connection is available, wireless internet connection with 


minimum of 15 mpbs may be used.  


1.6. Network file storage with secure controlled access and tested backup and disaster 


recovery.  Recent backup media must be stored offsite in case of site disaster. 


1.7. LAN-connected non-check [non-MICR] printer(s) available for general printing 


needed. 


1.8. Full access to the Internet to research nutrition and breastfeeding information and 


resources for participants and programmatic needs 


2. All laptops must have the following items loaded: 
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2.1. SPIRIT Software 


2.2. Crystal Reports 


2.3. Local Agency Main Site Printer Drivers 


2.4. Scanner Driver 


2.5. SPIRIT Configuration Files (Training/Production) 


2.6. Outreach Printer Configuration, Setting the IP Address – Laptop (Full 


Instructions) 








Appendix IS4-A:  Data Inventory 


 


Please complete a separate survey form for each data collection system in your program 


 


A.  Program Information 
 


1. Person completing this survey: 
 


    Name: __________________________________ Office phone: _____________________ 
 


2. Division:  


 □ Administration □ Public Health Systems 


 □ Environmental Health □ Chronic Disease 


 □ Infectious Disease □ Family Health 
 


3. Program: _____________________________________________________________ 
 


B. Data Collection Systems 
 


1. Name of data collection system: _______________________________________________ 
 


2. Storage method: 


       □ Electronic (software used ____________________________________________) 


       □ Paper-based 
 


3. Is this data collection system a surveillance system? 


 


 


 


□ Yes (go to QUESTION 3a.)    □ No  (go to QUESTION 4.) 
 


3a.  □  Active    and/or    □  Passive 
 


3b.  □  Population-based -- full population coverage  
 


       □  Population-based -- based on a sample  


Please describe the sampling scheme: ______________________________ 


_____________________________________________________________ 


       □  Sentinel  


 Please describe the selection of sentinel sites for this surveillance system: 


 _____________________________________________________________ 


4.  Is this data collection system service-based? 


 □ Yes (go to QUESTION 4a)        □ No  (Go to QUESTION 5) 
 


 4a. On whom is data collected? (e.g. all Medicaid patients) 


 _________________________________________________________________ 
 


 4b. What triggers data collection? (e.g. receipt of service) 


 ___________________________________________________________________________________


_______________________________________ 
5.  Please provide a brief summary of the data collection system (eg. The information collected, type of 


routine reports, etc) 


 


 


 


 








Appendix IS-4-B:  Data Use Plan 
A.  Program Information 
 


1. Person completing this survey: 
 


    Name: ________________________________  Office phone:_____________________ 


 


2. Division:  


 □ Administration □ Public Health Systems 


 □ Environmental Health □ Chronic Disease 


 □ Infectious Disease □ Family Health 
 


3. Program: __________________________________________________________________ 
 


B. Secondary Data Use 
 


Does your program use data collected by other Maine CDC programs?   
 


□ No:  You’ve finished completing this form.  Thank you. 
 


□ Yes:  Please use the spaces below to list the all data used, the program that collects it, and the frequency 


of use.  This includes data used for: analysis; planning; evaluation; program management; and 


response to outbreaks, bioterrorism or public health emergencies.  Use reverse of form if needed) 
 


Data Used Program 


responsible for 


primary 


collection 


Purpose of use Data 


disseminated 


outside your 


program? 


(Yes/No) 


Frequency of use 


(i.e. weekly, 


monthly, 


annually, 


sporadic) 


1. 


 


 


    


2. 


 


 


    


3. 


 


    


4 


 


    


5. 


 


    


 








Appendix IS-4-C 


Document:  Application for Release of Unrestricted Data 
 


Maine Department of Health and Human Services 


Maine CDC 


 


1.  Data Requestor 


 Name _____________________________________________________________________ 


 


 Title ______________________________________________________________________ 


 


 Organization _______________________________________________________________ 


  


Address ___________________________________________________________________ 


 


 Email Address__________________________________________________________ 


 


2.  Contact person: 


 Name ____________________________________________________________________ 


 


 Telephone No.______________________________ FAX No. ________________________ 


 


3. Request made by:  _____ telephone 


                                _____ writing 


 


4.  Purpose of how data will be used ___________________________________________________ 


 


 ___ __________________________________________________________________________________ 


 


5.  Type of data requested: __________________________________________________________ 


 


6.  Time period for data requested: ____________________________ 


 


7.  Time frame for receiving data: _____________________________     


 


8.  Form of records requested:     ____ Photocopies 


      ____ Computer listing      


      ____ Electronic file format; specifications: ____________________ 


________________________________________________ 


      ____ Other - specify: ____________________________________ 


 


Maine CDC Program use only 
 


Date received ____________________ Continuing request? _______________ 


By _____________________________ Approval valid until _______________ 


Approved   _____Yes       _____No Cost estimate (if applicable) $________  


Date of Approval Decision  ______________     
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Maine Center for Disease Control and Prevention  
WIC Nutrition Program  


Effective: October 1, 2012                    Policy No. MA-1  


State and Local Agency Audits  


Authority  
7 CFR §3016 and §3052  


OMB Circulars A-87, A-122 and A-133 


DHHS Division of Audit procedures  


Policy  


1. The State Agency and all Local Agencies shall be subject to audits on an annual basis.    


2. The State Agency shall maintain a tracking system to ensure:  


2.1 All audits are conducted in a timely manner.  


2.2 The findings are responded to and corrective action is taken when necessary.  


Procedures  


1. Audits are conducted as follows:  


1.1. The Maine Department of Audit audits the State Agency at least every other year, or 
annually if there were previous audit findings.  


1.2. The Maine Department of Health and Human Services (DHHS) Division of Audit 
shall be responsible for auditing Local Agency contracts.   


2. The Local Agency shall provide for an independent organizational-wide financial and 
compliance audit (single audit) once each year.   


2.1. The audit shall be conducted by an independent certified public accountant and shall 
be in accordance with applicable OMB Circulars and the Agreement with the State 
Agency.   


2.2. The audit must be submitted to the DHHS Division of Audit and the State Agency 
financial manager within six (6) months of the end of the Local Agency fiscal year.  


3. Local Agencies shall:  
  


3.1. Ensure that audit costs are included as a cost category in the Local Agency’s WIC 
budget if a pro rata share of the costs will be billed directly to the State Agency.  
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3.2. Maintain documentation that supports cost allocation to the State Agency.  
  


4. When Local Agency audit findings require corrective action:  


4.1. The DHHS Division of Audit shall be responsible for all follow-up on its audits of 
Local Agencies, including establishment of claims for improper billing.   


4.2. The State Agency must receive a copy of the corrective action plan and keep it on  
file.  


4.3. The State Agency shall track audits to determine if the same problems are recurring 
from year to year.  


4.4. The State Agency shall monitor receipt of a check in the amount of the audit claim to 
ensure that all claim amounts are recovered.  


4.5. The State Agency shall return recovered claim amounts from prior fiscal years to 
FNS.     


5. Utilizing DHHS Division of Audit procedures, the State Agency shall receive and 
maintain, for at least three years, copies of all Local Agency organization-wide audits 
involving the Maine CDC WIC Nutrition Program. The State Agency shall also maintain 
a listing of all Local Agency organization-wide audits.  


6. The State Agency shall ensure WIC participation in A-133 and other audits by:  


6.1. Following DHHS audit procedures.  


6.2. Maintaining a tracking system that monitors the status of each audit.  


6.3. Including the audit requirement in Local Agency contracts.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                                               Policy No. MA-2 


Revised:  October 1, 2017 


Monitoring  


Authority 


7 CFR §246.19(b) 


22 MRSA §255 and §1951 


10-144 Chapter 286, Section II.B   


Policy 


1. The State Agency shall be required to conduct a Management Evaluation Review (MER) 


of each Local WIC Agency once every two (2) years.  


2. Local Agency reviews shall be conducted by State Agency staff. 


3. Local Agencies shall provide information requested by the State Agency within 30 days 


of the first request for information.  


4. The State Agency shall provide the Local Agency with written documentation of findings 


on non-compliance with program requirements within sixty (60) days after last MER 


visit.  


5. The Local Agency shall respond with a corrective action plan (CAP), including 


timeframes for implementation, within sixty (60) days of receipt of the State Agency’s 


findings.   


6. The State Agency shall monitor Local Agency implementation of corrective action plans. 


7. The State Agency may conduct additional reviews as necessary.   


8. Each Local Agency shall establish internal procedures to monitor operations of all its 


clinics.  


9. The State Agency shall update the audit process as necessary to maintain program 


integrity. 


Procedures  


1. The State Agency shall utilize the following protocol when it monitors Local Agencies:   


1.1. Advance notification of monitoring visit, sent electronically, 60 days prior to visit. 


1.2. The Local Agency MER shall start on the day the first site visit is conducted. 
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1.3. Local agency participant file, financial records and administrative documentation 


reviews and additional site visits to meet the 20% threshold shall be completed within 


30 days of the start of the MER, unless unforeseen circumstances arise. 


1.4. The State Agency shall provide a final MER report to the Local Agency within sixty 


(60) days of the last site visit. 


1.5. The final MER report shall include the completed Appendix MA-2-A MER Form, a 


summary letter and notification for appeal procedures.   


1.6. The following appeal statement shall be used: 


Appeal: Informal Conference and Administrative Hearing 


If you are disagree with this Management Evaluation Review(MER) you may 


request an informal conference in writing within 15 calendar days of the receipt of 


this MER letter. If a local agency disagrees with the Department’s written 


informal conference decision, the local agency may request an administrative 


hearing. The written request for an informal conference and an administrative 


hearing must be sent to: 


Tammy Steuber, Hearings Examiner 


DHHS, Maine Center for Disease Control and Prevention 


286 Water Street, 11 State House Station  


Augusta, Maine 04330-0011 


1.7. The State Agency shall schedule an exit conference with Local Agency staff prior to 


submitting the final MER report.  


1.8. The exit conference shall include discussion of findings and opportunity for Local 


Agency staff input.  


1.9. The Local Agency must submit a corrective action plan (CAP) within sixty (60) days 


of receiving the final MER report from the State Agency if the MER has identified 


noncompliance.  


1.10. The State Agency shall include recommendations for corrective action in the final 


MER report.  


1.11. The State Agency shall evaluate the adequacy of the Local Agency’s CAP within 


thirty (30) days of receipt.  


1.12. If the State Agency accepts the Local Agency’s CAP, an acceptance letter shall be 


sent to finalize the MER. 


1.13. If the State Agency does not accept the Local Agency’s CAP, the Local Agency shall 


submit a revised CAP within thirty (30) days of notification of the non-acceptance for 


consideration and approval.  
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1.14. The State Agency shall verify implementation of the Local Agency’s corrective 


action plan, including site visit(s) and/or participant file and financial record 


review(s) in the off-year as necessary. 


1.15. All letters and documents pertaining to the MER shall be transmitted electronically. 


2. State Agency staff shall utilize the standard MER form (Appendix MA-2-A). 


3. The State Agency shall utilize the Local Agency Annual Report (Appendix MA-2-B) as well 


as Cognos and SPIRIT reports in the Local Agency MER.  


4. The State Agency shall utilize Local Agency review data to: 


4.1. Track individual Local Agency performance 


4.2. Compare administration costs 


4.3. Compare staffing levels among all Local Agencies 


5. State Agency staff may visit Local Agencies and clinic sites at any time. 


6. The State Agency shall use a tracking document to summarize Local Agency reviews for 


each fiscal year.  The tracking document shall include the following information for each 


Local Agency MER: 


6.1. Date of initial contact and summary of schedule 


6.2. Percent of clinics visited 


6.3. Date of completion for each review section 


6.4. Date of exit conference  


6.5. Date State Agency final MER report sent 


6.6. Date Local Agency corrective action plan due 


6.7. Date late notice sent, if applicable 


6.8. Date Local Agency corrective action plan received 


6.9. Date State Agency requests additional CAP information, if needed 


6.10. Date additional CAP is due 


6.11. Date Local Agency additional corrective action plan received 


6.12. Date of Local Agency corrective action plan acceptance 


6.13. Date of follow up visit, if applicable 






Summary

				Department of Health & Human Services

				Maine Center for Disease Control and Prevention



				WIC Local Agency Management Evaluation Review 



				Review Staff:

				Agency:

																		Not Met

										Total WIC Clinic Sites administered by this agency.   						Met				Metrics assessed		Percentage

										Number of clinic sites being reviewed during this evaluation.   						0		0		0		ERROR:#DIV/0!

								Does this meet 20% requirement?    		ERROR:#DIV/0!		ERROR:#DIV/0!				0		0		0		ERROR:#DIV/0!		Clinic Management

																0		0		0		ERROR:#DIV/0!		Finance

																0		0		0		ERROR:#DIV/0!		Breastfeeding

				Sites:						Date(s)						0		0		0		ERROR:#DIV/0!		Nutrition

		1)

		2)

		3)

		4)

		5)



				Signatures:





				Comments:





		*Format derived from the State of Illinois WIC Program







&F	&D	&A


&F	&D	&A


&F	&D	&A




Clinic Mgmt

		WIC Local Agency Management Evaluation Review 

		Clinic Management 

		Review Staff:

		Agency:

				Clinic Management		Met		Not Met		Neutral		State Agency Comments		Local Agency Response		Off-Year Follow-up		x		x		x

		1		Caseload Management														TRUE		TRUE		TRUE

		1.1		The local agency services the maximum possible caseload with the current funding level.

		1.1.1		The caseload of the local agency is appropriate for the staffing level and estimated number of WIC participants in the service area.														0		0		0

		1.1.2		Caseload management supports effective food fund management.														0		0		0

		1.1.3		Efforts are made to minimize no-shows, especially among high risk participants.														0		0		0

		1.2		The local agency establishes clinics in appropriate locations 

		1.2.1		All clinics must meet policy requirements re: location selection criteria														0		0		0

		1.3		The local agency has an effective outreach program.

		1.3.1		There is an effective public notification program which encourages participation and informs all potential participants, particularly minorities and women in the early months of pregnancy, of the availability of the Program.														0		0		0

		1.4		The local agency has established collaborative relationships with appropriate community agencies for the purpose of improving access to services.

		1.4.1		Where appropriate, written agreements are in place between the local agency and other health and social service agencies in the community.														0		0		0

		1.4.2		Local Agency Director or designee contacts residential facilities within the coverage area at least annually to ensure the facility practices are consistent with State Agency policies regarding WIC participants who are residing in the facility.  Contact may be made in-person, by phone or by letter.														0		0		0

		1.5		Appropriate referrals material are available for participants.

		1.5.1		The local agency must develop, implement and maintain a written procedure for providing and receiving referrals that includes how the agency updates this listing on an annual basis.														0		0		0

		1.6		Local Agency utilizes waiting lists according to State Policy

		1.6.1		If Local Agency has participants on a waiting list, State Agency guidelines for placement on waiting list are followed.  														0		0		0



		2		Civil Rights

		2.1		The local agency actively informs applicants and participants of their rights and responsibilities.

		2.1.1		All participants/applicants shall be informed of their rights and responsibilities; that they are protected against discrimination on the basis of race, color, national origin, sex, age, creed, sexual orientation, or disability; and the procedure for filing a complaint.														0		0		0

		2.2		The local agency complies with nondiscrimination laws and regulations.

		2.2.1		Local agency staff receive training in civil rights enforcement and maintain records of training. 														0		0		0

		2.2.3		There is a grievance procedure for handling civil rights complaints.														0		0		0

		2.3		Services are not denied to any qualified applicant based on race, color, national origin, age, sex or handicap.

		2.3.1		Local Agencies provide interpretive services to participants who do not speak English as the primary language or who are hearing impaired														0		0		0

		2.3.2		Operational procedures, site locations, appointment scheduling and hours of operation do not have the effect of discrimination against persons based on race, color, national origin, sex or handicap.														0		0		0

		3		Organization and Management

		3.1		The staff is appropriate for the amounts and types of services provided. 

		3.1.1		The staffing structure is appropriate.														0		0		0

		3.1.2		Staffing education, experience and staffing levels are appropriate for assigned responsibilities.														0		0		0

		3.2		The organizational structure reflects adherence to good management practices

		3.2.1		Staff responsibilities and assignments support the organizational structure														0		0		0

		3.3		The organization takes appropriate steps to prevent and mitigate  fraud

		3.3.1		Staff fraud prevention measures are in place														0		0		0

		3.3.2		Agency maintains logs of participant records certified in clinics staffed by one employee.														0		0		0

		3.3.3		Agency staff appropriately follow-up on reports of dual records and dual participation														0		0		0

		3.3.4		Agency staff minimize overissuance of benefits														0		0		0

		3.3.5		Agency staff shall make efforts to minimize participant food and formula sales														0		0		0

		3.4		Staff are trained appropriately

		3.4.1		All new staff are oriented to the program.														0		0		0

		3.4.2		Staff receive adequate continuing education annually														0		0		0

		3.5		The organizational structure ensures participant confidentiality

		3.5.1		Clinics ensure participant confidentiality														0		0		0

		3.5.2		Local agency director has current confidentiality agreements on file for all staff members.														0		0		0

		3.6		Facilities are appropriate for service delivery

		3.6.1		WIC clinic setting is appropriate for participants 														0		0		0

		3.6.2		The Local Agency has a WIC-specific Disaster/Contingency Plan														0		0		0

		3.7		There is an effective property management system

		3.7.1		Inventory is managed according to state policies.														0		0		0

		3.7.2		Policies are in place to ensure equipment is not lost or stolen														0		0		0

		4		Management Information Systems

		4.1		Staff handle WIC Information in a confidential and secure manner

		4.1.1		WIC data is handled appropriately														0		0		0

		4.1.2		Incoming and outgoing staff are handled appropriately														0		0		0

		4.1.3		There is adequate physical security for system hardware and software														0		0		0

		4.2		Local Agency computer operations are in compliance with State Agency policy and procedures

		4.2.1		There is sufficient hardware to meet caseload needs.														0		0		0

		4.2.2		Hardware is adequately maintained.														0		0		0

		4.2.3		Network access is adequate for delivery of WIC services														0		0		0

		5		Food Delivery

		5.1		Blank check stock/unassigned eWIC cards receipt, storage, security and inventory procedures assure adequate controls

		5.1.1		Receipt of blank check stock/eWIC cards is thoroughly tracked.														0		0		0

		5.1.2		Blank check stock/eWIC cards  is stored securely.														0		0		0

		5.2		There are adequate controls for voided, returned, lost or stolen food instruments.

		5.2.1		Voided and returned food instruments are handled according to state policy.														0		0		0

		5.2.2		Lost or stolen food instruments are handled according to state policy.														0		0		0

		6		Farmers' Market Nutrition Program

		6.1		Farmers’ Market Nutrition Program is promoted in areas where farmers’ markets are available to improve intake of fruits and vegetables among WIC participants. 

		6.1.1		Farmers’ market education is provided to eligible WIC participants.														0		0		0

		6.1.2		Farmers’ market coupons are secure and issuance is documented.														0		0		0

		6.1.3		Promotion and outreach is conducted on farmers’ market. 														0		0		0

		6.1.4		Farmers' Market check issuance error logs demonstrate minimal staff errors.														0		0		0

		Total Corrective Actions - Clinic Management				0		0		0
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This agency does not have a Wait List



Finance 

		WIC Local Agency Management Evaluation Review 

		Finance

		Review Staff:

		Agency:

				Finance		Met		Not Met		Neutral		State Agency Comments		Local Agency Response		Off-Year Follow-up		x		x		x				 

		1.		Financial Management														TRUE		TRUE		TRUE

		1.1		Local agency records indicate appropriate financial management practices

		1.1.1		Audits and reviews are performed in accordance with state policies and Title 2 US Code of Federal Regulations (CFR) Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards.														0		0		0

		1.1.2		Contracts are managed according to sub-recipient monitoring guidelines														0		0		0

		1.1.3		Indirect costs are claimed according to federal and state policies.														0		0		0

		1.1.4		Nutrition Education and Breastfeeding Promotion costs are reported to the state agency.														0		0		0

		1.1.5		Expenditure reports are done in completed in accordance with state policies and contracting requirements.														0		0		0

		1.2		Expenditures are reasonable and necessary to run an effective WIC program

		1.2.1		There are adequate source documents to verify expenditure reports														0		0		0

		1.2.2		All costs reviewed are allowable														0		0		0

		1.2.3		All costs reviewed are allocable														0		0		0

		1.2.4		Local Agency has received OMB Guideline Training														0		0		0

		1.2.5		All funding sources are maintained and recorded separately														0		0		0

		1.2.6		Personnel expenses are allocated correctly.														0		0		0

		1.2.7		Acceptable accounting practices are followed														0		0		0

		1.3		Processes are in place to ensure fiscal program integrity 

		1.3.1		Segregation of duties exist among the various fiscal functions														0		0		0

		1.3.2		Effective controls are in place to prevent inappropriate use of WIC funds														0		0		0

		1.3.3		Local Agency has liability insurance														0		0		0		 

		1.3.4		Local Agency reporting requirements are met														0		0		0

		1.4		There is an effective property management system

		1.4.1		Assets are obtained according to federal regulations and state policies.														0		0		0

		Total Corrective Actions - Finance				0		0		0







Breastfeeding

		WIC Local Agency Management Evaluation Review 

		Breastfeeding

		Review Staff:

		Agency:

				Breastfeeding		Met		Not Met		Neutral		State Agency Comments		Local Agency Response		Off-Year Follow-up		X		x		x				 

		1.		Breastfeeding Support and Promotion														TRUE		TRUE		TRUE

		1.1		Breastfeeding is endorsed and supported as the preferred method of infant feeding

		1.1.1		WIC clinic environment is supportive of breastfeeding for families														0		0		0

		1.1.2		WIC staff support and promote breastfeeding														0		0		0

		1.1.3		The Local Agency must designate a staff person to serve as the Breastfeeding Coordinator 														0		0		0

		1.1.4		All pregnant participants are encouraged to breastfeed unless contraindicated for health reasons.														0		0		0

		1.1.5		WIC Breastfeeding women are provided with counseling and support.														0		0		0

		1.1.6		All breastfeeding women and their infants must receive a full nutrition assessment to ensure food package is tailored to individual need														0		0		0

		1.1.7		Loaner/Rental Breast Pumps are issued to participants following appropriate state agency policies and procedures.														0		0		0

		1.1.8		Agency staff make efforts to minimize unreturned loaner electric breastpumps														0		0		0

		2.		Breastfeeding Peer Counseling

		2.1		Breastfeeding Peer Counselors follow appropriate policies and procedures

		2.1.1		Peer Counselor follows appropriate scope of practice														0		0		0

		2.2		Breastfeeding Peer Counselor Supervisors follow appropriate policies and procedures

		2.2.1		Peer Counselor (PC) supervisor ensures proper  PC selection process														0		0		0

		2.2.2		PC supervisor ensures PC follows appropriate scope of practice														0		0		0

		Total Corrective Actions - Breastfeeding				0		0		0







Nutrition

		WIC Local Agency Management Evaluation Review 

		Nutrition Services

		Review Staff:

		Agency:

				Nutrition Services		Met		Not Met		Neutral		State Agency Comments		Local Agency Response		Off-Year Follow-up		x		x		x

		1.		Certification and Eligibility														TRUE		TRUE		TRUE

		1.1		All program applicants are appropriately screened for eligibility

		1.1.1		All program applicants meet eligibility requirements of income														0		0		0

		1.1.2		All program applicants meet eligibility requirements of residency														0		0		0

		1.1.3		All program applicants meet eligibility requirements of identification														0		0		0

		1.1.4		Procedures for applicants with no proof of income, residency, and/or identification are consistent with policies.														0		0		0

		1.2		Certification protocols are followed appropriately

		1.2.1		All program applicants meet processing standards 														0		0		0

		1.2.2		Participants are physically present														0		0		0

		1.2.3		Separation of duties during the certification process is ensured														0		0		0

		1.2.4		Racial and ethnic participation data are collected as required by Title VI of the Civil Rights Act of 1964.														0		0		0

		1.2.5		Requirements of the National Voter Registration Act are adhered to.														0		0		0

		1.2.7		Applicant/participant rights and responsibilities (R&R) are reviewed and documented in the SPIRIT record														0		0		0

		1.2.8		In-State transfers procedures are followed appropriately														0		0		0

		1.2.9		Out-of-State transfers procedures are followed appropriately														0		0		0

		1.2.10		Mid-certification procedures are followed appropriately														0		0		0

		1.2.11		Ineligibility procedures are followed appropriately														0		0		0

		2.		Nutrition Services

		2.1		Nutrition risk is properly assessed and documented for all applicants

		2.1.1		Anthropometric risks (100) are appropriately assessed														0		0		0

		2.1.2		Hematological risks (200) are appropriately assessed														0		0		0

		2.1.3		Clinical and health risks (300) are appropriately assessed														0		0		0

		2.1.4		Dietary risks (400) are appropriately assessed														0		0		0

		2.1.5		Other risks (500-900) are appropriately assessed														0		0		0

		2.1.6		Identified risks are shared with participants														0		0		0

		2.2		Individualized referrals are provided to program participants.

		2.2.1		Referrals are provided based on health and social needs of the family														0		0		0

		2.2.2		Immunization records are screened appropriately for all children and infants at least six (6) months of age.														0		0		0

		2.2.3		Blood lead tests are screened appropriately for all child participants.  														0		0		0

		2.2.4		A listing of local resources for drug, alcohol and smoking cessation programs is provided to participants/authorized representatives														0		0		0

		2.2.5		Medically high risk participants are referred to the agency RD														0		0		0

		2.3		Staff use VENA skills consistently and effectively

		2.3.1		Staff utilize VENA principles in all interactions with participants and applicants.														0		0		0

		2.3.2		Nutrition counseling contacts are appropriately documented in the client file.														0		0		0

		2.3.3		Group education is provided that meets participant needs														0		0		0

		2.4		The Local Agency has a qualified staff member designated as Nutrition Coordinator

		2.4.1		Nutrition Coordinator must have appropriate qualifications														0		0		0

		3.		Food Benefits Issuance

		3.1		Food benefits are assigned appropriately to meet individual participant needs

		3.1.1		Food benefits are appropriately tailored to meet individual participant needs 														0		0		0

		3.1.2		Clients are instructed on redemption of food benefits														0		0		0

		3.1.3		Staff follow food benefit issuance procedures														0		0		0

		3.1.4		Staff have clients review benefits for accuracy prior to signing for all food benefits received.														0		0		0

		3.1.5		Food instruments are appropriately signed for in WIC MIS														0		0		0

		3.1.6		Medical formula/food requests are handled appropriately														0		0		0

		Total Corrective Actions - Nutrition				0		0		0







Clinic Mgmt PM

		Caseload Management and Outreach

		1.1		The local agency services the maximum possible caseload with the current funding level.

		1.1.1		The caseload of the local agency is appropriate for the staffing level and estimated number of WIC participants in the service area.				OM-4		Comments:

				1.1.1.1		Review caseload to staffing ratios.  Policy states ratios should be as follows: 1:375 Participants per FTE per month for overall staff and 1:500 Participants per Counseling Staff per month

				1.1.1.2		Actual caseload compared to local agency projection		CM-2

						a.       Graph of participation from previous fiscal year to date, by month

						b.      Graph of participation by clinic site

				1.1.1.3		One staff member clinics have prior approval from State Agency.

		1.1.2		Caseload management supports effective food fund management.				FD-3		Comments:

				1.1.2.1		Review report of percent of new or re-enrolled participants that began participating in the selected period

				1.1.2.2		Review report of percent of redeemed checks vs issuance to observe trends

		1.1.3		Efforts are made to minimize no-shows, especially among high risk participants.				CM-1		Comments:

				1.1.3.1		The no-show rate is under 30% for all clinic locations

				1.1.3.2		There is documentation that follow-up is done on all participants who miss appointments or fail to pick up food instruments, with special emphasis on pregnant and high risk participants.

				1.1.3.3		Clinic scheduling practices are based on no show rates.

				1.1.3.4		Percent of  WIC categorically eligible participants terminated from the program during the selected period, by reason

		1.2		The local agency establishes clinics in appropriate locations 

		1.2.1		All clinics must meet policy requirements re: location selection criteria				CM-2		Comments:

				1.2.1.1		Clinic location has at least 25 participants, unless a waiver has been granted by the State Agency

				1.2.1.2		Clinic locations have an approved vendor

		1.3		The local agency has an effective outreach program.

		1.3.1		There is an effective public notification program which encourages participation and informs all potential participants, particularly minorities and women in the early months of pregnancy, of the availability of the Program.				CM-3		Comments: 

				1.3.1.1		Review local agency annual report for Outreach plan

				1.3.1.2		Copies of materials, including but not limited to; letters, leaflets, bulletins, newspapers and radio and television announcements are sent to the State Agency for approval prior to dissemination

				1.3.1.3		Outreach materials are up to date, reflecting any major changes in program policies, rules, or regulations

				1.3.1.4		Local agency demonstrates that materials were disseminated on a yearly basis to organizations required by policy												 

		1.4		The local agency has established collaborative relationships with appropriate community agencies for the purpose of improving access to services.

		1.4.1		Where appropriate, written agreements are in place between the local agency and other health and social service agencies in the community.				OM-13		Comments: 

				1.4.1.1		Copies of MOUs are sent to the State Agency

		1.4.2		Local Agency Director or designee contacts residential facilities within the coverage area at least annually to ensure the facility practices are consistent with State Agency policies regarding WIC participants who are residing in the facility.  Contact may be made in-person, by phone or by letter.				OM-13		Comments:

				1.4.2.1		Assurance is obtained that facility does not benefit financially or in-kind by resident's participation in WIC Program, WIC foods are not used for communal food services, and there are no constraints on WIC participant's ability to use WIC foods or access WIC services.

				1.4.2.2		A facility is required to sign a statement of agreement to all conditions at the Local Agency Director's discretion.

				1.4.2.3		The Local Agency Director does on-site monitoring as needed to ensure compliance to all requirements.

				1.4.2.4		The Local Agency does not issue food benefits other than infant formula to participants residing in a facility which will not agree to the requirements for WIC participants.

		1.5		Appropriate referrals material are available for participants.

		1.5.1		The local agency must develop, implement and maintain a written procedure for providing and receiving referrals that includes how the agency updates this listing on an annual basis.				NS-5		Comments: 

				1.5.1.1		Local agency provides the State agency with a referral list that is up to date and contains, at a minimum, MaineCare, other food assistance programs, substance abuse services.

		1.6		Local Agency utilizes waiting lists according to State Policy

		1.6.1		If Local Agency has participants on a waiting list, State Agency guidelines for placement on waiting list are followed.  				CM-4		Comments:

				1.6.1.1		Local Agency received permission to place participants on a waiting list

				1.6.1.2		Copy of Local Agency Waiting List

		Civil Rights

		2.1		The local agency actively informs applicants and participants of their rights and responsibilities.

		2.1.1		All participants/applicants shall be informed of their rights and responsibilities; that they are protected against discrimination on the basis of race, color, national origin, sex, age, creed, sexual orientation, or disability; and the procedure for filing a complaint.				CR-1		Comments:

				2.1.1.1		The “Justice For All” poster is prominently displayed in noticeable location at all clinic sites.

				2.1.1.2		The current USDA and DHHS nondiscrimination statement, and the civil rights complaint procedure, is included on all printed WIC-related materials that are disseminated to applicants, participants, outreach/referral contacts, and the general public.

		2.2		The local agency complies with nondiscrimination laws and regulations.

		2.2.1		Local agency staff receive training in civil rights enforcement and maintain records of training. 				CR-5		Comments:

				2.2.1.1		Civil rights training is provided at least once a year to all staff.

				2.2.1.2		All new employees receive civil rights training as part of employee orientation procedures.		CR-2

		2.2.3		There is a grievance procedure for handling civil rights complaints.				CR-4		Comments:

				2.2.3.1		Local agency has blank Civil Rights template on file to use in the event a complaint is filed

				2.2.3.2		The local agency has a process to follow for discrimination complaints they receive.

				2.2.3.3		Local agency maintains and monitors Civil Rights complaint log to track status of complaints

				2.2.3.4		The local agency has corrected any substantiated civil rights problems or noncompliance situations.

		2.3		Services are not denied to any qualified applicant based on race, color, national origin, age, sex or handicap.

		2.3.1		Local Agencies provide interpretive services to participants who do not speak English as the primary language or who are hearing impaired				CR-6		Comments:

				2.3.1.1		Non-english speaking and hearing-impaired applicants/participants are provided with appropriate interpreter services at no cost		CR-6

				2.3.1.2		Interpreter logs must be kept and submitted to the State Agency monthly

		2.3.2		Operational procedures, site locations, appointment scheduling and hours of operation do not have the effect of discrimination against persons based on race, color, national origin, sex or handicap.				CR-1		Comments:

				2.3.2.1		When appropriate, program information is provided in languages other than English. (For any non-English speaking population which exceeds 5% of the overall area population according to census data.)

		Organization and Management

		3.1		The staff is appropriate for the amounts and types of services provided. 

		3.1.1		The staffing structure is appropriate.				OM-4		Comments:

				3.1.1.1		Written job descriptions provided to the state agency for all local agency staff positions are up to date

				3.1.1.2		Local agency organizational chart provided to the State Agency is up to date.

		3.1.2		Staffing education, experience and staffing levels are appropriate for assigned responsibilities.				OM-4		Comments:

				3.1.2.1		Clinic staffing allows separation of certification duties of income verification and nutrition risk assignment.

				3.1.2.1		Nutrition risk assessments, certifications and food package prescription are performed by appropriately trained WIC counselors.

				3.1.2.2		Appropriately trained staff perform nutrition education and counseling.

				3.1.2.3		Appropriately trained staff perform income verifications.

		3.2		The organizational structure reflects adherence to good management practices

		3.2.1		Staff responsibilities and assignments support the organizational structure				OM-4		Comments:

				3.2.1.1		Immediate efforts are made to fill any vacant positions								 

				3.2.1.2		LA Director has named another staff member as back-up during absences

				3.2.1.3		Required staff positions are appropriately delegated to staff and only one person fills each required role

		3.3		The organization takes appropriate steps to prevent and mitigate  fraud

		3.3.1		Staff fraud prevention measures are in place				OM-6		Comments:

				3.3.1.1		All clinics are staffed with at least 2 staff members

				3.3.1.2		Local Agency Director has current signed Conflict of Interest agreements on file for all staff members

				3.3.1.3		Staff do not certify themselves, family or close friends

				3.3.1.4		When an employee is under investigation, employee will be removed from responsibilities for determining participant eligibility and benefit issuance.  

		3.3.2		Agency maintains logs of participant records certified in clinics staffed by one employee.				OM-6		Comments:

				3.3.2.1		Log is accurately maintained and available for review

				3.3.2.2		Local Agency Director audits participant records within two weeks for certifications completed by one staff member (minimum:  100% of nonbreastfed infant records, 20% of all other records)

		3.3.3		Agency staff appropriately follow-up on reports of dual records and dual participation				OM-7		Comments:

				3.3.3.1		Creation of duplicate records is reported to the state agency in a timely manner

				3.3.3.2		Staff follow up appropriately on reports of dual participation from the state agency												 

		3.3.4		Agency staff minimize overissuance of benefits						Comments:								 

				3.3.4.1		Agency staff appropriately document reason for overissuance of benefits

				3.3.4.2		Agency staff appropriately follow-up on reports of overissuance and respond to state agency in timely manner.

		3.3.5		Agency staff shall make efforts to minimize participant food and formula sales						Comments:

				3.3.5.1		Agency staff shall contact clients immediately upon notification of potential WIC food/formula sale

				3.3.5.2		Staff request authorized representative return unopened cans of formula when a formula prescription change is completed

				3.3.5.3		File review demonstrates 90% compliance with documentation of Program responsibilies review re: return of formula and/or infant foods at 9-11 month old appointment and any time formula prescription changes.

		3.4		Staff are trained appropriately

		3.4.1		All new staff are oriented to the program.				OM-4		Comments: 

				3.4.1.1		There is documentation that new staff receive orientation.

				3.4.1.2		There is documentation that new staff review, at a minimum, the Nutrition Services, Certification and Eligibility, and Breastfeeding Promotion and Support sections of the Maine CDC WIC Nutrition Program Policy and Procedure manual

		3.4.2		Staff receive adequate continuing education annually				OM-12		Comments:

				3.4.2.1		There is a log for staff contining education

				3.4.2.2		Training should have CDR or IBLCE credit approval or state agency approval or be directly applicable to WIC program operations.

		3.5		The organizational structure ensures participant confidentiality

		3.5.1		Clinics ensure participant confidentiality				OM-15		Comments:

				3.5.1.1		Computer screens are turned away from participants

				3.5.1.2		Clinic are set up to ensure participants cannot hear other counseling sessions

				3.5.1.3		Items with participant names are kept out of view

		3.5.2		Local agency director has current confidentiality agreements on file for all staff members.				OM-16		Comments:

		3.6		Facilities are appropriate for service delivery

		3.6.1		WIC clinic setting is appropriate for participants 						Comments:

				3.6.1.1		Clinic is clean

				3.6.1.2		Clinic setting is accessible for all participants

				3.6.1.3		Scales are routinely calibrated		CE-3										 

				3.6.1.4		Handicapped persons have access to WIC services.

		3.6.2		The Local Agency has a WIC-specific Disaster/Contingency Plan				OM-5		Comments:

				3.6.2.1		Disaster plan was submitted as part of the annual report

				3.6.2.2		Changes are made in a timely manner and communicated to the State Agency

		3.7		There is an effective property management system

		3.7.1		Inventory is managed according to state policies.				FM-16		Comments:

				3.7.1.1		Inventory logs are maintained for medical equipment (scales, boards, Hemocue and Pronto devices), computers, monitors, printers, scanners, and signature pads. 

				3.7.1.2		A physical inventory of equipment is conducted once a year.

				3.7.1.3		Items belonging to the state can be located and are being used by the WIC program.

				3.7.1.4		Approved procedures are used for disposing of equipment.

				3.7.1.5		All equipment is kept in a secure location

		3.7.2		Policies are in place to ensure equipment is not lost or stolen				FM-16		Comments:

				3.7.2.1		Excessive pattern of lost/stolen equipment is not present

		Management Information Systems

		4.1		Staff handle WIC Information in a confidential and secure manner

		4.1.1		WIC data is handled appropriately				OM-15		Comments:

				4.1.1.1		Paper forms with participant names are shredded appropriately after scanning into MIS.

				4.1.1.2		Participant authorization for releases of information are obtained appropriately.

				4.1.1.3		Only authorized staff have access to computer files and reports.

				4.1.1.4		Data input and maintenance are made according to prescribed procedures

				4.1.1.5		Passwords are utilized and not shared among staff members.

		4.1.2		Incoming and outgoing staff are handled appropriately				OM-15		Comments:

				4.1.2.1		Only current staff listed as active in MIS

		4.1.3		There is adequate physical security for system hardware and software				OM-15		Comments:

				4.1.3.1		System hardware is kept in an area which can be locked up when the clinic is closed.

				4.1.3.2		There is no unauthorized outside connectivity (i.e. internet access) on system hardware.

		4.2		Local Agency computer operations are in compliance with State Agency policy and procedures

		4.2.1		There is sufficient hardware to meet caseload needs.				IS-5		Comments:

				4.2.1.1		Participants do not have to wait for lengthy periods of time due to lack of computer hardware to process certifications and issue food instruments.

		4.2.2		Hardware is adequately maintained.				IS-5		Comments:

				4.2.2.1		Computers and peripheral hardware are kept in good working order and free from risk of damage

				4.2.2.2		Computers meet OIT specifications

		4.2.3		Network access is adequate for delivery of WIC services				IS-5		Comments:

				4.2.3.1		Network speed is adequate to allow for optimal performance of the WIC application												 

				4.2.3.2		All clinic locations have reliable internet access

		Food Delivery/Food Instrument Accountability

		5.1		Blank check stock/unassigned eWIC cards receipt, storage, security and inventory procedures assure adequate controls

		5.1.1		Receipt of blank check stock/eWIC cards is thoroughly tracked.				FD-1		Comments:

				5.1.1.1		All blank check stock/eWIC cards shipped to the local agency are verified with the packing slip

				5.1.1.2		The packing slips are returned to the state agency.

				5.1.1.3		Any discrepancies are noted on the receiving report.

				5.1.1.4		There is documentation of two staff members involved in receiving and storing all food instruments/eWIC card shipments

		5.1.2		Blank check stock/eWIC cards  is stored securely.				FD-1		Comments:

				5.1.2.1		Blank check stock/eWIC cards is kept in a secure storage unit.

				5.1.2.2		Access to check/eWIC card storage is restricted to authorized staff only.

		5.2		There are adequate controls for voided, returned, lost or stolen food instruments.

		5.2.1		Voided and returned food instruments are handled according to state policy.				FD-3		Comments: 

				5.2.1.1		Any checks that need to be voided are marked as such and are scanned into the MIS and shredded

				5.2.1.2		Returned checks are scanned into the MIS and shredded

				5.2.1.3		Returned eWIC cards are inactivated in the MIS and then destroyed

		5.2.2		Lost or stolen food instruments are handled according to state policy.				FD-3		Comments:

				5.2.2.1		Verify that lost and stolen food instruments are not being replaced, unless extreme hardship is demonstrated and approved by LA Director or State Agency

				5.2.2.2		A lost or stolen food instrument report is filled out, scanned into the MIS, and a copy is given to the participant.

		Farmers’ Market

		6.1		Farmers’ Market Nutrition Program is promoted in areas where farmers’ markets are available to improve intake of fruits and vegetables among WIC participants. 

		6.1.1		Farmers’ market education is provided to eligible WIC participants.				NS-1		Comments: 

				6.1.1.2		Appropriate educational materials on farmers’ market are available. This includes location of market, how to use farmers’ market coupons, and nutrition education materials on fruits and vegetables. 

		6.1.2		Farmers’ market coupons are secure and issuance is documented.				FD-1		Comments:				 

				6.1.2.1		Coupons are stored in a locked location.

				6.1.2.2		Coupons are accounted for with appropriate issuance documentation in the participant’s file.

		6.1.3		Promotion and outreach is conducted on farmers’ market. 				CM-4		Comments:

				6.1.3.1		Local agency work with local area farmers to promote program

				6.1.3.2		Local agency have events to promote program

		6.1.4		Farmers' Market check issuance error logs demonstrate minimal staff errors.				FD-2		Comments:

				6.1.4.1		SPIRIT Utilities Farmers' Market logs have less than 10% errors.
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Finance PM

		Financial Management 

		1.1		Local agency records indicate appropriate financial management practices

		1.1.1		Audits and reviews are performed in accordance with state policies and Title 2 US Code of Federal Regulations (CFR) Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards.				MA-1		Comments:

				1.1.1.1		The local agency submits Title 2 US Code of Federal Regulations (CFR) Part 200 Single Audit to Financial Manager before the due dates.

				1.1.1.2		Any claims established for unallowable costs have been paid.

				1.1.1.3		Local agency has taken corrective action in response to DHHS and Single Audit findings

		1.1.2		Contracts are managed according to sub-recipient monitoring guidelines				FM-5		Comments:

				1.1.2.1		Local agency has a policy on contract management.

				1.1.2.2		Sub recipients are monitored for appropriate use of federal funds

		1.1.3		Indirect costs are claimed according to federal and state policies.				FM-12		Comments:

				1.1.3.1		An approved and current indirect cost agreement is on file in the local agency.

				1.1.3.2		Expenditure report shows the indirect costs is less than or equal to the current approved rate of indirect cost. 

				1.1.3.3		For those local agencies that have an approved indirect cost allocation plan, the plan provides for fair and equitable distribution of applicable expenses.

		1.1.4		Nutrition Education and Breastfeeding Promotion costs are reported to the state agency.				FM-11		Comments:

				1.1.4.1		Monthly expenditure claims are distributed by cost category on expenditure reports

				1.1.4.2		Nutrition education food purchases are documented

		1.1.5		Expenditure reports are done in completed in accordance with state policies and contracting requirements.				FM-7		Comments:

				1.1.5.1		Expenditure reports are completed correctly.

				1.1.5.2		Expenditure reports are submitted on time.

				1.1.5.3		Monthly expenditure claims are distributed by cost category on expenditure reports

		1.2		Expenditures are reasonable and necessary to run an effective WIC program

		1.2.1		There are adequate source documents to verify expenditure reports						Comments:

				1.2.1.1		Two months of invoices are randomly selected and reconciled with expenditure report

				1.2.1.2		Source document was provided 15 days before the on-site financial review

		1.2.2		All costs reviewed are allowable				FM-8		Comments:

				1.2.2.1		Costs claimed (e.g., space, equipment, incentive items) are in fact allowable costs under state policies and federal regulations		FM-9

				1.2.2.2		Food Demonstration log is provided and accurately maintained

		1.2.3		All costs reviewed are allocable				FM-13		Comments:

				1.2.3.1		There is evidence that WIC is not charged directly and indirectly for the same cost.

				1.2.3.2		Expenditures for shared costs within the agency is allocated fairly and equitably

		1.2.4		Local Agency has received OMB Guideline Training						Comments:

				1.2.4.1		Local Agency has policies in place to verify that OMB guidelines are followed

		1.2.5		All funding sources are maintained and recorded separately				FM-6		Comments:

				1.2.5.1		Breastfeeding Peer Counseling and Farmers Market Expenditures are recorded according to state policies

				1.2.5.2		Other funding source expenditures are recorded and maintained separately

		1.2.6		Personnel expenses are allocated correctly.				FM-8		Comments:

				1.2.6.1		If staff time is spent on non-WIC activities, time sheets are recorded accurately to reflect actual time spent on WIC activities.		FM-6

				1.2.6.2		Observations of clinic staff and payroll records indicate that personnel paid by the WIC program are performing WIC tasks.

				1.2.6.3		Time studies show an appropriate allocation of time to nutrition education, breastfeeding promotion, client services and general administration.

				1.2.6.4		Time studies are submitted accurately and on time for the first full week of every month

		1.2.7		Acceptable accounting practices are followed				FM-6		Comments:

				1.2.7.1		There is an accounting manual or set of written procedures to describe the accounting system.

				1.2.7.2		Revenues and disbursements belonging to WIC are accounted for separately from those of non-WIC programs, and WIC has a separate accounting code.

				1.2.7.3		The accounting system allows costs to be allocated properly among fiscal years, as evidenced by invoices dated close to year end charged to the correct period(s).

		1.3		Processes are in place to ensure fiscal program integrity 

		1.3.1		Segregation of duties exist among the various fiscal functions				FM-6		Comments:

				1.3.1.1		Verify that staff are not completing multiple fiscal functions

		1.3.2		Effective controls are in place to prevent inappropriate use of WIC funds				FM-6		Comments:

				1.3.2.1		WIC funds are managed appropriately and properly

				1.3.2.2		Equipment, Vehicles, Cell Phones, Supplies, etc. are used solely for WIC purposes

		1.3.3		Local Agency has liability insurance						Comments:

				1.3.3.1		Local agency has provided proof of liability insurance coverage

		1.3.4		Local Agency reporting requirements are met				FM-7		Comments:

				1.3.4.1		Local agency submits financial reports when they are due

		1.4		There is an effective property management system

		1.4.1		Assets are obtained according to federal regulations and state policies.				MA-1		Comments:

				1.4.1.1		There is documentation on file for equipment acquisitions which require prior approval.





BF PM

		1		Breastfeeding  Promotion and Support 

		1.1		Breastfeeding is endorsed and supported as the preferred method of infant feeding

		1.1.1		WIC clinic environment is supportive of breastfeeding for families				BF-1		Comments: 

				1.1.1.1		Obvious signs of breastfeeding encouragement

				1.1.1.2		All printed materials are free of formula product names

				1.1.1.3		Private area available for participants and/or staff wishing to breastfeed or pump

				1.1.1.4		Formula and bottle-feeding equipment is stored out of sight

		1.1.2		WIC staff support and promote breastfeeding				BF-2		Comments:

				1.1.2.1		Staff demonstrate positive attitude toward breastfeeding

				1.1.2.2		Staff have appropriate breastfeeding resources available

		1.1.3		The Local Agency must designate a staff person to serve as the Breastfeeding Coordinator 				BF-3		Comments:

				1.1.3.1		Breastfeeding Coordinator must have appropriate qualifications

				1.1.3.2		Breastfeeding Coordinator must oversee local agency breastfeeding support and promotion efforts

		1.1.4		All pregnant participants are encouraged to breastfeed unless contraindicated for health reasons.				BF-4		Comments:

				1.1.4.1		All pregnant participants files have documentation of a discussion about breastfeeding 

				1.1.4.2		Appropriate breastfeeding educational materials are made available.

		1.1.5		WIC Breastfeeding women are provided with counseling and support.				BF-4		Comments:

		            		1.1.5.1		All breastfeeding participant files have documentation of breastfeeding education, including common breastfeeding problems

				1.1.5.2		Breastfeeding participants are counseled on the recommendations of vitamin supplements for breastfeed infants.

				1.1.5.3		Breastfed infants growth pattern assessment is documented in their files.

				1.1.5.4		Local agency staff know of appropriate community resources for referrals, such as peer counseling groups, lactation consultants, or the La Leche League.

		1.1.6		All breastfeeding women and their infants must receive a full nutrition assessment to ensure food package is tailored to individual need				BF-5		Comments:

				1.1.6.1		Smallest amount of supplemental artificial baby milk is issued

				1.1.6.2		Mothers benefits are appropriate for infant's breastfeeding status

		1.1.7		Loaner/Rental Breast Pumps are issued to participants following appropriate state agency policies and procedures.				BF-6		Comments:

				1.1.7.1		Pump issuance is appropriate based on evaluation of need

				1.1.7.2		Documentation of education on pump usage and milk storage

				1.1.7.3		Agreement forms are signed and scanned into participant chart

				1.1.7.4		Appropriate follow-up with participants issued pump

				1.1.7.5		Up to date spreadsheet of loaned pumps is maintained

				1.1.7.6		Up to date spreadsheet of rented pumps is maintained

				1.1.7.7		Maintain accurate inventory log of all agency breastpumps

				1.1.7.8		Chart review reveals less than 10% error in pump issuance and followup according to state agency policies and procedures.

		1.1.8		Agency staff make efforts to minimize unreturned loaner electric breastpumps

				1.1.8.1		Agency staff document request for loaner electric breastpump returns when participant is no longer eligible to keep pump

				1.1.8.2		Agency staff notify state agency in a timely manner of unreturned electric breastpump

		2				Breastfeeding Peer Counselor Program

		2.1		Breastfeeding Peer Counselors follow appropriate policies and procedures

		2.1.1		Peer Counselor follows appropriate scope of practice				BFPC-2		Comments:

				2.1.1.1		Present in clinic at a minimum of 2 hours weekly

				2.1.1.2		Available to offer breastfeeding help outside of WIC clinic hours

				2.1.1.3		Proper documentation of contacts in participant record

				2.1.1.4		Appropriate content discussed and yields appropriately

				2.1.1.5		Activity log completed correctly and demonstrates appropriate scope of practice

				2.1.1.6		Activity log review reveals less than 10% missing/incorrect charts

		2.2		Breastfeeding Peer Counselor Supervisors follow appropriate policies and procedures

		2.2.1		Peer Counselor (PC) supervisor ensures proper  PC selection process				BFPC-1		Comments:

				2.2.1.1		Peer counselor meets minimum qualifications based on State Agency policies and procedures

		2.2.2		PC supervisor ensures PC follows appropriate scope of practice				BFPC-6		Comments:

				2.2.2.1		Ensure proper training prior to beginning of peer support activities

				2.2.2.2		Available to Peer Counselor for questions, problem solving, and/or general discussion

				2.2.2.3		Participates in Peer Counselor User Group meetings or designates an alternate

				2.2.2.4		Evaluate activity logs monthly

				2.2.2.5		Conducts spot checks biannually

				2.2.2.6		Provides program reports (documentation of spot checks, participant survey) to State Breastfeeding Coordinator biannually

				2.2.2.7		PC uses appropriate technology to ensure participant confidentiality

				2.2.2.8		PC review reveals less than 10% missing/incorrect charts





























































































































































Nutrition PM

		Nutrition Services

		1		Certification and Eligibility

		1.1		All program applicants are appropriately screened for eligibility

		1.1.1		All program applicants meet eligibility requirements of income						Comments:

				1.1.1.1		Correctly determine family size by identifying total number in household unit		CE-2

				1.1.1.2		Income determination is done according to SA requirements, including verification of adjunctive eligibility and/or calculation of monthly income 		CE-2

				1.1.1.3		Income reassessment when information is provided that income or adjunctive eligibility has changed		CE-2

				1.1.1.4		Eligibility proof is properly documented by staff

				1.1.1.5		Chart review reveals 100% accuracy/correct charts

		1.1.2		All program applicants meet eligibility requirements of residency						Comments:

				1.1.2.1		All applicants are required to provide proof of Maine residency		CE-1

				1.1.2.2		Eligibility proof is properly documented by staff

				1.1.2.3		Chart review reveals 100% accuracy/correct charts

		1.1.3		All program applicants meet eligibility requirements of identification						Comments:

				1.1.3.1		All applicants are required to provide identification 		CE-1

				1.1.4.1		Eligibility proof is properly documented by staff

				1.1.3.2		Chart review reveals 100% accuracy/correct charts

		1.1.4		Procedures for applicants with no proof of income, residency, and/or identification are consistent with policies.						Comments:

				1.1.4.1		Appropriate procedures are maintained for applicants with no proof of residency, identification and/or income		CE-1
CE-2

				1.1.4.2		Chart review reveals 100% accuracy/correct charts

		1.2		Certification protocols are followed appropriately

		1.2.1		All program applicants meet processing standards 						Comments:

				1.2.1.1		 Pregnant women, infants with special health care needs and migrant applicants must be notified of their eligibility/ineligibility within ten (10) calendar days of the date of the first request (at the local agency) for program benefits.		OM-11

				1.2.1.2		All other applicants must be notified within twenty (20) calendar days of their first request for program benefits.		OM-11

				1.2.1.3		Chart review reveals at least 90% accuracy/correct charts

		1.2.2		Participants are physically present						Comments:

				1.2.2.1		Applicants are physically present for certification unless allowable exceptions outlined in policy are met. 		CE-1 


				1.2.2.2		If physical presence is "no", reason for exception must be documented		CE-1

				1.2.2.3		Chart review reveals at least 90% accuracy/correct charts

		1.2.3		Separation of duties during the certification process is ensured						Comments:

				1.2.3.1		Two staff determine program eligibility		OM-6

				1.2.3.2		If only one staff member is available, procedures are maintained to ensure program integrity.		OM-6

				1.2.3.3		Chart review reveals at least 90% accuracy/correct charts

		1.2.4		Racial and ethnic participation data are collected as required by Title VI of the Civil Rights Act of 1964.						Comments:

				1.2.4.1		Staff collect racial and ethnic data during the certification process.

				1.2.4.2		Staff ask participants to self identify racial and ethnic choices for entry in MIS

				1.2.4.3		Staff enter racial and ethnic data according to choices identified by participant

		1.2.5		Requirements of the National Voter Registration Act are adhered to.

				1.2.5.1		Staff inquire about voter registration status at all certification appointments

				1.2.5.2		Staff document voter registration appropriately in MIS

				1.2.5.3		Voter registration applications and materials must be made available and easily accessible in all clinics.  

				1.2.5.4		Staff collect voter registration forms and mail them for participants, when requested.		CR-1

		1.2.7		Applicant/participant rights and responsibilities (R&R) are reviewed and documented in the SPIRIT record				OM-10		Comments:

				1.2.7.1		Applicant rights and responsibilities are reviewed at certification before participant/authorized representative/proxies are asked to sign acknowledgement statement.

				1.2.7.2		Participant rights and responsibilities are reviewed with authorized representatives/proxies of infants at appointment between 8-10 months of age with a emphasis of prohibition of infant formula and infant food sale

				1.2.7.3		Participant rights and responsibilities are reviewed with authorized representative/proxies when formula change occurs

				1.2.7.4		Participant rights and responsibilities are reviewed with authorized representative/proxies when formula and/or food sales occur

				1.2.7.5		Review of rights and responsibilities shall be documented in the participant record every time R&R is discussed

				1.2.7.6		Chart review reveal less than 10% missing/incorrect charts

		1.2.8		In-State transfers procedures are followed appropriately						Comments:

				1.2.8.1		Proper eligibility proof is requested and LA staff must verify ID and residency at in-state transfer appointment.		CE-5           CE-1

				1.2.8.2		Chart review reveals at least 90% accuracy/correct charts

		1.2.9		Out-of-State transfers procedures are followed appropriately						Comments:

				1.2.8.1		Proper eligibility proof is requested and LA staff must verify ID and residency at out-of-state transfer appointment.		CE-5          CE-1

				1.2.8.2		Chart review reveals at least 90% accuracy/correct charts

		1.2.10		Mid-certification procedures are followed appropriately						Comments:

				1.2.10.1		Children are weighed and measured mid-certification		CE-3

				1.2.10.2		Hemoglobin is completed mid-certification as needed		CE-4

				1.2.10.3		All Breastfeeding women receive a mid-certification assessment.

				1.2.10.4		Chart review reveals at least 90% accuracy/correct charts

		1.2.11		Ineligibility procedures are followed appropriately						Comments:

				1.2.11.1		Explanation of why benefits are not provided is given to applicants who do not qualify for the program		OM-16

				1.2.11.2		Applicants found to be ineligible are provided with a current Notification of Appeal Procedure form		OM-16

				Nutrition Services

		2.1		Nutrition risk is properly assessed and documented for all applicants

		2.1.1		Anthropometric risks (100) are appropriately assessed						Comments:

				2.1.1.1		Equipment is clean and in good working order

				2.1.1.2		Anthropometric measures are obtained on all participants		CE-3

				2.1.1.3		Infants and children are weighed with a dry diaper

				2.1.1.4		Older children and adults are weighed without shoes and outer apparel

				2.1.1.5		Measurements done by a health care provider or other provider may be used if not more than 60 days old and is reflective of current participant category		CE-3

				2.1.1.6		Recumbant length is assessed using two people

				2.1.1.7		Height is measured twice without shoes 		CE-3

				2.1.1.8		Anthropometric assessment is shared and appropriately discussed with authorized representative

				2.1.1.9		Chart review reveals at least 90% accuracy/correct charts

		2.1.2		Hematological risks (200) are appropriately assessed						Comments:

				2.1.2.1		All infants are given a hematological test between 9-11 months of age or the values are obtained from a health care provider		CE-3

				2.1.2.2		One test is done for children between 12-24 months, who were on WIC as an infant, and is performed 6 months after the infant test		CE-3

				2.1.2.3		Children > 24 months have an annual hemoglobin test if previous test was within normal range		CE-3

				2.1.2.4		Children > 24 months with abnormal results are tested every 6 months		CE-3

				2.1.2.5		Women applicants have a hemoglobin test reflective of current participant category		CE-3

				2.1.2.6		Abnormal results are referred to the health care provider as appropriate		CE-3

				2.1.2.7		Referral data from health care provider is accepted if test data is within 60 days

				2.1.2.8		Deferred bloodwork is followed up at next appointment

				2.1.2.9		Refusal of Hematological Screening form is completed for participants with religious and philosophical objections to testing.  		CE-3

				2.1.2.10		Staff use Pronto as the default method for hemoglobin testing.

				2.1.2.11		Chart review reveals at least 90% accuracy/correct charts

		2.1.3		Clinical and health risks (300) are appropriately assessed						Comments:

				2.1.3.1		All health risks are assessed		CE-3

				2.1.3.2		Verification is obtained from health care provider as needed		CE-3

				2.1.3.3		Medically high risk participants are referred to the agency RD		NS-1

				2.1.3.4		Chart review reveals at least 90% accuracy/correct charts

		2.1.4		Dietary risks (400) are appropriately assessed						Comments:

				2.1.4.1		Feeding practices are appropriately assessed for all participant categories		CE-3

				2.1.4.2		Chart review reveals at least 90% accuracy/correct charts

		2.1.5		Other risks (500-900) are appropriately assessed						Comments:

				2.1.5.1		Ensure that all other risks are reviewed and appropriately assessed. 		CE-3

		2.1.6		Identified risks are shared with participants						Comments:

				2.1.6.1		Identified risks are explained to participants/authorized representatives in an appropriate manner.		CE-3

		2.2		Individualized referrals are provided to program participants.

		2.2.1		Referrals are provided based on health and social needs of the family						Comments:

				2.2.1.1		Appropriate referrals provided for health and social service needs identified during appointment		NS-5

				2.2.1.2		Chart review reveals at least 90% accuracy/correct charts

		2.2.2		Immunization records are screened appropriately for all children and infants at least six (6) months of age.						Comments:

				2.2.2.1		Immunization records are screened for child participant according to age.		NS-5

				2.2.2.2		Immunization records are screened for all infants at least 6 months of age.		NS-5

				2.2.2.3		Referrals are provided for children with incomplete records.

				2.2.2.4		Chart review reveals at least 90% accuracy/correct charts

		2.2.3		Blood lead tests are screened appropriately for all child participants.  						Comments:

				2.2.3.1		Queries about lead testing are done children at 12 and 24 months or any age for new enrollments of children 12 months		NS-5

				2.2.3.2		If blood lead test has not been done, parents are referred to the child's HCP		NS-5												 

				2.2.3.3		Chart review reveals at least 90% accuracy/correct charts

		2.2.4		A listing of local resources for drug, alcohol and smoking cessation programs is provided to participants/authorized representatives						Comments:

				2.2.4.1		All participants/authorized representative receive information on local resources for drug, alcohol and smoking cessation programs		NS-5

				2.2.4.2		Chart review reveals at least 90% accuracy/correct charts

		2.2.5		Medically high risk participants are referred to the agency RD						Comments:

				2.2.5.1		All medically high risk clients are tracked on medical high risk log

				2.2.5.2		Outpatient RD notes are obtained as needed 

				2.2.5.3		If outpatient RD notes are not obtained, medical high risk clients are followed up with by RD appropriately

		2.3		Staff use VENA skills consistently and effectively

		2.3.1		Staff utilize VENA principles in all interactions with participants and applicants.						Comments:

				2.3.1.1		Participants are greeted and staff make efforts to help them feel welcome

				2.3.1.2		Staff identify cultural issues that impact the nutrition status of participants

				2.3.1.3		Staff identify and meet client at current stage of behavior change

				2.3.1.4		Staff utilize reflective and active listening skills

				2.3.1.5		Staff utilize open-ended, probing and clarifying questions appropriately		NS-1

				2.3.1.6		Effort is made to close appointment on positive note		NS-3

				2.3.1.7		Staff identify individualized positive health outcomes 		NS-3

				2.3.1.8		Counseling relates to nutrition risk or current needs of individual participants. 

				2.3.1.9		Counseling focuses on participant-identified topics.

				2.3.1.10		Staff guide participants in setting their own short- or long-term goals		NS-3

				2.3.1.11		Staff follow-up on previously discussed topics and goals to identify progress made.

				2.3.1.12		Effort is made to close appointment on positive note		NS-3

		2.3.5		Nutrition counseling contacts are appropriately documented in the client file.						Comments:

				2.3.5.1		Participant files have documentation of required contacts (primary and secondary) according to participant status		NS-1

				2.3.5.2		Documentation includes sufficient information for follow up on discussion and participant-identified goals		NS-1

				2.3.5.3		Chart review reveals at least 90% accuracy/correct charts

		2.3.6		Group education is provided that meets participant needs						Comments:

				2.3.6.1		Group education topic is relevant to participant category		NS-1

				2.3.6.2		Group education is presented at an appropriate education level to participants		 NS-1

		2.4		The Local Agency has a qualified staff member designated as Nutrition Coordinator

		2.4.1		Nutrition Coordinator must have appropriate qualifications						Comments:

				2.4.1.1		Nutrition Coordinator has at a minimum a four year degree from an accredited nutrition program		NS-4

				2.4.1.2		Nutrition Coordinator oversees local agency nutrition services		NS-4

		3		Food Benefit Issuance

		3.1		Food benefits are assigned appropriately to meet individual participant needs

		3.1.1		Food benefits are appropriately tailored to meet individual participant needs 						Comments:

		            		3.1.1.1		Food benefits are appropriate for participant category		NS-2

				3.1.1.2		Food benefits are tailored according to participant needs and nutrition assessment.		NS-2

				3.1.1.3		Food benefits are prorated as necessary for late pick up

				3.1.1.4		Changes in food benefits are justified with adequate documentation		NS-2

				3.1.1.5		Chart review reveals at least 90% accuracy/correct charts

		3.1.2		Clients are instructed on redemption of food benefits						Comments:

				3.1.2.1		Clients are instructed on use of food delivery system		FD-2

				3.1.2.2		Clients are provided with an identification folder and program handbook with complete redemption instructions and vendor information		CE-1

				3.1.2.3		Clients are given the option to designate a responsible proxy 		FD-7

				3.1.2.4		Counselors address unspent food benefits, if any

				3.1.2.5		Chart review reveals at least 90% accuracy/correct charts

		3.1.3		Staff follow food benefit issuance procedures						Comments:

				3.1.3.1		Ensure a MICR appears on all printed food benefits

				3.1.3.3		Staff sign for and document details all food benefits printed outside of appointment time.		FD-2

				3.1.3.4		Staff requests and verify identification for all authorized representatives/proxies prior to issuing food benefits		FD-2

				3.1.3.5		Food instruments issued outside of appointments are clearly documented. 

				3.1.3.5		Chart review reveals at least 90% accuracy/correct charts

		3.1.4		Staff have clients review benefits for accuracy prior to signing for all food benefits received.				FD-2		Comments:

				3.1.4.1		Clinic observations reveal all authorized representatives/participants are asked to review benefits prior to signing 

		3.1.5		Food instruments are appropriately signed for in WIC MIS				FD-2		Comments: 

				3.1.5.1		Authorized representative/proxy signatures are saved in MIS for all food instruments issued directly to program participants.

				3.1.5.2		LA Staff signature is saved in SPIRIT for all food instruments that must be mailed, along with documented justification for mailing.

		3.1.6		Medical formula/food requests are handled appropriately				NS-2		Comments:

				3.1.6.1		Medical formula requests include all necessary information		NS-2

				3.1.6.2		Diagnosis justifies prescription request for all medical formulas issued		NS-2

				3.1.6.3		Staff coordinate medical formula requests with MaineCare according to standard procedures		NS-2

				3.1.6.4		Issuance of direct ordered formula is according to maximum issuance amounts 		FD-5         NS-2

				3.1.6.5		Chart review reveals at least 90% accuracy/correct charts







BF File Review

		Data Items to Review		Chart #1		Chart #2		Chart #3		Chart #4		Chart #5		Chart #6		Chart #7		Chart #8		Chart #9		Chart #10		Chart #11		Chart #12		Chart #13		Chart #14		Chart #15		Chart #16

		ParticipantId

		HouseholdId

		Category

		Infant feeding level



		Prenatal

		BF promotion

		Referrals



		BF Woman

		BF support

		Pump usage

		Referrals



		BF Infant

		Diaper review

		Review of feedings

		Vitamin supplementation

		Growth chart/growth pattern 

		Supplementation discussed

		Sleep

		Pumping

		Referrals



		Non App Benefit Issuance



		Comments







Pump Follow Up Schedule

		ID#		Date issued		2 week follow up		2 weeks later than previous follow up		2 weeks later than previous follow up		2 weeks later than previous follow up		2 weeks later than previous follow up		2 weeks later than previous follow up		2 weeks later than previous follow up		1 month later 		1 month later		1 month later		1 month later		1 month later		1 month later		1 month later		1 month later		1 month later		1 month later





















































































Nutrition File Review

		Include at least 5 high risk and 5 medical formula charts (may be the same 5 i.e one participant could be both high risk and receive medical formula)

		Data Items to Review		Chart #1		Chart #2		Chart #3		Chart #4		Chart #5		Chart #6		Chart #7		Chart #8		Chart #9		Chart #10		Chart #11		Chart #12		Chart #13		Chart #14		Chart #15		Chart #16		Chart #17		Chart #18		Chart #19		Chart #20		Chart #21		Chart #22		Chart #23		Chart #24		Chart #25		Chart #26		Chart #27		Chart #28		Chart #29		Chart #30		Chart #31		Chart #32		Chart #33

		Clinic

		Participant ID

		Household ID

		Category

		DOB (Infant or Child)

		Certification Period

		Date Reviewed

		Certification & Eligibility

		Physical presence

		Income

		Residence

		Identification

		Processing standard met

		Correct process if no I/R/I

		Staff signature

		Participant signature

		Separation of Duties

		Staff #1 - Income Eligibility

		Staff #2 - Nutrition Risk Determination

		Anthropometrics and Hemotological Assessment

		Height/Length

		Weight

		Hemoglobin

		Transfers

		VOC scanned in to record

		Cert info from VOC entered correctly

		Risk factors from VOC assigned

		Civil Rights

		R/E

		Translator used if needed

		Voter Registration Information

		Mid-Certification Assessment

		Nutrition education/assessment

		Referrals assessed

		Anthropometrics

		Hemoglobin

		Risk Assignment

		Justification for assigned risks

		Appropriate risks assigned

		Referrals

		Appropriate health and social

		Immunizations 

		Lead test

		Drug, Alcohol, Smoking Cessation

		Medical high risk referred to RD

		VENA Documentation

		Required contacts documented

		Participant goal documented

		Counseling r/t participant needs

		Follow-up on concerns from previous contact

		Food Benefits

		Food Package meets categorical requirements and client needs 

		Prorated as needed

		Benefit signatures

		Medical Formula Prescriptions

		Rx on file

		Diagnosis included

		Amount per day included

		Duration included

		HCP signature

		Correct FP issuance

		Comments





Self Assessment Charts

		Local Agency:

		Date:

		STAFFING PLAN

		     Position    		Staff Person		FTE WIC		FTE
In-Kind		In-Kind Source		Total FTE

		WIC Program Manager   										0

		Nutritionist/Nutrition Coordinator										0

		Nutrition Counselor II										0

												0

												0

		Nutrition Counselor I										0

												0

												0

												0

												0



		Breastfeeding Coordinator 										0

		Peer Counselor										0

												0

		Administrative Staff										0

												0

												0

		Total										0

		Present Caseload				3100

		Staff/Participant Ratio (automatically calculated)				ERROR:#DIV/0!

		Nutrition Counselor/Participant Ratio (automatically calculated)				ERROR:#DIV/0!

		Do you feel your staff/participant ratio is adequate, manageable, or inadequate? Explain why.



		LOCAL AGENCY SITE DESCRIPTION SUMMARY

		Site Location		Outreach or Main Site (Please Indicate)		Projected Participation by Site		Actual Partcipation		Percentage		Staffing		Hours of Operation

										ERROR:#DIV/0!		3		8-4:30

										ERROR:#DIV/0!		3		8-4:30

										ERROR:#DIV/0!		3		8-4:30

										ERROR:#DIV/0!		1		8:30-4:00

										ERROR:#DIV/0!		2		8:30-4:00

										ERROR:#DIV/0!		1		8:30-4:00

										ERROR:#DIV/0!		2		8:30-4:00

										ERROR:#DIV/0!

										ERROR:#DIV/0!

		TOTAL				0		0		ERROR:#DIV/0!



		FISCAL FUNCTIONS

		Describe the segregation of duties among the various fiscal functions?  Who performs each task?

		General Ledger

		Cash Receipts

		Cash Disbursements

		Check Register

		Equipment Inventory 



		TIME RECORDS

		Submit copies of time records for the following staff for the month of_____________

		1

		2

		3



		BUDGET/EXPENDITURES

		Provide SA supporting documentation for the following months that reconciles to the detail below



				Personnel

				Salaries & Wages

				Fringe Benefits

				Consultants

				Total Personnel

				Equipment

				Total Equipment Expenses

				All Other

				Occupancy -  Depreciation

				Occupancy - Interest

				Occupancy - Rent

				Utilities/Heat

				Telephone

				Maintenance/Minor Repairs

				Bonding/Insurance

				Equipment Rental/Lease

				Materials/Supplies

				Depreciation (Non-occupancy)

				Travel/Client Related

				Travel/Other

				Consultants/Direct Service

				Consultants/Other

				Independent Public Accountants

				Technology Services/Software

				Miscellaneous/Other

				Indirect Allocated - G&A

				Total All Other Expenses

				Total Expenses(4,6&24)

		If there no approved indirect rate agreement or cost allocation plan please provide the State Agency with the methodology used for distributing shared costs.





Self-Assessment Checklist

		LA Self-Assessment Checklist 

		Yellow shading indicates items required to be sent to State Agency prior to MER

				Yes		No 		Notes		If No, Specify Action Plan

		Clinic Management

		Staffing

		Do you have all of the required positions filled?

		Does the State Agency have a copy of your current staffing plan?						Send to SA if changed since last MER

		Does the State Agency have a copy of your current organizational chart and job descriptions?						Send to SA if changed since last MER										 

		Have you provided continuing education logs for all staff for the past fiscal year to the State Agency?

		Outreach

		Does the state agency have the most up to date outreach plan for your agency?						Send to SA if changed since Annual Report submission

		Does the state agency have copies of all of your Farmers' Market  outreach  and Farmers Market materials?						Send to SA if changed since FM Outreach Plan submitted

		Does the state agency have copies of all of your referral materials?						Send to SA if changed since last MER

		Does the state agency have copies of all of the MOUs you have with other service providers?						Send updated versions to SA 

		Facilities

		Does the State Agency have an up to date copy of all of your Site Locations?						Send if any sites have changed and site descriptions not provided to SA already

		Does the state agency have the most up to date inventory for your agency?						Send updated inventory to SA

		General Administration

		Are blank check stock and eWIC cards kept in a secure location?

		Is Farmers Market check stock kept in a locked cabinet?

		Does the state agency have a copy of your monthly No Show logs for the previous six months?						Send no-show information to SA

		Does your agency have a Wait List?

		Does the State Agency have a copy of your Wait List?  NA

		Does the State Agency have copies of the one-person certification logs for the previous fiscal year?						Send logs for previous FY to SA if not already submitted

		Does the State Agency have a copy of your Civil Rights Complaint Log?						Send log to SA if any complaints logged since last MER

		Does your agency send Interpreter Logs to the State Agency on a monthly basis, at a minimum?						Send logs for previous FY to SA if not already submitted

		Does the State Agency have a copy of a current signed employee confidentiality statement?						Send signed confidentiality statements to SA if not already submitted

		Has LA Director read all of the Maine CDC WIC Policy and Procedure manual?

		Have all LA employees read, at a minimum, the Nutrition Services, Certification and Eligibility, and Breastfeeding Promotion and Support sections of the Maine CDC WIC Policy and Procedure manual?

		Do all LA employees have access to the full Maine CDC WIC Policy and Procedure manual?

		Breastfeeding

		Does your agency have a staff person designated to serve as the Breastfeeding Coordinator with appropriate qualifications?

		Are there obvious signs of breastfeeding encouragement in your clinics?

		Are all printed materials free of formula product names (besides those referencing sole source)?

		Is formula and bottle-feeding equipment stored out of sight?

		Does your agency make reasonable efforts to provide a private area for participants and/ or staff to breastfeed or pump?

		Does your agency have appropriate breastfeeding resources available for participants?

		Are copies of signed breast pump rental agreements scanned into participant records?

		Does your agency have documentation of breast pump rental/loaner follow ups?

		Does your agency maintain an up to date spreadsheet of loaned pumps?						Send spreadsheet to SA

		Does your agency maintain an up to date spreadsheet of rented pumps?						Send spreadsheet to SA

		Does your agency have policies supporting breastfeeding employees?

		Breastfeeding Peer Counseling

		Has the State Agency received all program reports in the appropriate time period?

		Finance

		Have all staff completed Time Studies accurately?

		Does the state agency have requested time records?

		Have financial reports been submitted on or before their due dates?

		Has the local agency OMB A-133 audit been completed and submitted for the prior fiscal year ending?

		Have prior year corrective actions been implemented?

		Do you have contracts with any other entity to provide any part of WIC services? If yes provide a copy of all contracts

		Do you receive any income from outside funding sources? If yes provide a copy of all contract

		Does the state agency have the requested 2 months of documentation been provided?

		Do you have an approved Indirect Rate Agreement or Cost Allocation Plan? If yes provide a copy of the agreement/plan.

		If there is no approved indirect rate agreement or cost allocation plan please provide the State Agency with the methodology used for distributing shared costs.

		Have allowable costs guidelines (OMB A-122) been followed?

		Does the state agency have food demonstration log(s), including costs, for the previous fiscal year?

		Does the state agency have copies of the Financial Policy & Procedures and Personnel Manuals?

		Does the state agency proof of liability insurance?

		Does the state agency have verification of segregation of duties?

		Nutrition Services

		Does the State Agency have copies of medical high risk logs for the previous six (6) months?						Provide most recent copy to SA

		Does the State Agency have copies of your medical formula logs for the previous six (6) months?						Provide most recent copy to SA

		Is VENA skill enhancement a topic item in staff meeting agendas?						If yes, provide list of staff meeting dates and VENA agenda items for previous fiscal year

		Are all staff involved in certifying participants fluent in program rights and responsibilities?

		Does your agency have a designated person at each permanent site to be responsible for medical formula prescription requests, ordering (if necessary), and follow up?

		Does your agency have a staff person designated to serve as the Nutrition Coordinator with appropriate qualifications?

		Are all of your agency staff enrolled with ImmPACT?						If staff members not enrolled with ImmPact, submit user requests to Maine Immunization Program

		Are all staffed trained and proficient in VENA principles?

		Do staff need additional VENA training?

		Does your agency provide group education?

		Does your staff ensure all participants certified for 1 year period receive a mid-year assessment?

		Does your staff require authorized representatives and proxies to show identification at all appointments?

		Does your staff primarily use Pronto for hemoglobin testing?
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WIC Nutrition Program 
FFY 16 Local Agency Annual Report 


 


 Program Overview 
 
This section will include the purpose of the LA WIC Program, 
how it fits within the Local Agency, etc. 


 
 
 
 
 
 
 
 
 
Program Goals 
 
This section will include the LA’s WIC program goals for the 
upcoming year and what data indicators will be assessed next 
year 
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Who We Serve 
Information about participant demographics, information that makes this region unique, etc 
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Clinic Initiatives This section will include information about special projects, clinic 
initiatives, WOW customer services.  Please include a needs assessment including key health 
indicators (ex: hemoglobin, smoking, BMI, CVV redemption, etc) that drive your nutrition 
education plan.   
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WIC Food Benefits 
This section will include information about activities promoting WIC Food Benefit items, 
including Farmers Market promotion.  
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Breastfeeding 
This section using key health indicators (ex: duration, initiation, levels, etc.) should have 
information related to the agency’s promotion and support efforts for Breastfeeding.  
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Outreach 
 
 
Steps to Developing Your Outreach Plan 
Develop a long-term outreach plan before you begin to conduct outreach activities. Here are some 
suggested steps. 
1. Identify and Prioritize Needs and Assess Resources Available 
What do you need? …to increase caseload? …to increase WIC referrals? to maintain 
caseload? What are the particular underserved areas or unmet needs in your community (for 
example: pregnant teens, specific ethnic groups, geographical areas)? What staff and 
program resources do you have to implement outreach activities? What are some different 
approaches you can use, such a multimedia or other low-cost options? 
2. Identify Your Target Audience(s) 
Whom do you want to reach? …potentially eligible people? …the general public? …the 
African American community? …health or social service providers who refer clients to WIC? 
3. Define Goals and Objectives 
What is it you would like your audience to do once they have heard your message? Who will 
do what, how, where, and by when? 
4. Identify Outreach Strategies 
What outreach methods and tools will you use? Will outreach be one-time, short-term, or 
ongoing or a combination? At a minimum, your outreach plan should include ongoing 
outreach activities.  
5. Implement Plan 
Put your plan into action. Monitor to make sure that implementation is going as planned. 
Make adjustments if needed. 
6. Evaluate Plan 
Before you implement your plan, identify how you will evaluate it. How will you know if your 
plan is working? What baseline information will you obtain before you implement the plan? 
What outcomes will you be measuring? What feedback will you gather from participants, 
potential participants, providers, etc.? What can you learn that may help you be more 
successful in the future? 


Template for Outreach Plan 
Needs and Resources Available  
Target Audience(s)  
Goals & Objectives  
Outreach Strategies  
Staff  
Evaluation  
 


Goal: 
Who What & How Where When Evaluation 
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Budget/Expenditures 
 
This section has information regarding budget, agency expenditures, etc.  
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Equality for All 


Who: Who is this training designed for? 


 


The United States Department of Agriculture (USDA) mandates that all programs 


receiving Food and Nutrition Services (FNS) funding to train their staff on civil 


rights.  This training is designed for local agency and state WIC staff to meet this 


requirement. 


What: What is this training about? 


 


This training provides information on discrimination, federal and state civil rights 


requirements, and civil rights complaint procedures. 


 


USDA requires the Civil Rights training include: 


• Collection and Use of Data 


• Effective Public Notification System 


• Complaint Process 


• Monitoring Visits 


• Noncompliance 


• Reasonable Accommodations for Persons with Disabilities 


• Language Assistance Requirements 


• Customer Service / Conflict Resolution 


 


The Facilitator’s Guide provides directions, instructions and actual training 


content.  The instructions are written to assist the trainer in facilitating specific 


segments.  The directions give step-by-step procedures for conducting each 


training activity.  Learner centered activities have been incorporated. 


Why: Why is this training required? 


 


The USDA Food and Nutrition Service establishes policies prohibiting 


discrimination in all FNS nutrition programs and activities, whether federally 


funded or not.   


Duration 3 hours 


Materials Trainee workbook 


Computer and projector for PowerPoint slides 


Pens or pencils 


Set-up: Tables for small groups or pairs of trainees 
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Agenda 


 


1. Welcome, Introductions, Agenda and Objectives Review 10 minutes 


2. Warm-Up Activity 


3. Ethnicity and Race 


4. Data Collection 


15 minutes 


20 minutes 


15 minutes 


5. WIC Protected Categories 15 minutes 


6. Discrimination Concepts 20 minutes 


7. Accommodating Participants with Disabilities and 


Limited English Proficiency 


20 minutes 


8. Customer Service and Conflict Resolution 20 minutes 


9. Complaint Procedures 30 minutes 


10. Public Notification, Monitoring Visits, and Resolution of 


Noncompliance 


5 minutes 


11. Closing Activity, Evaluation 10 minutes 
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Objectives 


At the end of this training, trainees will be able to: 


• Understand Maine CDC WIC policies regarding civil rights and discrimination 


• Identify examples of the protected categories listed in the Rights and Responsibilities section of 


the Maine CDC WIC Participant Booklet 


• Distinguish between stereotype, prejudice, and discrimination and explore their roles in protecting 


civil rights. 


• Describe methods for making reasonable accommodations for participants with disabilities and 


limited English proficiency. 


• Differentiate between ethnicity and race and review USDA’s reporting requirements regarding 


these terms. 


• Learn the steps WIC staff must take in the discrimination complaint process. 


• Explore ways to prevent complaints using customer service and conflict resolution techniques. 
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Slide 2 


 


Welcome trainees to the “Equality for All” civil rights 


training. 


 


Training purpose: 


• USDA requires all WIC staff attend civil rights training 


annually to prevent discrimination 


• This training plays a key role in high quality customer 


services 


Instruct trainees to turn to the Agenda and Objectives on 


pages 2 and 3 in their workbooks and review. 


Slide 3 


 


Ask trainees: 


• What does the term “civil rights” mean? 


• What are some civil rights that you have? 


Explain:  Our society was built on rights for the people and by 


the people.  The Declaration of Independence mentions 


“inalienable rights”.  We have constitutional rights, and we 


have civil rights.  Civil rights are the rights of individuals to be 


treated equally.  All civil rights categories must be honored 


and protected to ensure all people are treated fairly. 


Slide 4 


 


Ask trainees:  what comes to mind when you hear the terms 


ethnicity and race? 


Slide 5 


 


Explain:  Ethnicity is socially defined.  Ethnic groups share a 


common genealogy or ancestry.   


 


People in an ethnic group may share: 


Slide 6 


 


Culture, including: 


• Cultural heritage 


• Ancestry 


• History 


• Homeland 


• Cuisine 


• Clothing styles 


Slide 7 


 


Religious beliefs, mythology, or ritual 
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Slide 8 


 
 


Language or dialect 


Slide 9 


 


Explain:  Race is based on someone’s biological origins and 


refers to a person’s physical appearance, including skin color, 


eye color, hair color, bone structure, and facial type. 


 


Emphasize: 


• Hispanic or Latino is a culture, not a race 


• In prior years a significant number of participants were 


classified as Native American, many of whom were actually 


Hispanic or Latino 


• Ethnicity was added to WIC data collection to more 


accurately represent the Hispanic and Latino population. 


 


Activity 1: Ethnicity and Race 


Instruct trainees to turn to Activity 1 on pg. 4 in their 


workbooks.  Ask them to read the instructions and share with 


their table group or partner which ethnicity and race(s) they 


would choose for themselves and why. 


Debrief:  Invite trainee(s) to share what they chose with the 


larger group. 


Explain:  ethnicity and race questions: 


• Are for data collection purposes only 


• Possibility they may not be the same descriptions 


participants would choose for themselves—ask for staff to 


share any examples from actual work with participants.  


(possible example: “white” race choice for someone from 


Middle East) 
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Activity 1 


(p.4) 


Ethnicity and Race 


 


Instructions:  Review the USDA ethnicity and race categories below.  In your table 


groups, share which categories you would choose for yourself and why. 


 
Ethnic / Racial Categories as Identified in SPIRIT 


Ethnic Category 


(Choose one) 


Definition 


 


Hispanic or Latino 


A person of Cuban, Mexican, Puerto Rican, South or Central 


America, or other Spanish culture or origin regardless of race.  


The term “Spanish origin” can be used in addition to “Hispanic” 


or Latino”. 


 


Not Hispanic or Latino 


A person not having Cuban, Mexican, Puerto Rican, South or 


Central American, or other Spanish culture or origin, regardless 


of race. 


Race Category 


(Choose as many as apply) 


Definition 


American Indian or 


Alaska Native 


A person having origins in any of the original peoples of North or 


South American (including Central America), and who maintains 


tribal affiliation or community attachment. 


Asian 


A person having origins in any of the original peoples of the Far 


East, Southeast Asia, the Indian subcontinent including, for 


examples, Cambodia, China, India, Japan, Korea, Malaysia, 


Pakistan, the Philippine Islands, Thailand, or Vietnam. 


Black or African 


American 


A person having origins in any of the black racial groups of 


Africa.  Terms such as “Haitian” can be used in addition to 


“Black or African American”. 


Native Hawaiian or Other 


Pacific Islander 


A person having origins in any of the original peoples of Hawaii, 


Guam, Samoa, or other Pacific Islands. 


White 
A person having origins in any of the original peoples of Europe, 


Middle East, or North Africa. 
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Slide 


10 


 


Ask:  Why does WIC collect Ethnicity and Race data: 


 


Debrief:  All USDA funded programs are required to collect this data.  


Data is used to: 


• Determine how well WIC is reaching potential eligible persons 


• Identify areas where additional outreach is needed 


Slide 
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Data Collection: 


Explain:  USDA requires WIC to tell every participant: 


• The collection of the information is strictly for statistical 


reporting requirements, and 


• Has no effect on the determination of their eligibility for WIC 


benefits 


 


If a participant asks how the data is used, you may explain:  The 


information is used by USDA to determine how effectively WIC is 


reaching minority groups, and to identify where additional outreach is 


needed. 


 


Explain:  While explaining this information to each participant, WIC 


staff must assess the applicant’s understanding of the verbal 


explanation of ethnicity and race. 


 


Explain:  


Ethnicity and race questions must be asked at initial certification. 


 


The Rights and Responsibilities information must be reviewed with 


every participant at all certifications. 


 


Encourage participants to self-report their ethnicity and race, and stress 


the importance of the information.  If the participant refuses, WIC staff 


must select and enter an ethnicity and race for them in the MIS. 


Explain:  While many staff may feel uncomfortable asking the 


questions, it is a USDA requirement (like asking the drug and alcohol 


questions). 


 


Refer trainees to Appendix I Ethnicity and Race (p.18) and Appendix 


II Ethnicity and Race Data Collection Flowchart (p.19).  Review both. 


 


Ask:  what questions do you have? 


 


Activity 2—Data Collection 


Ask trainees to turn to Activity 2 on page 5 in their workbooks and 


answer the questions individually.   


 


Debrief:  Review answers as a group.  Ask a few people to share ways 


they have effectively asked the ethnicity and race questions (question 6 


in the activity).  


 


Probe for other comments and ideas as time permits. 
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Activity 2 


(p.5)  


Ethnicity and Race Data Collection 
 


Instructions:  Answer each question below independently. 


 


1. What are the two civil rights questions that WIC staff must ask all participants? 


 


  Height and Weight 


  Ethnicity and Race 


 


2. When is WIC staff required to collect ethnicity and race data? 


 


  Whenever time is available 


  At initial certification or enrollment 


 


3. What are the two items that WIC staff must explain to participants when collecting ethnicity and 


race data? 


 


  The collection of the information is necessary to receive their food instruments, and 


could have an effect on receiving WIC benefits. 


  The collection of the information is strictly for statistical reporting and has no effect on 


the determination of their eligibility for WIC benefits. 


 


4. What information must WIC staff review with a participant / authorized representative at all 


certifications? 


 


  Rights and Responsibilities 


  Race and Ethnicity 


 


5. What should WIC staff do if a participant refuses to state her ethnicity or race? 


 


  Ask them why they won’t answer 


  Select and enter an ethnicity and race for them and enter it into SPIRIT 


 


 


Optional Discussion Question:  What are some ways that you have effectively asked the ethnicity 


and race questions? 
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Explain:  WIC has protected civil rights categories that are 


mandated by State and Federal laws.  
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These WIC protected Civil Rights categories are listed in the 


Rights and Responsibilities of the WIC participant booklet. 


 


Both state and federal WIC protected Civil Rights categories 


are listed in the Rights & Responsibilities on page 3 of the 


WIC participant booklet 
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Say:  Here is a list of the protected categories.  Read list. 


What categories, if any, have you never heard before? 


 


Activity 3:  WIC Protected Categories 


Instruct trainees to turn to page 6 in their workbooks and 


complete the matching exercise.  They may work alone, in 


pairs, or table groups. 


Debrief:   Answers to matching exercise. 


 


Activity 4:  WIC Protected Categories review 


Ask trainees to turn to page 7 and review the definitions and 


the examples of each category.  They can use this page for a 


reference.  Discuss with a partner what protected class you 


found interesting, and which class(es) apply to you. 


 


The full USDA Nondiscrimination Statement lists the 


federally protected categories in the first paragraph. 


 


USDA Nondiscrimination Statement, required for all WIC 


Programs to use, is included for your reference.  This 


statement is in the participant handbook; full statement must 


also be included on all notifications of ineligibility, adverse 


action (such as appeal notice), program home webpage (or a 


link to it), and public information, including program 


literature.  The shorter version can be used for printed 


materials put out by your program if the document is too 


small to include the full version. 


 


Read aloud the following story, or tell a personal story in 


your own words: 
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Imagine you are in a bank applying for a loan and you notice 


the loan officer is staring at you.  After collecting your loan 


information, she excuses herself to discuss your application 


with her supervisor.  You overhear the loan officer 


mentioning to her supervisor that you don’t look like the 


type of person who would repay a loan.  The loan officer 


returns and informs you that you do not qualify for the loan 


and your application has been denied. 


 


Debrief:  Ask trainees what they thought, and how that 


would make them feel? 


 


Instruct trainees to break up into their small groups.  Ask 


them to share a situation in which they felt they were 


discriminated against and the impact that it had on them. 


 


Debrief:  Ask for a volunteer(s) to share their story with the 


larger group.  Thank them for sharing. 
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Activity 3 


(p. 6) 


WIC Protected Categories 
 


Instructions:  For each Category listed below, match the Civil Rights definition in the right-hand 


column.  Write the letter of the definition in the Answer column. 
 


Answer Class Definition 


 


__H___ 


 


Disability 


 


A.  A followed spiritual belief.  It does not have to be an organized 


group or traditional denomination 


 


__F___ 


 


Ancestry 


 


B.  An individual belonging to one of the accepted anthropological 


groups; or the perception, based usually on physical characteristics. 


 


__C___ 


 


Color 


 


C.  Includes shade of skin within a racial group. 


 


__D___ 


 


Sex 


 


D.  Gender (including breastfeeding) 


 


__A___ 


 


Religion 


 


E.  The country or part of the world that an individual or his or her 


ancestors are from. 


 


__J___ 


 


Sexual Orientation 


 


F. The people who were in a person’s family in past times. 


 


__I___ 


 


Political affiliation 


or opinion 


 


G. Applies to persons 40 years old and over. 


 


__G___ 


 


Age 


 


H. Physical or mental impairment, permanent or temporary. 


 


__B___ 


 


Race 


 


I. Known to be a member of a political group or to have certain 


political views. 


 


__E___ 


 


National Origin 


 


J. The direction of one’s affection, sexual or emotional attractions 


involving others. 


 


__K___ 


 


Reprisal 


 


K. The act of being threatened or retaliated against for participating in 


any aspect of the discrimination complaint process. 
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Activity 4 


(p. 7) 


WIC Protected Categories (or Classes) 


 
Blue shaded items:  Federally protected groups for WIC 


Gray shaded items:  State protected groups  


Pink shaded items:  Both Federal and State 


 
Protected 


Category 


Definition Examples 


Creed A followed spiritual belief.  It does not have to be an 


organized group, traditional denomination, or world 


religion. 


Catholic, Latter-Day Saints, Muslim, 


Jewish, etc. 


Race An individual belonging to one of the accepted 


anthropological groups; or the perception, based usually 


on physical characteristics, that a person is a member of 


a racial group. 


African American—Black 


Caucasian—White 


Mongolian—Asian 


Color Color of skin; including shade of skin within a racial 


group. 


Black, light brown, brown, dark brown, 


white, etc. 


National 


Origin 


The country or part of the world that an individual or his 


or her ancestors are from.  (Most complaints associated 


with language or accents are covered here.) 


Mexican, Cuban, Japanese, 


Vietnamese, Chinese, etc. 


Age Age discrimination Act of 1967 applies to persons 40 


years old and over. 


An individual 40 and over. 


Disability Physical or mental impairment, permanent or temporary Blind, alcoholic, paraplegic, amputee, 


epileptic, arthritic, etc. 


Sexual 


Orientation 


The direction of one’s affection, sexual or emotional 


attractions involving others. 


Heterosexual, homosexual, bisexual 


Sex Gender, sexual harassment, pregnancy, childbirth, 


breastfeeding 


Female, male, hermaphrodite; 


pregnancy-related medical conditions 


include mastitis, gestational diabetes, 


postpartum depression, loss or end of 


pregnancy or recovery from loss or end 


of pregnancy.   


Lactation accommodation: requires 


employer to provide a reasonable 


amount of time to allow employee to 


express breastmilk, and a place to 


pump milk in private that is near the 


workplace.  A toilet stall is not an 


acceptable place to pump. 


Gender See description above  


Reprisal No one employed or representing USDA shall 


intimidate, threaten, harass, coerce, or discriminate 


against anyone who participates in any aspect of the 


discrimination complaint process. 


A person files a complaint and is 


treated unfairly or retaliated against. 
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Nondiscrimination Statement   


FNS food assistance programs other than SNAP and FDPIR 


(available in Spanish from USDA) 


 


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 


regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in 


or administering USDA programs are prohibited from discriminating based on race, color, national origin, 


sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity 


conducted or funded by USDA.   


  


Persons with disabilities who require alternative means of communication for program information (e.g. 


Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) 


where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may 


contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program information 


may be made available in languages other than English. 


  


To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint 


Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any 


USDA office, or write a letter addressed to USDA and provide in the letter all of the information 


requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 


completed form or letter to USDA by:  


  


(1)     mail: U.S. Department of Agriculture  


          Office of the Assistant Secretary for Civil Rights  


          1400 Independence Avenue, SW  


          Washington, D.C. 20250-9410;  


  


(2)      fax: (202) 690-7442; or  


  


(3)      email: program.intake@usda.gov. 


  


This institution is an equal opportunity provider. 


 


 


 


Short version to be used if material is too small to permit full statement—Policy CR-1:   


This institution is an equal opportunity provider. 


 


  



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html

mailto:program.intake@usda.gov
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Stereotype is “a preconceived or oversimplified generalization 


involving beliefs about a particular group”.   It is what we think 


about a group of people (e.g., all police officers eat donuts, or 


all women are bad drivers). 


 


Stereotypes: 


• Can be negative or positive (ask for positive examples—such 


as “All breastfeeding mothers are caring and nurturing”) 


• Do not consider individual characteristics 


• Based on what we hear, read, or believe 


• Based on how someone supposedly thinks or behaves 
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Prejudice is “a rigid unfavorable judgment or opinion formed 


beforehand without knowledge or examination of the facts.” 


 


Prejudice is often: 


• A pre-judgment 


• Not factual (ignorance based) 


• Can be based on race, gender, nationality, social class, 


disability 
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Discrimination is “the act of treating people differently due to 


our prejudices.”  It is making a distinction of one person or a 


group of persons from others, either intentionally, by neglect, or 


by the actions or lack of actions based on a protected class.  


This is our behavior toward an individual group. 


 


Discrimination involves associating individuals to a group 


we’ve assigned them to.  It usually includes: 


• Keeping people out of activities / places 


• Treating people with less respect 


• Denying people certain things 


• Not providing the same opportunities to everyone, e.g., 


training and career opportunities 


• Discrimination is illegal 


 


Verification of Citizenship or Immigration Status:  not 


required for WIC participation; it is illegal for this issue to 


result in discrimination from program enrollment. 


 


Activity 5:  Discrimination Concepts 


Instruct trainees to turn to Activity 5, page 9 in their 


workbooks.  Have them work in small groups or alone and 


answer each question. 


 


Debrief:  Have trainees share their answers with the larger 


group.   Discuss as needed. 


 


Optional activity:  read Brown Eyes, Blue Eyes; debrief with 


large group. 


 


Ask trainees to turn to Activity 6, pages 10-11 in their 


workbooks.  Have them work in their groups; ½ group review 


and answer questions to scenario 1, and ½ group review and 


answer questions to scenario 2.  Review as a group at end. 
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Activity 5 


(p. 9) 


Discrimination Concepts 


 


• Stereotype:  an oversimplified generalization or belief about a particular group 


• Prejudice:  a rigid unfavorable judgment or opinion formed beforehand, without knowledge or 


examination of the facts 


• Discrimination:  the act of treating people differently due to prejudices 


 


Instructions:  Read each statement and determine which concept(s) apply. 


 


1. “I can’t stand her.  She always wears those nose rings.” 


  Stereotype     Discrimination 


  Prejudice      All of these 


2. “She’s going to have to wait for her food instruments.  As big as she is, she obviously doesn’t 


need more food.” 


  Stereotype     Discrimination 


  Prejudice      All of these 


3. “Most participants come from poor families.” 


  Stereotype     Discrimination 


  Prejudice      All of these 


4. “I think if she wants to be a part of WIC, she should speak English.” 


  Stereotype     Discrimination 


  Prejudice      All of these 


5. “I am not going to approve her for WIC.  She is obviously not eligible since she is wearing a 


diamond ring.” 


  Stereotype     Discrimination 


  Prejudice      All of these 
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Brown Eyes, Blue Eyes 


Martin Luther King, Jr. was assassinated on April 4, 1968.  The next day, Jane Elliott, an elementary-


school teacher in Iowa, found herself trying to explain his death to her classroom of third-graders.  In 


the all-white town of Riceville, Iowa, students were familiar with King but could not understand who 


would want him dead, or why. 


Elliott said, “I knew it was time to deal with this in a concrete way, because we’d talked about 


discrimination since the first day of school.  But the shooting of Martin Luther King, Jr., one of our 


‘Heros of the Month’ two months earlier, couldn’t be explained to little third-graders in Riceville, 


Iowa.” 


She came to class the next day with a plan:  she aimed to make prejudice tangible to her students.  At 


the start of class, she divided the students into two groups:  brown-eyed kids and blue-eyed kids.  She 


then made a shocking announcement:  Brown-eyed kids were superior to blue-eyed kids— “They’re 


the better people in the room.”  The groups were separated:  Blue-eyed kids were forced to sit at the 


back of the classroom.  Brown-eyed kids were told that they were smarter.  They were given extra 


time at recess.  The blue-eyed kids had to wear special collars, so that everyone would know their eye 


color from a distance.  They two groups were not allowed to mix at recess. 


Elliot was shocked at how quickly the class was transformed.  “I watched those kids turn into nasty, 


vicious, discriminating third-graders…it was ghastly,” she said.  Friendships seemed to dissolve 


instantly, as brown-eyed kids taunted their blue-eyed former friends.  One brown-eyed student asked 


Elliott how she could be the teacher “if you’ve got blue eyes.” 


At the start of class, the following day, Elliott walked in and announced that she had been wrong.  It 


was actually the brown-eyed children who were inferior.  This reversal of fortune was embraced 


instantly.  A shout of glee went up from the blue-eyed kids as they ran to place their collars on their 


lesser, brown-eyed counterparts. 


On the day when they were in the inferior group, students described themselves as sad, bad, stupid, 


and mean.  “When we were down,” one boy said, his voice cracking, “it felt like everything bad was 


happening to us.”  When they were on top, the students felt happy, good, and smart. 


Even their performance on academic tasks changed.  One of the reading exercises was a phonics card 


pack that the kids were supposed to go through as quickly as possible.  The first day, when the blue-


eyed kids were on the bottom, it took them 5.5 minutes.  On the second day, when they were on top, it 


took 2.5 minutes.  “Why couldn’t you go this fast yesterday?” Elliott asked.  One blue-eyed girl said, 


“We had those collars on…”  Another student chimed in, “We couldn’t stop thinking about those 


collars.” 


Elliott’s simulation made prejudice concrete—brutally concrete.   It also had an enduring impact on 


the students’ lives.  Studies conducted ten and twenty years later showed that Elliott’s students were 


significantly less prejudiced than their peers who had not been through the exercise. 


 


Excerpt from Made to Stick by Chip Heath and Dan Heath, pp. 111-112 
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Activity 6 


(p. 10-11) 


Case Studies 


 
Following are two civil rights discrimination case studies.  Each scenario provides a real-life situation that may 


exist in a WIC site.  Answer the question below each case study. 


 


1. Case Study — Ms. Diaz 


 


Ms. Diaz has an appointment at 9:15 at the Funtown City Hall site.  She arrives at the site 15 minutes prior to 


her appointment.  The site serves a high number of refugees from Africa.  Ms. Diaz, who is not an African 


refugee, attends this site because it is close to her workplace.  She notices that she is the only non-African 


descent participant in the site when she arrives. 


 


It is now 9:45, and Ms. Diaz is still waiting for the nutritionist.  She sees participants who came into the office 


after her, who have had their appointments and are leaving.  She lets the receptionist know that she is still 


waiting and was told that it would probably be only an additional 5 minutes.  However, 10 minutes pass and 


Ms. Diaz is still waiting to be seen.  She tells the receptionist that she needs to be at work in 45 minutes.  Ms. 


Diaz asks to speak with the supervisor.  Ms. Diaz lets the supervisor know that she’s seen other participants 


come and go within 15 minutes of coming into the site.  She tells the supervisor that she feels that the staff sees 


other participants first because they are of African descent, and she is not.  The supervisor tells her that if she 


wants to file a complaint, she can call the State WIC Program.  The supervisor gives Ms. Diaz the State WIC 


Program’s telephone number and explains to her about her right to file a complaint. 


 


Ms. Diaz eventually sees the nutritionist who provides her with an excellent nutrition education session and 


issues her food benefits to her.  Ms. Diaz leaves the Funtown City Hall site frustrated and unhappy due to the 


delay in waiting time and she calls the State WIC Program to complain. 


 


Which protected class would this discrimination complaint fall under? 


   Race 


   Reprisal 


   National origin 


 


Optional question for added discussion:  What could staff have done differently? 


• They could have explained the reason for the wait time. 


• Supervisor could have apologized and tried to be more empathetic. 
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2. Case Study – Ms. Johnson 


 


Ms. Johnson has just learned that she is four months pregnant and wants to sign to receive WIC services.  She 


was previously on the WIC program with her other children who are now teenagers.  She calls the Southend 


WIC office and schedules an appointment. 


 


On the day of her appointment, Ms. Johnson arrives at the clinic site 15 minutes late for her appointment, but 


has all the required eligibility information with her.  When she walks up to the receptionist desk, the 


receptionist notices that Ms. Johnson is legally blind and unable to read the signs and other information at the 


desk.  The receptionist becomes nervous and does not know how to help Ms. Johnson, so she speaks loudly to 


inform her that they will need to reschedule her appointment.  When Ms. Johnson asks why the appointment 


needs to be rescheduled, the receptionist loudly states that “It is because we are not equipped to assist people 


with your condition.”  The receptionist informs her that there may be someone to assist her “kind of people” at 


an appointment time next week. 


 


Which protected class would this discrimination complaint fall under? 


   Race 


   Disability 


   Religion 


 


Optional question for added discussion:  What could staff have done differently? 


 


• Serve the participant because she has all the required eligibility information. 


• Do no yell at the participant, use a normal voice. 


• Always sincerely apologize for situations. 


• The receptionist could have asked a more experienced co-worker or supervisor for assistance when she 


did not know what to do. 
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ADA  


Activity 7:  ADA and LEP 


 


Ask trainees to refer to Activity 7 on page 12 (ADA and LEP) in 


their workbooks. 


 


Ask for a volunteer to read the top half under ADA. 


 


Definition of disability:  physical or mental impairment which 


substantially limits one or more major life activities.  Major life 


activity means functions such as caring for one’s self, performing 


manual tasks, walking, seeing hearing, speaking, breathing, 


learning and working.   This includes function of the immune 


system, normal cell growth, digestive, bowel, bladder, 


neurological, brain, respiratory, circulatory, cardiovascular, 


endocrine, and reproductive functions (ADA Amendments Act 


2008). 


 


Instruct the group to state ways their agency provides reasonable 


accommodation for participants with disabilities.  Probe for: 


• Parking lots 


• Entrances / exits and halls 


• Elevators and restrooms 


• Sign language interpreters 


• Braille 


• Service animals 


• *  women, infants and children must be accommodated if 


medically or nutritionally warranted (nutrition tailoring) 
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LEP 


1. Ask for a volunteer to read the bottom half of the page under 


LEP 


2. Instruct the group to state ways their agency provides 


reasonable accommodation for participants with LEP.  Probe 


for: 


• Interpreters 


• Written materials in different languages 


Mention: 


• Volunteers or family members, including spouses or 


children, may not be used unless the participant refuses 


interpreter services and requests the volunteer or family 


member to interpret for them. 


• Requirements regarding language and sign language 


interpreter services is included in Policy CR-6 Language 


Access. 


 


Debrief:  Ask trainees to state ways an agency might discriminate 


against a WIC applicant / participant with a disability or limited 


English proficiency or share some of the following ideas and ask 


if they are discriminatory (trainer can add some additional 


scenarios that are not discriminatory).  Probe for: 
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• Segregation (separation) 


• Different waiting times 


• Facilities or services not accessible to people with disabilities 


• Failing to advise a LEP participant that an interpreter will be 


provided free of charge 


• Requiring people with LEP to bring their own interpreter 


• Treating people with disabilities differently from other 


participants 


• Operating a WIC site in an area that is not accessible to 


people in certain groups (no public transportation) 


• Providing different WIC benefits to individuals based on 


their membership in a protected class 
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Activity 7 


(p. 12) 


Americans with Disabilities Act and  


Limited English Proficiency 


 
Americans with Disabilities Act (ADA) 


What is it? The Americans with Disabilities Act (ADA) is the most comprehensive federal legislation 


that prohibits discrimination against people with disabilities 


Who is protected 


by ADA? 


ADA protects individuals with disabilities.  A disability is a physical or mental impairment 


that substantially limits an individual’s major life activities 


ADA mandates 


reasonable 


accommodation 


Reasonable accommodation is a modification or adjustment to enable individuals with 


disabilities to have equal access to benefits and privileges of a service or program, such as: 


 


• Changing existing facilities to make them accessible or usable 


• Acquiring or modifying equipment 


• Modifying tests, training materials, or policies to accommodate program 


participants with disabilities 


Limited English Proficiency (LEP) 


What is it? State and local agencies must take reasonable steps to ensure “meaningful” access to 


program information and services by people with Limited English Proficiency (LEP).  


These services may include: 


 


• Providing interpreters 


• Providing printed materials in different languages 


Who is 


protected? 


Individuals for whom English is not their primary language and who have a limited ability 


to read, speak, write or understand English. 


Local agencies 


must adhere to 


LEP policies 


Procedures taken by LA staff must include: 


 


• Proper identification of individuals needing language assistance 


• Consistent provision of interpreter services to LEP participants 


• Documentation in participant record when interpreter service is refused 
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Customer Service 


Activity 8:  Customer Service 


Ask trainees to turn to Activity 8 on page 13 in their workbooks.  


Have a volunteer read the scenario as trainees follow along. 


 


Instruct trainees to read the instructions for Activity 8. 


 


Debrief:  Ask trainees to select one spokesperson from each table 


group and share their answers with the larger group. 


 


Ask trainees to provide one example of how someone helped resolve a 


similar situation at WIC and prevented a discrimination complaint. 


 


Explain that often we can prevent conflict from occurring by 


providing excellent customer service to our participants during 


individual consultations, group education, front desk contact, phone 


calls, and language on signage and outreach materials. 
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Ask trainees what this quote means to them. 


 


Probe: for situations where the initial contact with a person may have 


been an unfavorable experience. 
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Activity 8 


(p. 13) 


Customer Service 


 


Scenario:  It is 11:50 A.M.; you have had computer network issues all morning, and the waiting 


room is packed.  The front door open and a woman comes in with her two toddlers, voice raised as 


she is waving her hands in the air.  There is a room full of participants patiently waiting to be 


assisted when the woman walks to the front desk, points her finger in your face, and states very 


loudly, “Get me your supervisor now!  I have a complaint!” 


 


Instructions:  Answer the following questions in your groups.  (Possible answers) 


 


1. How do you handle this situation? 


Let the participant know that you are here to help her 


Have a coworker get the supervisor, while you try to find out what’s wrong 


Stay calm!! 


 


2. What can you say to her that might make her feel valued? 


Apologize for the situation that has obviously upset her 


Let her know that you are going to help; you have asked for your supervisor to come, and 


the supervisor will be able to address her concerns in a private office 


 


3. What actions might you use to calm the situation (tone of voice, body language, eye contact)? 


Use a calm, pleasant voice 


Keep your body language open and relaxed 


Make eye contact with the participant 


Let the participant speak without interruptions 


 


4. Describe how she might be feeling or what may have upset her. 


She might be feeling angry because of the way she was treated at a store 


She might have been embarrassed at a store when she picked up the wrong food items and 


was told she could not buy them 


She may have thought you released information to an unauthorized person, such as her 


former partner 


She may have been expecting her benefits to be mailed, but she has not received them 


 


5. What words can you use to convey you understand, have compassion for, empathize with, and 


respect the participant? 


Let her know that you will make sure she has a better experience with you 


Let her know that WIC values her commitment to making sure her children are healthy 


and safe 
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Conflict Resolution 


Explain:  Many things can cause frustration or confusion for WIC 


participants, which can lead to complaints.  These complaints can 


often be prevented or diffused. 


 


Ask trainees: 


Do all participants understand how WIC works when they leave an 


appointment? 


Are all participants comfortable with asking questions? 


Do all participants retain the information provided to them? 


 


• Review handout:  In Times of Conflict, on page 14 


• Ask:  what methods have you found difficult to do? 


• Emphasize the need to: 


• Be safe 


• Call 911 if needed (better safe than sorry) 


• Trust your instincts 
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In Times of Conflict 


(p.14) 


 


We can often prevent conflict from occurring by providing excellent customer service to our participants. 


 


▪ Be patient and polite 


▪ Listen with presence and compassion 


▪ Avoid sarcasm 


▪ Be empathetic 


▪ Do not be afraid to ask for help to resolve a situation 


▪ Smile whenever possible 


▪ Apologize where appropriate 


▪ To avoid offending anyone, be open to valuing the other person’s opinion 


▪ Do not feel you have the need to have the last word 


▪ Treat everyone the same no matter who they are, how they look, or how they act 


▪ Impose policies that impact all people the same 


▪ Treat everyone with dignity and respect 
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Complaints 


Refer trainees back to the visualization of the person in the bank that 


felt discriminated against when applying for a loan. 


 


Ask trainees to consider what their WIC agency should do if a 


participant or applicant felt they were being discriminated against? 


 


Activity 9:  Discrimination Complaint Process 


Instruct trainees to turn to Activity 9 beginning on page 15 in their 


workbooks.  Briefly review the Discrimination Complaint Process on 


page 15.  Ask for a volunteer(s) to read the Complaint Procedures 


Overview on page 16 and discuss as a group. 


 


Ensure trainees know they must protect the individual’s 


confidentiality.  Details of the complaint should only be shared 


among: 


▪ WIC supervisors 


▪ The person filing the complaint 


▪ State WIC Staff (Director or designee) 


▪ Staff involved in the incident 


 


Ask what questions they have about the discrimination complaint 


process. 
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Activity 9 


(page 15) 


Discrimination Complaint Process 


 


If a participant claims to have been discriminated against, these steps must be followed: 


 


Step 1 


• Apologize to the participant and inform a supervisor immediately. 


• Note:  the participant has up to 180 days after the incident to report the complaint.  Complaints may 


be written, verbal or anonymous. 


 


Step 2 


If the supervisor cannot resolve the situation: 


• Share the rights and responsibilities information in the WIC Participant Booklet with the participant. 


• Assist the participant with filing a complaint, if necessary. 


• Note:  Maine CDC WIC Policy CR-4 provides detail on filing a complaint. 


 


Step 3 


Send the complaint to the addresses listed below.  If the participant files the complaint her/himself, provide 


the addresses for where to send the complaint. 


• Note:  the agency must respond to the complaint within 5 days. 


 


Send the complaint form to: 


United States Department of Agriculture 


Office of the Assistant Secretary for Civil Rights 


1400 Independence Avenue, SW 


Washington, DC  20250-9410 


Fax: (202) 690-7442 


Email:  program.intake@usda.gov 


 


AND 


 


Send a copy to: 


Maine CDC WIC Nutrition Program    Office of DHHS Legal Counsel  


ATTN:  Ginger Roberts-Scott     11 SHS 


11 SHS        Augusta, ME  04333 


286 Water Street, 6th Floor 


Augusta, ME  04333 


 


  


Note:  Details of the complaint are confidential and should only be shared among WIC supervisors, staff 


involved in the incident, the person filing the complaint, and the State WIC Director or designee. 


 



mailto:program.intake@usda.gov





30 
 


 


Complaint Procedures Overview 


(pg. 16) 


 


Local Agency staff must advise the participant that their identity is kept confidential, except for the 


purpose of investigating the complaint, or conducting hearings or judicial proceedings. 


 


The Local Agency shall ensure the following information is provided in the written complaint: 


 


1. Participant Information 


a. Name 


b. Address 


c. Telephone number 


d. Or other means of contacting the individual 


 


2. Local Agency Information 


a. LA name 


b. Location where the participant receives WIC services 


 


3. Complaint Description 


a. The nature of the incident/action that led to the participant feeling discriminated against 


 


4. Persons involved or who may have knowledge of the incident / action 


a. Names 


b. Titles 


c. Business addresses 


5. Date(s) 


a. Date the incident/action occurred 


b. If continuing, the duration of incidents/actions 


 


The Local Agency shall not interfere with any rights or privileges of a participant because she/he made a 


complaint or allegation, testified, assisted, or participated in the investigation, proceeding, or hearing 


relating to the incident/action. 


 


Because of a complaint, the LA must ensure that no person is: 


• Intimidated 


• Threatened 


• Coerced 


• Discriminated against 
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Public Notification 


Explain:  Federal law requires WIC programs to inform potential 


WIC applicants or participants about: 


▪ Program availability—inform applicants and potentially 


eligible persons of the availability of the program and the 


steps necessary for participation 


▪ Rights and responsibilities—inform applicants, participants 


and potentially eligible persons of their program rights & 


responsibilities 


▪ Complaint procedures—advise applicants and participants at 


the service delivery point of their right to file a complaint, 


and the complaint procedures. 


▪ Nondiscrimination policy—all information and sources, 


including web sites, used to inform the public about FNS 


programs must contain a nondiscrimination statement.  The 


statement is not required to be included on every page of the 


program web site; at a minimum, the nondiscrimination 


statement or a link to it must be included on the home page 


of the program information. 


 


Ask trainees to state ways in which their agency notifies the public 


of their civil rights. 


 


Probe for: 


• Outreach 


• “And Justice for All” poster—prominent display 


• Nondiscrimination statement on materials 


• Make program information available to public upon request 


• Inform potentially eligible persons, applicants, participants 


and community partners of program or changes in program 


• Convey message of equal opportunity in all photos and other 


graphics used to provide program or program-related 


information 


• Provide information in alternative formats for persons with 


disabilities and in appropriate language(s) for LEP 


individuals. 
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Ask trainees:  Where should “And Justice for All” posters be in 


your WIC sites? 


 


Debrief:  USDA requires that posters are placed where they are 


easily visible.  LA’s should check their “And Justice for All” posters 


to ensure they have the correct version (AD-475A).   


 


Refer trainees to Appendix IV on page 21 in their notebooks for 


instructions on downloading the current “And Justice for All” 


posters.  Supplies may also be ordered through the State Agency. 
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Explain:  There are two kinds of nondiscrimination statements:  the 


“full” version and the “short” version.  Maine CDC WIC Program 


Policy CR-1 provides details on use of each statement. 


 


Explain:  The nondiscrimination statement is not required for 


nutrition education and breastfeeding promotion and support 


materials that strictly provide a nutrition message and simply carry 


the WIC logo with no other mention of the WIC program. 
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Explain:  The short statement may be used if material is too small 


to permit the full statement. Full details can be found in Policy CR-1 
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Monitoring Visits: 


Explain: When the SA conducts a program monitoring visit, they 


check to ensure: 


• WIC clinics are complying with civil rights laws and regulations 


• All staff members attend annual civil rights training 


 


Resolution of Non-Compliance 


Explain:  If the SA finds that a LA has not complied with WIC civil 


rights laws and regulations: 


• The LA must develop a corrective action plan to resolve the 


issue(s) 


• The SA will follow up to ensure the issues have been corrected 


 


Ask trainees what questions they have about public notification, 


compliance review, and resolution of non-compliance. 
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Read the following:   


The Museum of Tolerance in Los Angeles welcomes its visitors in a 


unique and compelling way.  Visitors must wait in the lobby until 


invited into the museum by a tour guide.  The guide points out there 


are only two doors to enter the museum: 


• One door is marked “Prejudiced” 


• The other door is marked “Unprejudiced” 


Visitors are instructed to enter the door that most represents them.  


Almost always, the door marked “unprejudiced” is selected.  The 


brave visitor who is first to try the door is unable to turn the knob.  


Much to everyone’s surprise, the “unprejudiced” door is locked. 


The only way to enter the museum is through the door marked 


“prejudiced.” 


 


Debrief:  This is a powerful lesson.  We are all prejudiced in some 


way for some reason.  We must acknowledge this to ourselves.   


 


The real question is not… 


“Am I prejudiced?” 


 


…but rather 


“Am I acting on my prejudices?” 


It is in the action that discrimination exists. 


 


Thank trainees for their participation. 


 


Certificates of Completion can be found in the Trainee Workbook. 


 


Ask trainees to complete the evaluation at the back of their 


workbooks.  
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If you have further questions, please contact the State Agency for 


assistance. 
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Appendix I 


(p. 18) 


Ethnicity and Race 


 


When asking the ethnicity and race questions, WIC staff must explain: 


1. The collection of the information is strictly for statistical reporting requirements 


2. Has no effect on the determination of their eligibility for WIC benefits. 


 


If a participant asks how the data is used, you may explain: 


3. The information is used by USDA to determine how effectively WIC is reaching minority 


groups and to identify where additional outreach is needed. 
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Appendix II 


(p. 19) 


Ethnicity and Race Data Collection Flowchart 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Verbally explain that: 


1. This information is strictly for statistical purposes 


2. The answers will have no effect on eligibility for WIC benefits 


3. The applicant will be asked a series of questions with a Yes or No response 


Verbally assess the applicant’s understanding 


Example:  What questions do you have before we proceed? 


Ask and record response to the ethnicity question 


Applicant answers Yes or No Applicant unable or unwilling to respond 


Ask all race questions 


Applicant answers Yes to at                


least one race question 


Applicant answers No to                              


all five race questions 


Proceed with certification 


Staff member is required to use visual 


identification to determine applicant’s ethnicity 


and/or race.  Staff member is required to select 


ethnicity and at least one racial category. 







36 
 


Appendix III 


(pg. 20) 


 


Maine CDC WIC Policies Related to Civil Rights 


 


• CR-1 Public Notification 


• CR-2 Compliance 


• CR-3 Data collection 


• CR-4 Complaint Process 


• CR-5 Training 


• CR-6 Language Access 


• CR-7 Special Populations 
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Appendix IV 


(p. 21)  


 


And Justice for All Posters 


 


 
 


Version AD-475A of the And Justice for All posters can be  


downloaded from the USDA FNS website at: 
http://www.fns.usda.gov/cr/justice.htm  


 



http://www.fns.usda.gov/cr/justice.htm






 


 


 


Equality for All 
Civil Rights 


Trainee Workbook 


Maine CDC WIC Nutrition Program 
Adapted from California WIC Program, with permission 


Revised for FFY2019 
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Agenda 


 


1. Welcome, Introductions, Agenda and Objectives Review 10 minutes 


2. Warm-Up Activity 


3. Ethnicity and Race 


4. Data Collection 


15 minutes 


20 minutes 


15 minutes 


5. WIC Protected Categories 15 minutes 


6. Discrimination Concepts 20 minutes 


7. Accommodating Participants with Disabilities and 


Limited English Proficiency 


20 minutes 


8. Customer Service and Conflict Resolution 20 minutes 


9. Complaint Procedures 30 minutes 


10. Public Notification, Monitoring Visits, and Resolution of 


Noncompliance 


5 minutes 


11. Closing Activity, Evaluation 10 minutes 
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Objectives 


At the end of this training, trainees will be able to: 


• Understand Maine CDC WIC policies regarding civil rights and discrimination 


• Identify examples of the protected categories listed in the Rights and Responsibilities section 


of the Maine CDC WIC Participant Booklet 


• Distinguish between stereotype, prejudice, and discrimination and explore their roles in 


protecting civil rights. 


• Describe methods for making reasonable accommodations for participants with disabilities 


and limited English proficiency. 


• Differentiate between ethnicity and race and review USDA’s reporting requirements regarding 


these terms. 


• Learn the steps WIC staff must take in the discrimination complaint process. 


• Explore ways to prevent complaints using customer service and conflict resolution techniques. 


  







4 
 


Activity 1 


Ethnicity and Race 


 


Instructions:  Review the USDA ethnicity and race categories below.  In your table 


groups, share which categories you would choose for yourself and why. 


 
Ethnic / Racial Categories as Identified in SPIRIT 


Ethnic Category 


(Choose one) 


Definition 


 


Hispanic or Latino 


A person of Cuban, Mexican, Puerto Rican, South or Central 


America, or other Spanish culture or origin regardless of race.  


The term “Spanish origin” can be used in addition to “Hispanic” 


or Latino”. 


 


Not Hispanic or Latino 


A person not having Cuban, Mexican, Puerto Rican, South or 


Central American, or other Spanish culture or origin, regardless 


of race. 


Race Category 


(Choose as many as apply) 


Definition 


American Indian or 


Alaska Native 


A person having origins in any of the original peoples of North 


or South American (including Central America), and who 


maintains tribal affiliation or community attachment. 


Asian 


A person having origins in any of the original peoples of the Far 


East, Southeast Asia, the Indian subcontinent including, for 


examples, Cambodia, China, India, Japan, Korea, Malaysia, 


Pakistan, the Philippine Islands, Thailand, or Vietnam. 


Black or African 


American 


A person having origins in any of the black racial groups of 


Africa.  Terms such as “Haitian” can be used in addition to 


“Black or African American”. 


Native Hawaiian or Other 


Pacific Islander 


A person having origins in any of the original peoples of Hawaii, 


Guam, Samoa, or other Pacific Islands. 


White 
A person having origins in any of the original peoples of Europe, 


Middle East, or North Africa. 
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Activity 2 


  


Ethnicity and Race Data Collection 
 


Instructions:  Answer each question below independently. 


 


1. What are the two civil rights questions that WIC staff must ask all participants? 


 


  Height and Weight 


  Ethnicity and Race 


 


2. When is WIC staff required to collect ethnicity and race data? 


 


  Whenever time is available 


  At initial certification or enrollment 


 


3. What are the two items that WIC staff must explain to participants when collecting ethnicity 


and race data? 


 


  The collection of the information is necessary to receive their food instruments, and 


could have an effect on receiving WIC benefits. 


  The collection of the information is strictly for statistical reporting and has no 


effect on the determination of their eligibility for WIC benefits. 


 


4. What information must WIC staff review with a participant / authorized representative at all 


certifications? 


 


  Rights and Responsibilities 


  Race and Ethnicity 


 


5. What should WIC staff do if a participant refuses to state her ethnicity or race? 


 


  Ask them why they won’t answer 


  Select and enter an ethnicity and race for them and enter it into SPIRIT 


 


 


Optional Discussion Question:  What are some ways that you have effectively asked the 


ethnicity and race questions? 
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Activity 3 


WIC Protected Categories 
 


Instructions:  For each Category listed below, match the Civil Rights definition in the right-hand 


column.  Write the letter of the definition in the Answer column. 
 


Answer Class Definition 


 


_____ 


 


Disability 


 


A.  A followed spiritual belief.  It does not have to be an organized 


group or traditional denomination 


 


_____ 


 


Ancestry 


 


B.  An individual belonging to one of the accepted anthropological 


groups; or the perception, based usually on physical characteristics. 


 


_____ 


 


Color 


 


C.  Includes shade of skin within a racial group. 


 


_____ 


 


Sex 


 


D.  Gender (including breastfeeding) 


 


_____ 


 


Religion 


 


E.  The country or part of the world that an individual or his or her 


ancestors are from. 


 


_____ 


 


Sexual Orientation 


 


F. The people who were in a person’s family in past times. 


 


_____ 


 


Political affiliation 


or opinion 


 


G. Applies to persons 40 years old and over. 


 


_____ 


 


Age 


 


H. Physical or mental impairment, permanent or temporary. 


 


_____ 


 


Race 


 


I. Known to be a member of a political group or to have certain 


political views. 


 


_____ 


 


National Origin 


 


J. The direction of one’s affection, sexual or emotional attractions 


involving others. 


 


_____ 


 


Reprisal 


 


K. The act of being threatened or retaliated against for participating in 


any aspect of the discrimination complaint process. 


 


  







7 
 


Activity 4 


WIC Protected Categories / Classes 


 
Blue shaded items:  Federally protected groups for WIC 


Gray shaded items:  State protected groups  


Pink shaded items:  Both Federal and State 


 


 


  


Protected 


Category 


Definition Examples 


Creed A followed spiritual belief.  It does not have to be an 


organized group, traditional denomination, or world 


religion. 


Catholic, Latter-Day Saints, Muslim, 


Jewish, etc. 


Race An individual belonging to one of the accepted 


anthropological groups; or the perception, based usually 


on physical characteristics, that a person is a member of 


a racial group. 


African American—Black 


Caucasian—White 


Mongolian—Asian 


Color Color of skin, including shade of skin within a racial 


group. 


Black, light brown, brown, dark brown, 


white, etc. 


National 


Origin 


The country or part of the world that an individual or his 


or her ancestors are from.  (Most complaints associated 


with language or accents are covered here.) 


Mexican, Cuban, Japanese, 


Vietnamese, Chinese, etc. 


Age Age discrimination Act of 1967 applies to persons 40 


years old and over. 


An individual 40 and over. 


Disability Physical or mental impairment, permanent or temporary Blind, alcoholic, paraplegic, amputee, 


epileptic, arthritic, etc. 


Sexual 


Orientation 


The direction of one’s affection, sexual or emotional 


attractions involving others. 


Heterosexual, homosexual, bisexual 


Sex Gender, sexual harassment, pregnancy, childbirth, 


breastfeeding 


Female, male, hermaphrodite; 


pregnancy-related medical conditions 


include mastitis, gestational diabetes, 


postpartum depression, loss or end of 


pregnancy or recovery from loss or end 


of pregnancy.   


Lactation accommodation: requires 


employer to provide a reasonable 


amount of time to allow employee to 


express breastmilk, and a place to 


pump milk in private that is near the 


workplace.  A toilet stall is not an 


acceptable place to pump. 


Gender See description above  


Reprisal No one employed or representing USDA shall 


intimidate, threaten, harass, coerce, or discriminate 


against anyone who participates in any aspect of the 


discrimination complaint process. 


A person files a complaint and is 


treated unfairly or retaliated against. 
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Nondiscrimination Statement   


FNS food assistance programs other than SNAP and FDPIR 


(available in Spanish from USDA) 


 


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 


regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 


participating in or administering USDA programs are prohibited from discriminating based on race, 


color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any 


program or activity conducted or funded by USDA.   


  


Persons with disabilities who require alternative means of communication for program information 


(e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State 


or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech 


disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, 


program information may be made available in languages other than English. 


  


To file a program complaint of discrimination, complete the USDA Program Discrimination 


Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, 


and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the 


information requested in the form. To request a copy of the complaint form, call (866) 632-9992. 


Submit your completed form or letter to USDA by:  


  


(1)     mail: U.S. Department of Agriculture  


          Office of the Assistant Secretary for Civil Rights  


          1400 Independence Avenue, SW  


          Washington, D.C. 20250-9410;  


  


(2)      fax: (202) 690-7442; or  


  


(3)      email: program.intake@usda.gov. 


  


This institution is an equal opportunity provider. 


 


 


 


Short version to be used if material is too small to permit full statement—Policy CR-1:   


This institution is an equal opportunity provider. 


  



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html

mailto:program.intake@usda.gov
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Activity 5 


 


Discrimination Concepts 
 


• Stereotype:  an oversimplified generalization or belief about a particular group 


• Prejudice:  a rigid unfavorable judgment or opinion formed beforehand, without knowledge 


or examination of the facts 


• Discrimination:  the act of treating people differently due to prejudices 


Instructions:  Read each statement and determine which concept(s) apply. 


1. “I can’t stand her.  She always wears those nose rings.” 


  Stereotype     Discrimination 


  Prejudice      All of these 


2. “She’s going to have to wait for her food instruments.  As big as she is, she obviously doesn’t 


need more food.” 


  Stereotype     Discrimination 


  Prejudice      All of these 


3. “Most participants come from poor families.” 


  Stereotype     Discrimination 


  Prejudice      All of these 


4. “I think if she wants to be a part of WIC, she should speak English.” 


  Stereotype     Discrimination 


  Prejudice      All of these 


5. “I am not going to approve her for WIC.  She is obviously not eligible since she is wearing a 


diamond ring.” 


  Stereotype     Discrimination 


  Prejudice      All of these 
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Activity 6 
 


Case Studies 


 
Following are two civil rights discrimination case studies.  Each scenario provides a real life situation that 


may exist in a WIC site.  Answer the question below each case study. 


 


1. Case Study — Ms. Diaz 


 


Ms. Diaz has an appointment at 9:15 at the Funtown City Hall site.  She arrives at the site 15 minutes prior 


to her appointment.  The site serves a high number of refugees from Africa.  Ms. Diaz, who is not an 


African refugee, attends this site because it is close to her workplace.  She notices that she is the only non-


African descent participant in the site when she arrives. 


 


It is now 9:45, and Ms. Diaz is still waiting for the nutritionist.  She sees participants who came into the 


office after her, who have had their appointments and are leaving.  She lets the receptionist know that she is 


still waiting and was told that it would probably be only an additional 5 minutes.  However, 10 minutes 


pass and Ms. Diaz is still waiting to be seen.  She tells the receptionist that she needs to be at work in 45 


minutes.  Ms. Diaz asks to speak with the supervisor.  Ms. Diaz lets the supervisor know that she’s seen 


other participants come and go within 15 minutes of coming into the site.  She tells the supervisor that she 


feels that the staff sees other participants first because they are of African descent, and she is not.  The 


supervisor tells her that if she wants to file a complaint, she can call the State WIC Program.  The 


supervisor gives Ms. Diaz the State WIC Program’s telephone number and explains to her about her right 


to file a complaint. 


 


Ms. Diaz eventually sees the nutritionist who provides her with an excellent nutrition education session and 


issues her food benefits to her.  Ms. Diaz leaves the Funtown City Hall site frustrated and unhappy due to 


the delay in waiting time and she calls the State WIC Program to complain. 


 


Which protected class would this discrimination complaint fall under? 


   Race 


   Reprisal 


   National origin 


 


Question for added discussion:  What could staff have done differently? 
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2. Case Study – Ms. Johnson 


 


Ms. Johnson has just learned that she is four months pregnant and wants to sign to receive WIC services.  


She was previously on the WIC program with her other children who are now teenagers.  She calls the 


Southend WIC office and schedules an appointment. 


 


On the day of her appointment, Ms. Johnson arrives at the clinic site 15 minutes late for her appointment, 


but has all the required eligibility information with her.  When she walks up to the receptionist desk, the 


receptionist notices that Ms. Johnson is legally blind and unable to read the signs and other information at 


the desk.  The receptionist becomes nervous and does not know how to help Ms. Johnson, so she speaks 


loudly to inform her that they will need to reschedule her appointment.  When Ms. Johnson asks why the 


appointment needs to be rescheduled, the receptionist loudly states that “It is because we are not equipped 


to assist people with your condition.”  The receptionist informs her that there may be someone to assist her 


“kind of people” at an appointment time next week. 


 


Which protected class would this discrimination complaint fall under? 


   Race 


   Disability 


   Religion 


 


Question for added discussion:  What could staff have done differently? 
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Activity 7 


 


Americans with Disabilities Act and  


Limited English Proficiency 


 
Americans with Disabilities Act (ADA) 


What is it? The Americans with Disabilities Act (ADA) is the most comprehensive federal legislation 


that prohibits discrimination against people with disabilities 


Who is protected 


by ADA? 


ADA protects individuals with disabilities.  A disability is a physical or mental 


impairment that substantially limits an individual’s major life activities 


ADA mandates 


reasonable 


accommodation 


Reasonable accommodation is a modification or adjustment to enable individuals with 


disabilities to have equal access to benefits and privileges of a service or program, such 


as: 


• Changing existing facilities to make them accessible or usable 


• Acquiring or modifying equipment 


• Modifying tests, training materials, or policies to accommodate program 


participants with disabilities 


Limited English Proficiency (LEP) 


What is it? State and local agencies must take reasonable steps to ensure “meaningful” access to 


program information and services by people with Limited English Proficiency (LEP).  


These services may include: 


• Providing interpreters 


• Providing printed materials in different languages 


Who is 


protected? 


Individuals for whom English is not their primary language and who have a limited 


ability to read, speak, write or understand English. 


Local agencies 


must adhere to 


LEP policies 


Procedures taken by LA staff must include: 


• Proper identification of individuals needing language assistance 


• Consistent provision of interpreter services to LEP participants 


• Documentation in participant record when interpreter service is refused 
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Activity 8 


Customer Service 


 


Scenario:  It is 11:50 A.M.; you have had computer network issues all morning, and the waiting 


room is packed.  The front door open and a woman comes in with her two toddlers.  Her voice is 


raised as she is waving her hands in the air.  There is a room full of participants patiently waiting 


to be assisted when the woman walks to the front desk, points her finger in your face, and states 


very loudly, “Get me your supervisor now!  I have a complaint!” 


 


Instructions:  Answer the following questions in your groups.   


 


1. How do you handle this situation? 


 


 


 


2. What can you say to her that might make her feel valued? 


 


 


 


3. What actions might you use to calm the situation (tone of voice, body language, eye 


contact)? 


 


 


 


 


4. Describe how she might be feeling or what may have upset her. 


 


 


 


 


 


5. What words can you use to convey you understand, have compassion for, empathize with, 


and respect the participant? 
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In Times of Conflict 


 


We can often prevent conflict from occurring by providing excellent customer service to our 


participants. 


 


▪ Be patient and polite 


▪ Listen with presence and compassion 


▪ Avoid sarcasm 


▪ Be empathetic 


▪ Do not be afraid to ask for help to resolve a situation 


▪ Smile whenever possible 


▪ Apologize where appropriate 


▪ To avoid offending anyone, be open to valuing the other person’s opinion 


▪ Do not feel you have the need to have the last word 


▪ Treat everyone the same no matter who they are, how they look, or how they act 


▪ Impose policies that impact all people the same 


▪ Treat everyone with dignity and respect 
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Activity 9 


Discrimination Complaint Process 


 


If a participant claims to have been discriminated against, these steps must be followed: 


 


Step 1 


• Apologize to the participant and inform a supervisor immediately. 


• Note:  the participant has up to 180 days after the incident to report the complaint.  Complaints 


may be written, verbal or anonymous. 


 


Step 2 


If the supervisor cannot resolve the situation: 


• Share the rights and responsibilities information in the WIC Participant Booklet with the 


participant. 


• Assist the participant with filing a complaint, if necessary. 


• Note:  Maine CDC WIC Policy CR-4 provides detail on filing a complaint. 


 


Step 3 


Send the complaint to the addresses listed below.  If the participant files the complaint her/himself, 


provide the addresses for where to send the complaint. 


• Note:  the agency must respond to the complaint within 5 days. 


 


Send the complaint form to: 


United States Department of Agriculture 


Office of the Assistant Secretary for Civil Rights 


1400 Independence Avenue, SW 


Washington, DC  20250-9410 


Fax:  (202) 690-7442 


Email:  program.intake@usda.gov 


 


AND 


 


Send a copy to: 


Maine CDC WIC Nutrition Program    ADA Compliance/EEO Coordinator 


ATTN:  Ginger Roberts-Scott     11 SHS 


11 SHS        Augusta, ME  04333 


286 Water Street, 6th Floor 


Augusta, ME  04333 


 


Note:  Details of the complaint are confidential and should only be shared among WIC supervisors, staff 


involved in the incident, the person filing the complaint, and the State WIC Director or designee. 


 


  



mailto:program.intake@usda.gov
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Complaint Procedures Overview 


 


Local Agency staff must advise the participant that their identity is kept confidential, except for the 


purpose of investigating the complaint, or conducting hearings or judicial proceedings. 


 


The Local Agency shall ensure the following information is provided in the written complaint: 


 


1. Participant Information 


a. Name 


b. Address 


c. Telephone number 


d. Or other means of contacting the individual 


 


2. Local Agency Information 


a. LA name 


b. Location where the participant receives WIC services 


 


3. Complaint Description 


a. The nature of the incident/action that led to the participant feeling discriminated 


against 


 


4. Persons involved or who may have knowledge of the incident / action 


a. Names 


b. Titles 


c. Business addresses 


5. Date(s) 


a. Date the incident/action occurred 


b. If continuing, the duration of incidents/actions 


 


The Local Agency shall not interfere with any rights or privileges of a participant because she/he 


made a complaint or allegation, testified, assisted, or participated in the investigation, proceeding, or 


hearing relating to the incident/action. 


 


As a result of a complaint, the LA must ensure that no person is: 


• Intimidated 


• Threatened 


• Coerced 


• Discriminated against 
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Maine CDC WIC Nutrition Program 


Certificate of Completion 


Civil Rights Training 


“Equality for All” 


 


Presented to 


________________________________ 


Name 


Date 


Local Agency 


City, Maine 


This certifies that the above named has completed the 


Civil Rights Training and has agreed to comply with the 


information given on discrimination, federal and state 


civil rights requirements and complaint procedures. 
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Appendix I 


Ethnicity and Race 


 


When asking the ethnicity and race questions, WIC staff must explain: 


1. The collection of the information is strictly for statistical reporting requirements 


2. Has no effect on the determination of their eligibility for WIC benefits. 


 


If a participant asks how the data is used, you may explain: 


3. The information is used by USDA to determine how effectively WIC is reaching minority 


groups and to identify where additional outreach is needed. 
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Appendix II 


Ethnicity and Race Data Collection Flowchart 


 


 


 


 


  


Verbally explain that: 


1. This information is strictly for statistical purposes 


2. The answers will have no effect on eligibility for WIC benefits 


3. The applicant will be asked a series of questions with a Yes or No response 


Verbally assess the applicant’s understanding 


Example:  What questions do you have before we proceed? 


Ask and record response to the ethnicity question 


Applicant answers Yes or No Applicant unable or unwilling to respond 


Ask all race questions 


Applicant answers Yes to at                


least one race question 


Applicant answers No to                              


all five race questions 


Proceed with certification 


Staff member is required to use visual 


identification to determine applicant’s ethnicity 


and/or race.  Staff member is required to select 


ethnicity and at least one racial category. 
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Appendix III 


 


Maine CDC WIC Policies Related to Civil Rights 


 


• CR-1 Public Notification 


• CR-2 Compliance 


• CR-3 Data collection 


• CR-4 Complaint Process 


• CR-5 Training 


• CR-6 Language Access 


• CR-7 Special Populations 
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Appendix IV 


 


And Justice for All Posters 


 


 
 


Version AD-475A of the And Justice for All posters can be  


downloaded from the USDA FNS website at: 
http://www.fns.usda.gov/cr/justice.htm  


 


 



http://www.fns.usda.gov/cr/justice.htm






 


 
 


Equality for All 
Civil Rights 


Self-Paced Training Workbook 


Maine CDC WIC Nutrition Program 
Adapted from California WIC Program, with permission 


Revised for FFY2019 
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Welcome! 


The Maine CDC WIC Nutrition Program is pleased to present this self-paced version of the required Civil 


Rights annual training.  It is our commitment to provide a variety of training modalities to make this 


training available to all staff.  To keep this training current, this training will be reviewed annually for 


required updates. 


Please complete the evaluation form at the completion of this training to provide us with feedback on 


your training experience.  Your feedback is invaluable, assuring that we address your staff training needs. 


 


Before You Begin 


1.  Save and rename this document:  save a copy of this training by selecting “File  Save As” 


before you begin.  Rename it with your name in the document title and save it on your desktop or 


in a network folder of your choice.  This is the copy you will use as you do the training. 


2. Open the document you just saved which includes your name in the title: type in your name 


and the current date in the box provided below. 


3. Complete the training:  answer the questions by checking the appropriate responses or by typing 


in your text responses.  When you have finished the training and answered all questions, choose 


“File Save” to retain your answers before closing the document.  Submit your completed 


training to your immediate supervisor. 


4. Complete the training evaluation and certificate of completion.  Print and submit your 


certificate of completion to your immediate supervisor. 


5. Add the Civil Rights training and date to your Continuing Education log.  Include the 


number of hours spent in the training. 


 


Staff Member Name Click here to enter text. 
Date Click here to enter a date. 
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WIC receives federal funding from the Food and Nutrition Service (FNS) through the United States 


Department of Agriculture (USDA).  All programs receiving this funding are required to ensure that 


program staff members attend civil rights training annually.  The State Agency is required to also 


cover components of civil rights policy and procedure compliance within local WIC management 


reviews.   


This training is being offered to satisfy the annual training requirement and contributes to WIC’s 


commitment to providing quality services. 
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Objectives 


At the end of this training, trainees will be able to: 


• Understand Maine CDC WIC policies regarding civil rights and discrimination 


• Identify examples of the protected categories listed in the Rights and Responsibilities section of 


the Maine CDC WIC Participant Booklet 


• Distinguish between stereotype, prejudice, and discrimination and explore their roles in protecting 


civil rights 


• Describe methods for making reasonable accommodations for participants with disabilities and 


limited English proficiency 


• Differentiate between ethnicity and race and review USDA’s reporting requirements regarding 


these terms 


• Learn the steps WIC staff must take in the discrimination complaint process 


• Explore ways to prevent complaints using customer service and conflict resolution techniques 
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Civil Rights are the rights of individuals to receive equal treatment based on certain legally protected 


classes. 


• These classes include disability, race, color, creed, gender, sexual orientation, age, national 


origin, sex, reprisal. 


 


• USDA prohibits discrimination in employment or in any program or activity conducted or 


funded by the Department. 
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What are the WIC Protected Categories? 


   State       Federal 


Disability Race 


Race Color 


Color National Origin 


Sex Sex 


Gender Disability 


Sexual Orientation Age 


Age Reprisal 


National Origin 


Religious or Political Belief 


Ancestry 


Familial or Marital Status 


Genetic Information 


Association 


Previous Assertion of a Claim or Right 


Whistleblower Activity 


 


 
These WIC protected Civil Rights categories are listed in the Rights and Responsibilities section on 


pages 2-3 of the WIC Participant Booklet.  Both state and federal WIC protected Civil Rights 


categories are listed.   


Participant Rights and Responsibilities must be reviewed with all authorized representatives at 


all certifications.  This includes ensuring authorized representatives are made aware of: 


• their right to complain if they feel they have been discriminated against (under “Your Rights”, 


page 2 of Participant Booklet) 


• how to file a complaint of discrimination (under “Non-Discrimination Notice”, page 3 of 


Participant Booklet) 
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Activity 1 


WIC Protected Categories 
 


Instructions:  For each Category listed below, match the Civil Rights definition in the right-hand 


column.  Type the letter of the definition in the Answer column.  If you need assistance, refer to the next 


page (page 8). 
 
Answer Category Definition 


Choose an 
item. 
 


Marital Status 
A. A followed spiritual belief.  It does not have to be an organized 


group or traditional denomination 


Choose an 
item. 
  


Disability 
B. An individual belonging to one of the accepted anthropological 


groups; or the perception, based usually on physical characteristics. 


Choose an 
item. 


Ancestry 
C. The act of being threatened or retaliated against for participating in 


any aspect of the discrimination complaint process. 


Choose an 
item. 


Color D. Gender (including breastfeeding) 


Choose an 
item. 


Sex  
E. The country or part of the world that an individual or his or her 


ancestors are from. 


Choose an 
item.  


Religious Belief F. The people who were in a person’s family in past times. 


Choose an 
item.  


Sexual Orientation G. Applies to persons 40 years old and over. 


Choose an 
item. 


Political Belief 
H. Individual who discloses mismanagement, corruption, illegal 


activity, or some other wrongdoing. 


Choose an 
item. 


Age I. Married or not married 


Choose an 
item. 


Race J. Physical or mental impairment, permanent or temporary. 


Choose an 
item. 


National Origin K. Gathering of people for a common cause or purpose. 


Choose an 
item. 


Genetic Information 
L.  Known to be a member of a political group or to have certain 


political views. 


Choose an 
item. 


Association 
M.   The direction of one’s affection, sexual or emotional attractions 


involving others. 


Choose an 
item. 


Whistleblower 
N. Applies to information about an individual or family member’s 


genetic test, disease or disorders. 


Choose an 
item. 


Reprisal O. Includes shade of skin within a racial group. 
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WIC Protected Categories / Classes 
 


Blue shaded items:  Federally protected groups for WIC 


Gray shaded items:  Maine State protected groups 


Pink shaded items:  Both Federal and State 


 


Protected 


Category 
Definition Examples 


Creed or 


Religion 
A followed spiritual belief.  It does not have to be an 


organized group, traditional denomination, or world religion. 


Catholic, Jewish, Latter-Day Saints, 


Muslim, etc. 
Race An individual belonging to one of the accepted 


anthropological groups; or the perception, based usually on 


physical characteristics, that a person is a member of a racial 


group. 


African American—Black 


Caucasian—White 


Mongolian—Asian 


Color Color of skin; including shade of skin within a racial group. Black, light brown, brown, dark 


brown, white, etc. 
National Origin The country or part of the world that an individual or his or 


her ancestors are from.  (Most complaints associated with 


language or accents are covered here.) 


Chinese, Cuban, Japanese, Mexican, 


Vietnamese, etc. 


Age Age discrimination Act of 1967 applies to persons 40 years 


old and over. 


An individual 40 and over. 


Disability Physical or mental impairment, permanent or temporary Alcoholic, amputee, arthritic, blind, 


epileptic, paraplegic, etc. 
Sexual 


Orientation 
The direction of one’s affection, sexual or emotional 


attractions involving others. 


Bisexual, Heterosexual, homosexual  


Sex Gender, sexual harassment, pregnancy, childbirth, 


breastfeeding 


Female, male, hermaphrodite; 


pregnancy-related conditions include 


mastitis, gestational diabetes, 


postpartum depression, loss or end 


of pregnancy or recovery from loss 


or end of pregnancy.   


Lactation accommodation: requires 


employer to provide reasonable time 


to allow employee to express 


breastmilk, and place to pump milk 


in private that is near workplace; 


toilet stall is not acceptable. 
Gender See description above for sex  
Reprisal or 


retaliation 
No one employed or representing USDA shall intimidate, 


threaten, harass, coerce, or discriminate against anyone who 


participates in any aspect of the discrimination complaint 


process. 


A person files a complaint and is 


treated unfairly or retaliated against. 


Ancestry People who were in a person’s family in past times. Grandparents, great-grandparents 
Familial or 


marital status 
Having a child under age of 18 in the household, or woman 


who is pregnant or people in process of adopting or gaining 


custody of child/children; married or not married. 


Pregnant woman, parents, foster 


parents, custodial parents 


Genetic 


Information 
Information about an individual or family member’s genetic 


test, disease or disorder(s). 


Down’s syndrome, familial 


hypercholesterolemia, cystic fibrosis 
Association Gathering of people for a common cause or purpose. Lion’s Club, Rotary Club 
Previous 


assertion of 


claim or right 
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Nondiscrimination Statement   


FNS food assistance programs other than SNAP and FDPIR 


(available in Spanish from USDA) 


 


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 


regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in 


or administering USDA programs are prohibited from discriminating based on race, color, national origin, 


sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity 


conducted or funded by USDA.   


  


Persons with disabilities who require alternative means of communication for program information (e.g. 


Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) 


where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may 


contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program information 


may be made available in languages other than English. 


  


To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint 


Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any 


USDA office, or write a letter addressed to USDA and provide in the letter all of the information 


requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 


completed form or letter to USDA by:  


  


(1)     mail: U.S. Department of Agriculture  


          Office of the Assistant Secretary for Civil Rights  


          1400 Independence Avenue, SW  


          Washington, D.C. 20250-9410;  


  


(2)      fax: (202) 690-7442; or  


  


(3)      email: program.intake@usda.gov. 


  


This institution is an equal opportunity provider. 


 


 


 


Short version to be used if material is too small to permit full statement—Policy CR-1:   


This institution is an equal opportunity provider. 


 


  



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html

mailto:program.intake@usda.gov
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What is Discrimination? 


• Different or unequal treatment (intentional) 


• Different or unequal adverse impact (unintentional) 


• Retaliation 
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Imagine you are in a bank applying for a loan and you notice the loan officer is staring at you.  After 


collecting your loan information, she excuses herself to discuss your application with her supervisor.  


You overhear the loan officer mentioning to her supervisor that you don’t look like the type of person 


who would repay a loan.  The loan officer returns and informs you that you do not qualify for the loan 


and your application has been denied. 


• How would you feel as the one who has applied for the loan? 


• What do you think of the loan officer’s decision? 


• What type of discrimination has the loan officer demonstrated in this situation? 
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Stereotyping: 


• Can be negative 


o Example of a negative stereotype: “None of the younger moms know how to make 


tasty food choices for their children.”  


• Can be positive 


o Example of a positive stereotype: “All breastfeeding mothers are caring and 


nurturing.” 


• Based on what we hear, read or believe 


• Does not consider individual characteristics 
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Prejudice: 


• Is negative 


• Can be thought of as a pre-judgment 


• Is not factual (ignorance based) 


• Can be based on race, gender, nationality, social class, and/or disability 
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Discrimination can include: 


• Not providing the same opportunities to everyone, i.e. training and career 


opportunities, access to activities or places 


• Treating people with less respect 


• Denying people certain things 


NOTE:  Verification of citizenship or immigration status is NOT required for WIC 


participation; it is illegal for this issue to result in discrimination from program 


enrollment. 


 


Discrimination is illegal 
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Here are some examples of how WIC   


might discriminate against a WIC participant: 


• Treating people disrespectfully based on a protected class 


• Providing a different level of benefits based on a protected class 


• Requesting extra verification or documentation from people based on a protected class 


• Differences in waiting times based on a protected class 


• Not providing nutrition education to ESL clients 
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Activity 2 


 


Discrimination Concepts 
 


• Stereotype:  an oversimplified generalization or belief about a particular group 


• Prejudice:  a rigid unfavorable judgment or opinion formed beforehand, without knowledge or 


examination of the facts 


• Discrimination:  the act of treating people differently due to prejudices 


Instructions:  Read each statement and determine which concept(s) apply. 


1. “I can’t stand her.  She always wears those nose rings.” 


☐  Stereotype   ☐  Discrimination 


☐  Prejudice    ☐  All of these 


2. “She’s going to have to wait for her food instruments.  As big as she is, she obviously doesn’t 


need more food.” 


☐  Stereotype   ☐  Discrimination 


☐  Prejudice    ☐  All of these 


3. “Most participants come from poor families.” 


☐  Stereotype   ☐  Discrimination 


☐  Prejudice    ☐  All of these 


4. “I think if she wants to be a part of WIC, she should speak English.” 


☐  Stereotype   ☐  Discrimination 


☐  Prejudice    ☐  All of these 


5. “I am not going to approve her for WIC.  She is obviously not eligible since she is wearing a 


diamond ring.” 


☐  Stereotype   ☐  Discrimination 


☐  Prejudice    ☐  All of these 
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Workplace discrimination is also illegal.   


Here are some examples of illegal treatment: 


• Failure to promote a viable candidate solely based on age 


• A female manager does not hire the best candidate (male) for a job because she wants her 


unit to consist of all women 


• Leaving a man out of meetings solely because a coworker does not like people of his 


religion 
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Activity 3 
 


Case Studies 


 
Following are two civil rights discrimination case studies.  Each scenario provides a real-life situation that may 


exist in a WIC site.  Answer the question below each case study. 


 


1. Case Study — Ms. Diaz 


 


Ms. Diaz has an appointment at 9:15 at the Funtown City Hall site.  She arrives at the site 15 minutes prior to 


her appointment.  The site serves a high number of refugees from Africa.  Ms. Diaz, who is not an African 


refugee, attends this site because it is close to her workplace.  She notices that she is the only non-African 


descent participant in the site when she arrives. 


 


It is now 9:45, and Ms. Diaz is still waiting for the nutritionist.  She sees participants who came into the office 


after her, who have had their appointments and are leaving.  She lets the receptionist know that she is still 


waiting and was told that it would probably be only an additional 5 minutes.  However, 10 minutes pass and 


Ms. Diaz is still waiting to be seen.  She tells the receptionist that she needs to be at work in 45 minutes.  Ms. 


Diaz asks to speak with the supervisor.  Ms. Diaz lets the supervisor know that she’s seen other participants 


come and go within 15 minutes of coming into the site.  She tells the supervisor that she feels that the staff sees 


other participants first because they are of African descent, and she is not.  The supervisor tells her that if she 


wants to file a complaint, she can call the State WIC Program.  The supervisor gives Ms. Diaz the State WIC 


Program’s telephone number and explains to her about her right to file a complaint. 


 


Ms. Diaz eventually sees the nutritionist who provides her with an excellent nutrition education session and 


issues her food benefits to her.  Ms. Diaz leaves the Funtown City Hall site frustrated and unhappy due to the 


delay in waiting time and she calls the State WIC Program to complain. 


 


Which protected class would this discrimination complaint fall under? 


 ☐  Race 


 ☐ Reprisal 


 ☐  National origin 


 


What could staff have done differently? 


Click here to enter text.  
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2. Case Study – Ms. Johnson 


 


Ms. Johnson has just learned that she is four months pregnant and wants to sign up to receive WIC services.  


She was previously on the WIC program with her other children who are now teenagers.  She calls the 


Southend WIC office and schedules an appointment. 


 


On the day of her appointment, Ms. Johnson arrives at the clinic site 15 minutes late for her appointment, but 


has all the required eligibility information with her.  When she walks up to the receptionist desk, the 


receptionist notices that Ms. Johnson is legally blind and unable to read the signs and other information at the 


desk.  The receptionist becomes nervous and does not know how to help Ms. Johnson, so she speaks loudly to 


inform her that they will need to reschedule her appointment.  When Ms. Johnson asks why the appointment 


needs to be rescheduled, the receptionist loudly states that “It is because we are not equipped to assist people 


with your condition.”  The receptionist informs her that there may be someone to assist her “kind of people” at 


an appointment time next week. 


 


Which protected class would this discrimination complaint fall under? 


 ☐  Race 


 ☐  Disability 


 ☐  Religion 


 


What could staff have done differently? 


Click here to enter text. 
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3. Case Study – Ms. Hassan 


 


Ms. Hassan’s family has just arrived in this country and her family has found housing in your area.  Her 


caseworker told her about WIC and where your clinic is located.  Since she has no vehicle or phone yet, she 


walks into your clinic with a baby and two children, desiring to enroll in the program.  Her primary language is 


Somali, but she also speaks and reads Arabic, some French and knows a few English words. 


 


When she walks up to the reception desk, she points to the language sign, indicating which language she can 


read and speak.  The administrative assistant has never worked with someone who does not speak English.  Not 


sure how to handle this situation, she asks Ms. Hassan very loudly, “Can I help you with something today?  


Are you here for an appointment?”  Ms. Hassan shakes her head yes and hands the staff member a letter from 


the caseworker which includes the names of all Ms. Hassan’s family, their dates of birth, and current residence 


address.  The staff member, still unsure of herself, tells Ms. Hassan in a very loud voice to have a seat and 


someone will be with her as soon as possible.  Ms. Hassan looks very confused, and again points to the 


language sign. 


 


The administrative assistant makes a few phone calls to try to find someone who can tell her what she should 


do.  After not being successful in reaching anyone, she again speaks in a very loud voice to Ms. Hassan, saying 


“You will have to come back tomorrow.  I need verification that you can be in this country before I can make 


an appointment for you.” 


  


 


 


Which protected class would this discrimination complaint fall under? 


 ☐  Race 


 ☐  Creed 


 ☐  National Origin 


 


What could staff have done differently? 


Click here to enter text. 
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What is the difference between ethnicity and race? 


• Ethnicity is characteristic of a group of people sharing a common and distinctive culture, 


religion, language, or background.  It can also include race and national origin. 


• Race is based more on one’s biological origins and refers to a person’s physical 


appearance including skin color, eye color, hair color, bone structure and facial type. 
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Race and Ethnicity data is used to: 


• determine how well WIC is reaching potential eligible persons 


• help identify areas where additional outreach is needed 
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Local agency staff shall ask every applicant to identify their ethnicity and race upon enrolling in the WIC 


Program.  The information is used by USDA to determine how effectively WIC is reaching minority 


groups and identify where additional outreach is needed.  Local agency staff members are required to: 


• Explain to every WIC applicant that the collection of the information is: 


o strictly for statistical reporting requirements, and 


o has no effect on the determination of their eligibility for WIC benefits 


• Verbally assess the applicants’ understanding. 


o Example:  What questions do you have before we proceed? 


• Collect ethnicity and race category data: 


o Ethnicity:  Select either Hispanic or Latino or Not Hispanic or Latino 


o Race(s):  Select one or more of the five racial categories:  American Indian or Alaskan 


Native, Asian, Black or African American, Native Hawaiian or Other Pacific Islander, and/or 


White 


• Use visual identification to determine and document the applicant’s ethnic or racial categories only if 


an applicant is unwilling or unable to respond.  At a minimum, local agency staff is required to 


select an ethnic category and at least one racial category when completing a WIC certification.  


Refer to page 23-24, Ethnicity and Race Categories Definitions and Ethnicity and Race Data 


Collection Flowchart for steps in the data collection process. 
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Ethnicity and Race Categories Definitions 


 


Instructions:  Review the USDA ethnicity and race categories below.   


 
Ethnic / Racial Categories as Identified in SPIRIT 


Ethnic Category 


(Choose one) 


Definition 


 


Hispanic or Latino 


A person of Cuban, Mexican, Puerto Rican, South or Central 


America, or other Spanish culture or origin regardless of race.  


The term “Spanish origin” can be used in addition to “Hispanic” 


or Latino”. 


 


Not Hispanic or Latino 


A person not having Cuban, Mexican, Puerto Rican, South or 


Central American, or other Spanish culture or origin, regardless 


of race. 


Race Category 


(Choose as many as apply) 


Definition 


American Indian or 


Alaska Native 


A person having origins in any of the original peoples of North or 


South American (including Central America), and who maintains 


tribal affiliation or community attachment. 


Asian 


A person having origins in any of the original peoples of the Far 


East, Southeast Asia, the Indian subcontinent including, for 


examples, Cambodia, China, India, Japan, Korea, Malaysia, 


Pakistan, the Philippine Islands, Thailand, or Vietnam. 


Black or African 


American 


A person having origins in any of the black racial groups of 


Africa.  Terms such as “Haitian” can be used in addition to 


“Black or African American”. 


Native Hawaiian or Other 


Pacific Islander 


A person having origins in any of the original peoples of Hawaii, 


Guam, Samoa, or other Pacific Islands. 


White 
A person having origins in any of the original peoples of Europe, 


Middle East, or North Africa. 


 


When asking the ethnicity and race questions, WIC staff must explain: 


• The collection of the information is strictly for statistical reporting requirements 


• Has no effect on the determination of their eligibility for WIC benefits. 


 


If a participant asks how the data is used, you may explain: 


• The information is used by USDA to determine how effectively WIC is reaching minority 


groups and to identify where additional outreach is needed. 
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Ethnicity and Race Data Collection Flowchart  


Verbally explain that: 


• This information is strictly for statistical purposes 


• The answers will have no effect on eligibility for WIC benefits 


• The applicant will be asked a series of questions with a Yes or No response 


Verbally assess the applicant’s understanding 


Example:  What questions do you have before we proceed? 


Ask and record response to the ethnicity question 


Applicant answers Yes or No Applicant unable or unwilling to respond 


Ask all race questions 


Applicant answers Yes to at                


least one race question 


Applicant answers No to                              


all five race questions 


Proceed with certification 


Staff member is required to use visual identification 


to determine applicant’s ethnicity and/or race.  Staff 


member is required to select ethnicity and at least 


one racial category. 
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Activity 4 


  


Ethnicity and Race Data Collection 
 


Instructions:  Answer each question below independently. 


 


1. What are the two civil rights questions that WIC staff must ask all participants? 


 


☐  Height and Weight 


☐   Ethnicity and Race 


 


2. When is WIC staff required to collect ethnicity and race data? 


 


☐  Whenever time is available 


☐   At initial certification or enrollment 


 


3. What are the two items that WIC staff must explain to participants when collecting ethnicity and 


race data? 


 


☐  The collection of the information is necessary to receive their food instruments, and 


could have an effect on receiving WIC benefits. 


☐  The collection of the information is strictly for statistical reporting and has no effect on 


the determination of their eligibility for WIC benefits. 


 


4. What information must WIC staff review with a participant / authorized representative at all 


certifications? 


 


☐  Rights and Responsibilities 


☐  Race and Ethnicity 


 


5. What should WIC staff do if a participant refuses to state her ethnicity or race? 


 


☐  Ask them why they won’t answer 


☐  Select and enter an ethnicity and race for them and enter it into SPIRIT 


 


 


What are some ways that you have effectively asked the ethnicity and race questions? 


Click here to enter text. 
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What is the Americans with Disabilities Act (ADA)? 


• The most comprehensive federal legislation that prohibits discrimination against people with 


disabilities 


Who is protected by ADA? 


• ADA protects individuals with disabilities.  A disability is a physical or mental impairment that 


substantially limits an individual’s major life activities (such as: caring for one’s self, performing 


manual tasks, walking, seeing, hearing, speaking, breathing, learning and working). 


o This includes function of the immune system, normal cell growth, digestive, bowel, bladder, 


neurological, brain, respiratory, circulatory, cardiovascular, endocrine, and reproductive 


functions (ADA Amendments Act 2008). 


ADA mandates reasonable accommodation 


• Reasonable accommodation is a modification or adjustment to enable individuals with disabilities to 


have equal access to benefits and privileges or a service or program, such as: 


o Changing existing facilities to make them accessible or usable 


o Acquiring or modifying equipment 


o Modifying tests, training materials, or policies to accommodate program participants with 


disabilities 


o Parking accommodations 


o NOTE:  women, infants and children must be accommodated if medically or nutritionally 


warranted (nutrition tailoring) 
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What is Limited English Proficiency (LEP)? 


• State and local agencies must take reasonable steps to ensure “meaningful” access to program 


information and services by people with Limited English Proficiency (LEP).  These services 


may include: 


o providing interpreters 


o providing printed materials in different language 


Who is protected by LEP requirements? 


• Individuals for whom English is not their primary language and who have a limited ability to 


read, speak, write or understand English. 


Local Agencies must have a LEP plan 


• Your agency’s LEP plan should include: 


o ways to identify individuals needing language assistance 


o staff training on ways to assist individuals needing language assistance 


o ways to notify LEP individuals about available support services 


 


• The WIC SPIRIT application has Language fields for staff to identify language needs of our 


participants. 







29 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Language Assistance 


How service is provided depends on: 


• Number and proportion of Limited English Proficient (LEP) persons served 


• Frequency of LEP persons’ contact with program 


• Nature and importance of program, activity, or service 


• Resources available and costs 


A shortage of resources does not eliminate the LEP requirement  


except in the case of extreme hardship. 


 


See page 33 for a helpful summary of ADA and LEP requirements for WIC agencies. 


Refer to Maine CDC WIC Policy CR-6 Language Access for detailed information regarding working 


with LEP as well as deaf / hard of hearing participants. 
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Americans with Disabilities Act and  


Limited English Proficiency 


 
Americans with Disabilities Act (ADA) 


What is it? The Americans with Disabilities Act (ADA) is the most comprehensive federal legislation 


that prohibits discrimination against people with disabilities 


Who is protected 


by ADA? 


ADA protects individuals with disabilities.  A disability is a physical or mental impairment 


that substantially limits an individual’s major life activities 


ADA mandates 


reasonable 


accommodation 


Reasonable accommodation is a modification or adjustment to enable individuals with 


disabilities to have equal access to benefits and privileges of a service or program, such as: 


• Changing existing facilities to make them accessible or usable 


• Acquiring or modifying equipment 


• Modifying tests, training materials, or policies to accommodate program 


participants with disabilities 


Limited English Proficiency (LEP) 


What is it? State and local agencies must take reasonable steps to ensure “meaningful” access to 


program information and services by people with Limited English Proficiency (LEP).  These 


services may include: 


• Providing interpreters 


• Providing printed materials in different languages 


Who is 


protected? 


Individuals for whom English is not their primary language and who have a limited ability 


to read, speak, write or understand English. 


Local agencies 


must adhere to 


LEP policies 


Procedures taken by LA staff must include: 


• Proper identification of individuals needing language assistance 


• Consistent provision of interpreter services to LEP participants 


• Documentation in participant record when interpreter service is refused 
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Public Notification 


• Federal law requires WIC programs to inform potential WIC applicants and program 


participants about: 


o Program availability—inform applicants and eligible persons of the availability of the 


program and the steps necessary for participation 


o Rights and responsibilities—inform applicants, participants and potentially eligible 


persons of their program rights and responsibilities 


o Complaint procedures—advise applicants and participants at the service delivery point 


of their right to file a complaint, and the complaint procedures 


o Nondiscrimination policy—all information and sources, including websites, used to 


inform the public about FNS programs must contain a nondiscrimination statement.  The 


statement is not required to be included on every page of the program website; at a 


minimum, the nondiscrimination statement or a link to it must be included on the home 


page of the program information. 
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What are some of the components of public notification at WIC Agencies? 


• Displaying the And Justice for All poster 


• Including the nondiscrimination statement on all materials that mention WIC or any other 


program funded by USDA 


• Making program information available to the public upon request 


• Informing potentially eligible persons, applicants, participants and community partners of 


program or changes in program 


• Providing information in other languages and by means accessible to people with disabilities 


• Ensuring that photos and graphics reflect diversity 


 


 


 







33 
 


 
 


  


 


• And Justice for All posters must be placed anywhere that services are provided and where they 


are easily visible 


• In the local agency offices and clinics, they should be posted in a place where participants are 


able to read the poster, usually in the waiting room or waiting area 


 


Current version of the And Justice for All posters must be on display.  Version AD-475, updated 


December 2015 and currently authorized for use, can be found at: 


https://www.fns.usda.gov/sites/default/files/cr/Justice-poster-general.pdf 


Copies of this poster may be downloaded for local agency printing or ordered from the State Agency. 



https://www.fns.usda.gov/sites/default/files/cr/Justice-poster-general.pdf
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There are two authorized Nondiscrimination Statements (NDS): 


• “Full” version (above) 


• “Short” version 


Maine CDC WIC Policy CR-1 provides details on the use of each statement. 


Requirements regarding use of NDS: 


• Local agencies are required to include the NDS on all materials used for certification, eligibility, 


program outreach and/or promotion, and participant rights that are distributed, posted, or aired for 


public viewing.  Examples of materials requiring the NDS include flyers, information, referral and 


outreach materials, posters, handouts, videos, leaflets, brochures, and publications. 


• The NDS is not required for nutrition education and breastfeeding promotion and support materials 


that strictly provide a nutrition message and simply carry the WIC logo. 


• NOTE:  The State WIC Program uses the short version of the NDS on its nutrition education and 


breastfeeding promotion and support materials because many of the materials are may be distributed 


by local WIC agencies to conduct program outreach.  When materials describe the WIC Program 


eligibility requirements and benefits offered, the long version is used. 


Use of statements: 


• The short version may be used on smaller materials or on short public service announcements. 


• The statements may be excluded when the size or configuration of the material makes it impractical. 
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Civil Rights Compliance Monitoring 


Federal Review of State Agency  


• The Maine CDC WIC Nutrition Program is evaluated by USDA FNS through the WIC 


Management Evaluation (ME) process. 


• USDA may choose two or more local agencies to be evaluated on areas under review 


which may include compliance with civil rights policies, laws and regulations. 


• USDA also reviews Maine CDC WIC Nutrition Program staff to ensure all staff 


members receive Civil Rights training on an annual basis. 


• Any identified noncompliance is reported as a finding on USDA’s ME report. 


State Agency Review of Local Agency 


• Each Local Agency is evaluated by State Agency staff at least every two years through 


the Management Evaluation Review (MER) process. 


• The State Agency evaluates each agency’s civil rights compliance during the MER to 


assess for adherence to civil rights laws and regulations as well as mandatory annual 


training. 


• Any identified noncompliance is reported as a finding on the State Agency MER report, 


with corrective action plan requirements established for the Local Agency. 
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Civil Rights Compliance Monitoring 


• If a local agency receives a finding from a federal or a state management evaluation, the 


local agency must develop and submit a corrective action plan (CAP) to the State Agency, 


outlining the action(s) taken to resolve the issue(s).  The State Agency is responsible for 


following up with the local agency to ensure the CAP is implemented and issue(s) have 


been corrected. 


• The State Agency must also develop and submit a CAP to USDA on its federal ME 


finding(s).  USDA follows up with the State Agency to ensure the issue(s) have been 


corrected. 


• Failure to correct a finding may result in reduction in program funding. 
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Activity 5 


 


Instructions:  Review the following questions and select the answer that you think is most appropriate. 


1. Which of the following help notify the public about their civil rights? 


☐  Rights and Responsibilities notice in the WIC Participant Booklet 


☐  Nondiscrimination statement 


☐  And Justice for All poster 


☐  All the above  


 


2. Where should the And Justice for All posters be placed? 


☐  In the manager’s office 


☐  In your cubicle 


☐  Where everyone can easily read it 


 


3. State WIC staff are required to receive Civil Rights training on an annual basis. 


☐  No 


☐  Yes 


 


4. In reference to Civil Rights, what does ADA mean? 


☐  American Diabetes Association 


☐  Americans with Disabilities Act 


☐  American Dental Association 
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  Civil Rights Compliance Includes Our Customer Service 


• Be patient and polite 


• Listen with presence and compassion 


• Avoid sarcasm 


• Be empathetic 


• Ask for help to resolve a difficult situation 


• Smile whenever possible, especially when you answer the phone—it will come 


across in your voice 


• Apologize when appropriate 


• To avoid offending anyone, be open to valuing the other person’s opinion 


• Do not feel you need to have the last word 


• Treat everyone the same no matter who they are, how they look, or how they act 


• Impose policies that impact all people the same 


• Treat everyone with dignity and respect 
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Civil Rights Compliance Includes Conflict Resolution 


 


• Try to remain calm and not mirror the behavior at hand 


 


• If you are unable to resolve the situation, obtain assistance from a manger 


 


• If you feel threatened in any way, obtain assistance from others, protect yourself, 


and if necessary, call 911.  Threats or acts of violence are never to be tolerated in 


the workplace 


 


• Use alternative dispute resolution techniques when appropriate 
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Activity 7 


Customer Service 


 


Scenario:  It is 11:50 A.M.; you have had computer network issues all morning, and the waiting 


room is packed.  The front door opens and a woman comes in with her two toddlers.  Her voice is 


raised as she is waving her hands in the air.  There is a room full of participants patiently waiting to 


be assisted when the woman walks to the front desk, points her finger in your face, and states very 


loudly, “Get me your supervisor now!  I have a complaint!” 


 


Instructions:  Answer the following questions in your groups.   


 


1. How do you handle this situation? 


Click here to enter text. 


 


 


2. What can you say to her that might make her feel valued? 


Click here to enter text. 


 


 


3. What actions might you use to calm the situation (tone of voice, body language, eye contact)? 


Click here to enter text. 


 


 


 


4. Describe how she might be feeling or what may have upset her. 


Click here to enter text. 


 


 


 


 


5. What words can you use to convey you understand, have compassion for, empathize with, and 


respect the participant? 


Click here to enter text.  
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  Complaints 


 


• A Civil Rights (CR) complaint is a verbal or written allegation of discrimination 


that a FNS program administers or operates in a manner that results in disparate 


treatment or services being provided to persons or groups of persons because of 


their protected class. 


 


• An Equal Employment Opportunity (EEO) complaint involves any employee 


or applicant for employment who believes that he or she has been discriminated 


against based on one of the protected classes when applying for a job or currently 


working for a FNS funded program. 


 


Everyone has the right to file a complaint! 
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  Complaints 


• If an applicant or participant wants to file a complaint, the local agency shall: 


o Advise the applicant or participant of their rights and responsibilities 


o Advise the participant that their identity is kept confidential 


o Details of the complaint are only to be shared with: WIC supervisors, the person filing 


the complaint, State WIC staff (Director or designee), and staff involved in the 


incident. 
 


• If the applicant or participant needs assistance with filing a complaint, the local agency staff 


member shall: 


o Draft the complaint on behalf of the applicant or participant 


o Complaint details to include: 


o Name, address, and telephone number of the complainant 


o Specific location, date(s) and Local Agency name where incident took place, 


and if applicable, the name of the person delivering WIC services 


o Description of incident or action, including reason complainant believes that it 


was discriminatory 


o Name(s), title(s) and address(es) of persons who may have knowledge of the 


discriminatory action  


o Submit the complaint to the appropriate address 


o Retain a copy in the local agency complaint file 
 


• The local agency is required to maintain a paper or electronic file that contains discrimination 


complaints and procedures.  See Appendix CR-4-A for State Agency log format. 
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Civil Rights Complaints 


• Must be based on one or more of the protected classes 


• Must be filed within 180 days of the occurrence or notice 


• Anonymous complaints shall be handled like any other complaint 


 


Refer to Discrimination Complaint Process and Procedures, pages 47-48  


as a helpful guide regarding handling participant complaints. 
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Discrimination Complaint Process 


 


If a participant claims to have been discriminated against, these steps must be followed: 


 


Step 1 


• Apologize to the participant and inform a supervisor immediately. 


• Note:  the participant has up to 180 days after the incident to report the complaint.  Complaints may 


be written, verbal or anonymous. 


 


Step 2 


If the supervisor cannot resolve the situation: 


• Share the rights and responsibilities information in the WIC Participant Booklet with the participant. 


• Assist the participant with filing a complaint, if necessary. 


• Note:  Maine CDC WIC Policy CR-4 provides detail on filing a complaint. 


 


Step 3 


Send the complaint to the addresses listed below.  If the participant files the complaint her/himself, provide 


the addresses for where to send the complaint. 


• Note:  the agency must respond to the complaint within 5 days. 


 


Send the complaint form to: 


United States Department of Agriculture 


Office of the Assistant Secretary for Civil Rights 


1400 Independence Avenue, SW 


Washington, DC  20250-9410 


Fax: (202) 690-7442 


Email:  program.intake@usda.gov 


 


AND 


 


Send a copy to: 


Maine CDC WIC Nutrition Program    ADA Compliance/EEO Coordinator 


ATTN:  Ginger Roberts-Scott     11 SHS 


11 SHS        Augusta, ME  04333 


286 Water Street, 6th Floor 


Augusta, ME  04333 


 


Note:  Details of the complaint are confidential and should only be shared among WIC supervisors, staff 


involved in the incident, the person filing the complaint, and the State WIC Director or designee. 


 


  



mailto:program.intake@usda.gov
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Complaint Procedures Overview 


 


Local Agency staff must advise the participant that their identity is kept confidential, except for the 


purpose of investigating the complaint, or conducting hearings or judicial proceedings. 


 


The Local Agency shall ensure the following information is provided in the written complaint: 


 


1. Participant Information 


a. Name 


b. Address 


c. Telephone number 


d. Or other means of contacting the individual 


 


2. Local Agency Information 


a. LA name 


b. Location where the participant receives WIC services 


 


3. Complaint Description 


a. The nature of the incident/action that led to the participant feeling discriminated against 


 


4. Persons involved or who may have knowledge of the incident/action 


a. Names 


b. Titles 


c. Business addresses 


 


5. Date(s) 


a. Date the incident/action occurred 


b. If continuing, the duration of incidents/actions 


 


The Local Agency shall not interfere with any rights or privileges of a participant because she/he made a 


complaint or allegation, testified, assisted, or participated in the investigation, proceeding, or hearing 


relating to the incident/action. 


 


As a result of a complaint, the LA must ensure that no person is: 


• Intimidated 


• Threatened 


• Coerced 


• Discriminated against 
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The Museum of Tolerance in Los Angeles welcomes its visitors in a unique and compelling way.  


Visitors must wait in the lobby until invited into the museum by a tour guide.  The guide points out there 


are only two doors to enter the museum.  One door is marked “prejudiced” and the other door is marked 


“unprejudiced”. 


Visitors are instructed to enter the door that most represents them.  Almost always, the door marked 


“unprejudiced” is selected.  The brave visitor who is first to try the door is unable to turn the knob.  Much 


to everyone’s surprise, the “unprejudiced” door is locked.  The only way to enter the museum is through 


the door marked “prejudiced”.   


This is a powerful lesson.  We are all prejudiced in some way for some reason.  We must acknowledge 


this to ourselves. 


The real question is not… “Are we prejudiced”? 


The real question is… “Are we acting on our prejudices”? 


It is in the action that discrimination exists. 
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Congratulations! 


You have completed the annual required Civil Rights training.  Please do the following: 


• discuss activity responses with your supervisor if you need clarification regarding 


any of the questions 


• update your continuing education log 


• notify your immediate supervisor you have completed the training 


• complete the training evaluation and send to the State Agency  


o email:  wic.maine@maine.gov  


o fax:  207-287-3993  


• fill in the Certificate of Completion; you may print it or scan and save for your 


training records 


 


We hope you have found this training to be helpful in your work. 



mailto:wic.maine@maine.gov
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Maine CDC WIC Nutrition Program  


Policy Manual Resources 


For additional information or technical assistance, please refer to the following policies: 


• CR-1 Public Notification 


• CR-2 Compliance 


• CR-3 Data Collection 


• CR-4 Complaint Process 


• CR-5 Training 


• CR-6 Language Access 


• CR-7 Special Populations 
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Maine CDC WIC Nutrition Program 


Civil Rights Training Evaluation 


 
Date:  Click here to enter a date.   


 


Your responses to the following statements and questions will help us evaluate this 


training program to best meet the needs of WIC staff.  Please take a few moments to give 


us your feedback by completing this evaluation. 


 
Please rate each statement by choosing an option in the drop-down menus provided. 


 
All mandated objectives were 


covered in the training. 


Choose an item. 


The information was relevant 


and current. 
Choose an item. 


The activities were effective. Choose an item. 


The training was a positive 


learning experience. 


Choose an item. 


 
What did you like best about this training? 


Click here to enter text. 


 


 


Please list one idea that you will use in your job as a result of this training. 


Click here to enter text. 


 


 


 


What suggestions do you have to improve this training? 


Click here to enter text. 


 


 


Thank you for your feedback! 
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Maine CDC WIC Nutrition Program 


Certificate of Completion 


Civil Rights Training 


“Equality for All” 


 


Presented to 


 


Click here to enter text. 


Click here to enter a date. 


 


This certifies that the above named has completed the 


Maine CDC WIC Civil Rights Training and has agreed to 


comply with the information given on discrimination, 


federal and state civil rights requirements and complaint 


procedures. 
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Civil Rights Compliance and Enforcement – Nutrition Programs and Activities 
 
 
I PURPOSE 
 
The purpose of this Instruction is to establish and convey policy and provide guidance and 
direction to the United States Department of Agriculture (USDA) Food and Nutrition Service 
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prohibition against discrimination in all FNS nutrition programs and activities, whether federally 
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II AUTHORITY 
 
 A Title VI of the Civil Rights Act of 1964, 42 U.S.C. § 2000d to 2000d-6, which 
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which prohibits discrimination based on sex under any education program or activity receiving 
Federal financial assistance; and USDA Implementing Regulation, 7 CFR Part 15 a. 
 
 D Section 504 of the Rehabilitation Act of 1973, which prohibits discrimination 
based on disability; and USDA Implementing Regulation, 7 CFR Part 15 b. 
 
 E Age Discrimination Act of 1975 (45 CFR Part 91), which prohibits discrimination 
based on age in programs or activities receiving Federal financial assistance. 
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(PRWORA), and Department of Justice (DOJ) Memorandum dated January 28, 1999, entitled, 
“Policy Guidance Document -- Enforcement of Title VI of the Civil Rights Act of 1964 and 
Related Statutes in Block Grant Type Programs.” 
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 G Civil Rights Restoration Act of 1987, which clarifies the intent of Congress as it 
relates to the scope of Title VI of the Civil Rights Act of 1964 and related nondiscrimination 
statutes to ensure nondiscrimination in all programs and activities of a recipient, whether those 
programs and activities are federally funded or not. 
 
 H The Food Stamp Act of 1977, as amended.  The Food Stamp Program (FSP) is an 
entitlement program available to all low-income individuals and families who meet the income, 
resource, and eligibility requirements as specified under the Act and corresponding regulations.  
The Act prohibits discrimination against any applicant or participant in any aspect of program 
administration for reasons of age, race, color, sex, handicap, religious creed, national origin, or 
political beliefs. 
 
 I Enforcement of Title VI of the Civil Rights Act of 1964 -- National Origin 
Discrimination Against Persons With Limited English Proficiency, 65 F.R. 50123, August 16, 
2000.  This is the Federal Register cite for Department of Justice guidance for Executive Order 
13166, Improving Access To Services For Persons With Limited English Proficiency, signed on 
August 11, 2000. 
 
 J USDA Departmental Regulation 4330-2, Activities Receiving USDA Financial 
Assistance, ensures compliance with and enforcement of the prohibition against discrimination in 
programs and activities funded in whole or in part by the U.S. Department of Agriculture. 
 
 K USDA Regulation 7 CFR Part 16, Equal Opportunity for Religious Organizations, 
implements executive branch policy that, within the framework of constitutional church-State 
guidelines, religiously affiliated (or “faith-based”) organizations should be able to compete on an 
equal footing with other organizations for USDA assistance. 
 
Refer to the specific Program Appendices for additional authorities. 
 
III POLICY 
 
The U.S. Department of Agriculture prohibits discrimination in all its programs and activities on 
the basis of race, color, national origin, age, disability, and where applicable, sex, marital status, 
familial status, parental status, religion, sexual orientation, genetic information, political beliefs, 
reprisal, or because all or part of an individual’s income is derived from any public assistance 
program.  (Not all prohibited bases apply to all programs.)  Persons with disabilities who 
require alternative means for communication of program information (Braille, large print, 
audiotape, etc.) should contact USDA’s TARGET Center at (202) 720-2600 (voice and 
TTY).   
 
Although it is the policy of the USDA and FNS, as so stated above, to provide fair and equitable 
treatment to every employee and customer, there are specific laws and regulations that provide 
for the protected bases for each nutritional assistance program. 
 
For this reason, sexual orientation, marital or family status, parental status, and protected genetic 
information are not protected bases in FNS federally assisted programs. 
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The following is the list of FNS programs and their applicable protected bases: 
 
 A Food Stamp Program and Food Distribution Program on Indian Reservations 
 
  1 race, 
  2 color, 
  3 national origin, 
  4 age, 
  5 sex, 
  6 handicap (disability), 
  7 religious creed, and 
  8 political beliefs. 
 
 B All other FNS nutritional assistance programs 
   
  1 race, 
  2 color, 
  3 national origin, 
  4 age, 
  5 sex, and 


  6 disability. 
 
Refer to the specific Program Appendices for exceptions to this policy. 
 
IV APPLICABILITY  
   
This Instruction is applicable to all programs and activities of a recipient of Federal financial 
assistance, whether those programs and activities are federally funded in whole or not. 
 
Sometimes programs or certain parts of programs are established to assist a certain group such as 
children, the elderly, pregnant or lactating mothers, etc.  Whenever Congressional legislation 
specifies or sets restrictions on program eligibility, those provisions take precedence over certain 
protected bases. 
 
V DEFINITIONS 
 
 A Alternative Dispute Resolution (ADR).   The use of a neutral third party to 
resolve informally a complaint of discrimination, through the use of various techniques (e.g., fact 
finding, mediation, facilitating, ombudsman, or conciliation).  A common element in most ADR 
techniques is the presence of a person who acts as the facilitator.  This facilitator is a neutral 
person who works with the parties to help them develop an agreeable resolution to their 
problems.  
 
 B  Applicant.  A person who applies in writing, electronically, verbally, or through a 
designated representative for participation in an FNS federally assisted or conducted program. 
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 C Assurance.  A contractual agreement (i.e., Federal/State Agency Agreement or a 
State Agency/Local Agency Agreement) in which a State agency, local agency, or other 
subrecipient legally agrees to administer FNS program services and benefits in accordance with 
all laws, regulations, instructions, policies, and guidance related to nondiscrimination in program 
delivery. 


 
 D Beneficiaries.   Individuals who receive assistance, services, or benefits under an 
FNS program (e.g., persons receiving food stamp benefits, WIC benefits, and/or commodities).  
Some programs commonly refer to these individuals as participants. 
 
 E Civil Rights (CR).  The nonpolitical rights of a citizen; the rights of personal 
liberty guaranteed to U.S. citizens by the 13th and 14th Amendments to the U.S. Constitution and 
by acts of Congress.   
 
 F Civil Rights Act and Regulations.  Title VI of the Civil Rights Act of 1964 and 
other authorities as outlined in Section II above and in the program-specific appendices. 
 
 G Complainant.  A person or group of persons who allege discrimination in the 
delivery of program benefits or services by a State agency, local agency, or other subrecipient. 
 
 H Complaint.  A verbal or written allegation of discrimination that indicates an 
FNS-conducted or -assisted program is administered or operated in such a manner that it results 
in disparity of treatment or services being provided to persons or groups of persons because of 
their protected bases.  
 
 I Contractor.  A person or entity that agrees to perform FNS-conducted or -assisted 
program-related services based on a legal agreement. 
 
 J Corrective Action Plan.  A plan describing the actions to be taken to resolve 
noncompliance with civil rights regulations, instructions, policies, and guidelines. 
 
 K Desk Review.  An in-house examination of civil rights information submitted as 
part of a recipient’s Federal financial assistance application. 
 
 L Disability.   A physical or mental impairment that substantially limits one or more 
of an individual’s major life activities, having a record of such impairment, or being regarded as 
having such an impairment. 
 
 M Discrimination.  The act of distinguishing one person or group of persons from 
others, either intentionally, by neglect, or by the effect of actions or lack of actions based on their 
protected bases.   
 
 N Federal Financial Assistance.  Federal financial assistance includes, but is not 
limited to: 
 
  1 Grants and loans of Federal funds, 
 
  2 Grant or donation of Federal property and interests in property, 
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  3 Commodities, 
 
  4 Detail of Federal personnel, 
 
  5 Sale and lease of, and the permission to use (on other than a casual or 
transient basis), Federal property or any interest in such property or the furnishing of services 
without consideration or at a nominal consideration, that is reduced for the purpose of assisting 
the State agency, local agency, or other subrecipient, or in recognition of the public interest to be 
served by such sale, lease, or furnishing of services to the State agency, local agency, or other 
subrecipient, and  
 
  6 Any Federal agreement, arrangement, or other contract that has as one of 
its purposes the provision of assistance. 
 
 O Federally Assisted Activities and Programs.  Includes any program, project, or 
activity for the provision of services, financial aid, or other benefits to individuals (whether 
provided through a State agency, local agency, or other subrecipient receiving Federal financial 
assistance or provided by others through contracts or other arrangements with the State agency, 
local agency or other subrecipient), and including work opportunities, cash, loans, or other 
assistance to individuals.  For the purposes of this definition, services, financial aid, or other  
benefits provided to individuals are those provided with the aid of Federal financial assistance or 
with the aid of any non-Federal funds, property, or other resources required to be expended or 
made available for the program to meet matching requirements or other conditions that must be 
met in order to receive the Federal financial assistance, and to include any services, financial aid, 
or other benefits to individuals provided in or through a facility with the aid of Federal financial 
assistance or such non-Federal resources. 
 
 P Grassroots Organization.  An organization at the local level that interacts directly 
with potential eligibles or participants, such as an advocacy organization, community action 
program, civic organization, migrant group, religious organization, neighborhood council, or 
other similar group. 
 
 Q Investigation.  Formal gathering of facts by the appropriate Office of Civil Rights 
(OCR) or other authorized government agency or private contractor that will refute or 
substantiate an allegation of discrimination. 
 
 R Limited English Proficiency (LEP) Persons.  Individuals who do not speak 
English as their primary language and who have a limited ability to read, speak, write, or 
understand English.  Recipients of Federal financial assistance have a responsibility to take 
reasonable steps to ensure meaningful access to their programs and activities by person(s) with 
limited English proficiency. 
 
 S Local Agency or Other Subrecipient.  Any agency, organization, or corporation 
that receives Federal financial assistance either directly or indirectly from FNS.  Examples of 
local agencies include, but are not limited to, school food authorities, food banks, and county 
health departments.  
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Refer to the appropriate program-specific appendix for additional clarification of local 
agency. 


  
 T Memorandum of Understanding (MOU). This document sets forth the agreement 
between FNS and the USDA Office of Civil Rights for processing complaints filed with the 
USDA that allege violations of Title VI of the Civil Rights Act of 1964 (as amended), Title IX of 
the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, Age 
Discrimination Act of 1975, Americans with Disabilities Act, Food Stamp Act of 1977 (as 
amended), and applicable USDA and FNS regulations, instructions, and guidance; and Executive 
Orders.  
 
 U Noncompliance.  The finding that any civil rights requirement, as interpreted by 
regulations; this Instruction; policies; or State agency, local agency, or other subrecipient 
guidelines; has not been satisfied. 
 
 V Office of Civil Rights (OCR).   
 
  1 USDA OCR - The organizational unit reporting to the Office of the 
Secretary of Agriculture that has authority to develop and administer a comprehensive program 
to assure equal opportunity and nondiscrimination for all persons in all aspects of USDA 
programs under applicable CR laws and regulations. 
 
  2 FNS Headquarters Civil Rights Division (CRD)  - The organizational unit 
reporting to the Office of the FNS Deputy Administrator for Management that has delegated 
authority comparable to that of USDA OCR. 
  3 FNS Regional OCR – The organizational unit reporting to the Office of 
the Regional Administrator that has delegated CR authority at the regional level. 
 
 W Participants.   Individuals who receive assistance, services, or benefits under an 
FNS program (e.g., persons receiving food stamp benefits, WIC benefits, and/or commodities). 
 
 X Post-approval Compliance Review.  A civil rights review (desk or onsite) that is 
conducted after an entity has been authorized to receive Federal financial assistance from FNS to 
determine civil rights compliance.  The review may be done as a routine part of the program 
compliance reviews or management evaluations.  The review may also be a special in-depth 
review as determined by civil rights concerns. 
 
 Y Potentially Eligible Persons.  Individuals or households that may be eligible to 
receive FNS program assistance, benefits, or services, but have not applied. 
 
 Z Preapproval/Preaward Compliance Review.  A desk or onsite compliance review 
of specific civil rights information submitted by a State agency, local agency, or other 
subrecipient applicant agency in the application for Federal financial assistance.  The review and 
approval of the information must take place before the application is approved for program 
operation. 
 
 AA Preliminary Inquiry (PI).  An informal gathering of information that will refute or 
substantiate an allegation of discrimination. 
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 BB Program Applicant.  Any agency or organization that submits a request or plan as 
required for FNS or a State agency, as a condition of eligibility for Federal financial assistance.  
 
 CC Program Compliance Review.  An evaluation procedure used to determine if State 
agencies, local agencies, and other subrecipients are administering and operating FNS programs 
in accordance with program and civil rights regulations, instructions, policies, and guidance. 
 
 DD Prohibited Bases.  The bases for nondiscrimination are race, color, national origin, 
age, disability, or sex.  The FSP and FDPIR also prohibit discrimination on the basis of political 
beliefs or religion. 
 
 EE Project Area.  The county or similar political subdivision designated by a State as 
the administrative unit for program operations.  Upon prior FNS approval a State, city, Indian 
Reservation, welfare district, or any entity with clearly defined geographic boundaries, or any 
combination of such entities, may be designated as a project area in accordance with regulations 
or guidelines for the specific program being administered. 
 
 FF Retail Food Store (Retailer).  An establishment or house-to-house trade route that 
sells food for home preparation and consumption normally displayed in a public area; consistent 
with the Food Stamp Program’s definition contained within 7 CFR Part  271.2. 
  
 GG Service Delivery Area.  The locale serviced by a service delivery point in the 
administration of FNS assisted programs, such as a school district or a food stamp project area. 
 
 HH Service Delivery Point.  A place in which FNS assisted program services or 
benefits are administered to the public.  Examples of service delivery points are homes for 
elderly citizens, day care centers, clinic sites, and FSP certification centers. 
 
 II Special Compliance Reviews.  Either scheduled or unscheduled reviews 
conducted when: 
 
  1 There is a need to follow up on noncompliance findings from postaward 
and preapproval reviews requiring additional information and comprehensive examination of 
specific aspects of program operations, 
 
  2 Statistical data indicates that a particular group is not participating in or 
benefiting from the program to an extent indicated by the population potentially eligible to 
participate in or benefit from the program, 
 
  3 Reports of noncompliance made by other agencies need to be investigated,  
 
  4 Systemic complaints of discrimination have developed that require 
followup, or 
 
  5 The Secretary of Agriculture, USDA OCR, the FNS Administrator, the 
FNS CR Director, or Regional CR Director requests a review. 
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 JJ Standard Operating Procedures (SOP).  Procedures designed by FNS to receive, 
process, and track program discrimination complaints or other matters under the MOU. 
 
 KK State Agency or other Recipient.  Any State Department (e.g., Health, Social 
Services, Education, Agriculture) or entity (e.g., Indian Tribal Organization (ITO)) that receives 
Federal financial assistance directly or indirectly from FNS, and either extends those funds to 
another State agency, local agency, or other subrecipient for the purpose of carrying out a 
program, or expends those funds directly in carrying out a program. 
 
Refer to FNS Program appendices for additional clarification on State agencies. 
 
 LL Subrecipient.  Any agency, organization, or corporation that receives Federal 
financial assistance indirectly from FNS.  Examples of subrecipients include but are not limited 
to school food authorities, food banks, and county health departments.  
 
 MM Underserved Group or Community.  A group or community whose participation 
in an FNS program is significantly below the percentage of potentially eligible members of the 
group or community in the service area. 
 
 NN Vendor.  A sole proprietorship, partnership, cooperative association, corporation, 
or other business entity operating one or more stores authorized by the State agency to provide 
WIC-authorized supplemental foods to participants under a retail food delivery system. 
 
Refer to the program specific appendices for additional definitions. 
 
VI RESPONSIBILITIES 
 
USDA’s OCR is responsible for the development, implementation, coordination, and 
enforcement of all aspects of the Department's CR program.  The Administrator of FNS is 
assigned line responsibility for implementing a comprehensive CR program that ensures 
nondiscrimination compliance in all FNS programs and activities.   
 
 A The FNS Administrator delegates the following responsibilities to the FNS CR 
Director: 
 
  1 Provide direction and leadership in the formulation and review of FNS CR 
policies.  Provide oversight for State and local agency CR programs. 
 
  2 Review Agencywide CR program under the CR laws, regulations, rules, 
and implementing guidelines. 
 
  3 Provide CR technical assistance and direction to Food Stamp, Special 
Nutrition, and all other Programs, staffs, and administrative areas.  
 
  4 Direct and coordinate the Agency's CR compliance program and activities. 
 
  5  Act as liaison with the USDA OCR, underserved communities, and 
grassroots organizations or groups.   
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  6 Evaluate program regulations, applicable FNS Instructions, policies, and 
guidelines to assure that all CR requirements are included. 
 
 B Regional Administrators provide direction, leadership, and resources to insure 
proper implementation of the Regional CR compliance program. 
 
 C FNS Regional OCR Directors, in collaboration with appropriate regional program 
and administrative staff, must: 
 
  1 Ensure that CR coverage is included as required in program reviews and 
grant applications. 
 
  2 Ensure that CR compliance assurances are obtained from all State 
agencies, local agencies, or other subrecipients. 
 
  3 Ensure that preapproval/preaward reviews (either onsite or desk reviews) 
are conducted for program administration applications to determine CR compliance status before 
approval. 
 
  4 Ensure that applicants’, participants’, and potentially eligible persons’ 
racial and ethnic data are obtained from State agencies as required by CR laws, regulations, 
policies, instructions, and guidelines. 
 
  5 Conduct and/or coordinate ongoing CR training for the FNS Regional 
Office and State agency personnel. 
 
  6 Seek voluntary compliance in noncompliance cases or potential 
noncompliance cases as provided in the CR regulations, policies, instructions, and guidelines. 
 
  7 Coordinate with FNS Headquarters CRD in overall FNS planning and 
targeting special onsite CR reviews. 
 
  8 Process, manage, and facilitate resolution of CR complaints in accordance 
with guidance from FNS Headquarters CRD and USDA MOU.  
 
  9 Provide CR technical assistance and direction to FNS and State program 
staff and to all other FNS administrative staff.  
 
  10 Provide operational direction to Regional Administrators in implementing 
the CR policies of FNS programs. 
 
VII LIMITED ENGLISH PROFICIENCY 
 
Title VI of the Civil Rights Act of 1964 prohibits recipients of Federal financial assistance from 
discriminating against or otherwise excluding individuals on the basis of race, color, or national 
origin in any of their activities.  Section 601 of Title VI, 42 U.S.C.  § 2000d, provides “No 
person in the United States shall, on the ground of race, color, or national origin, be excluded  
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from participation in, be denied benefits of, or be subjected to discrimination under any program 
or activity receiving Federal financial assistance.” 
 
The term “program or activity” is broadly defined.  There is no numerical threshold that must be 
met before provisions of the Civil Rights Act, prohibiting discrimination based on national 
origin, are applicable.   
 
State agencies, local agencies, or other subrecipients that fail to provide services to Limited 
English Proficiency (LEP) potentially eligible persons, applicants, and participants, or deny them 
access to federally assisted programs and activities, may be discriminating on the basis of 
national origin in violation of Title VI and its implementing regulations.  Title VI and its 
regulations require State agencies, local agencies, or other subrecipients to take reasonable steps 
to assure “meaningful” access to the information and services they provide.  What constitutes 
reasonable steps to assure meaningful access will be contingent on a number of factors.  Among 
the factors to be considered are (1) the number or proportion of LEP persons eligible to be served 
or likely to be encountered by the program or grantee; (2) the frequency with which LEP 
individuals come in contact with the program; (3) the nature and importance of the program, 
activity, or service provided by the program to people’s lives; and (4) the resources available to 
the grantee/recipient and costs. 
 
The following will assist a recipient in determining the extent of its obligation to provide LEP 
services: 
 
 A The Number or Proportion of LEP Persons Served or Encountered in the Eligible 
Population. 
 
  One factor in determining what language services recipients should provide is the 
number or proportion of LEP persons from a particular language group served or encountered in 
the eligible service population.  The greater the number or proportion of these LEP persons, the 
more likely language services are needed.  Ordinarily, persons “eligible to be served, or likely to 
be directly affected, by” a recipient’s program or activity are those who are served or 
encountered in the eligible service population.  This population will be program-specific, and 
includes persons who are in the geographic area that has been approved by a Federal grant 
agency as the recipient’s service area.  Where no service area has previously been approved, the 
relevant service area may be that which is approved by State or local authorities or designated by 
the recipient itself, provided that these designations do not themselves discriminatorily exclude 
certain populations. 
 
  Recipients should first examine their prior experience with LEP encounters and 
determine the breadth and scope of language services that were needed.  In conducting this 
analysis, it is important to include language minority populations that are eligible for FNS 
programs or activities but may be underserved because of existing language barriers.  Other data 
should be consulted to refine or validate a recipient’s prior experience, including the latest 
census data for the area served, data from school systems and from community organizations, 
and data from State and local governments.  Community agencies, school systems, religious 
organizations, legal aid entities, and others can often assist in identifying populations for whom 
outreach is needed and who would benefit from the recipients’ programs and activities where 
language services are provided. 
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 B The Frequency With Which LEP Individuals Come in Contact With the Program. 
 
  Recipients should assess, as accurately as possible, the frequency with which they 
have or should have contact with an LEP individual from different language groups seeking 
assistance.  The more frequent the contact with a particular language group, the more likely that 
enhanced language services in that language are needed.  The steps that are reasonable for a 
recipient that serves an LEP person on a one-time basis will be very different than those expected 
from a recipient that serves LEP persons daily.  It is also advisable to consider the frequency of 
different types of language contacts.  For example, frequent contacts with Spanish-speaking 
people who are LEP may require certain assistance in Spanish.  Less frequent contact with 
different language groups may suggest a different and less intensified solution.  If an LEP 
individual accesses a program or service on a daily basis, a recipient has greater duties than if the 
same individual’s program or activity contact is unpredictable or infrequent.  But even recipients 
that serve LEP persons on an unpredictable or infrequent basis should use this balancing analysis 
to determine what to do if an LEP individual seeks services under the program in question.  This 
plan need not be intricate.  It may be as simple as being prepared to use one of the commercially-
available telephonic interpretations services to obtain immediate interpreter services.  In applying 
this standard, recipients should take care to consider whether appropriate outreach to LEP 
persons could increase the frequency of contact with LEP language groups. 
 
 C The Nature and Importance of the Program, Activity, or Service Provided by the 
Program. 
 
  The more important the activity, information, service, or program, or the greater 
the possible consequences of the contact to the LEP individuals, the more likely language 
services are needed.  The obligations to communicate rights to a person who is arrested or to 
provide medical services to an ill or injured person, and to provide nutrition assistance to 
individuals or groups of persons differ, for example, from those to provide bicycle safety courses 
or recreational programming.  A recipient needs to determine whether denial or delay of access 
to services or information could have serious or even life-threatening implications for the LEP 
individual.  Decisions by a Federal, State, or local entity to make an activity compulsory, such as 
particular educational programs in the Special Supplemental Nutrition Program for Women, 
Infants, and Children (WIC) or the communication of eligibility requirements, can serve as 
strong evidence of the program’s importance. 


 
 D The Resources Available to the Recipient and Costs. 
 
  A recipient’s level of resources and the costs that would be imposed on it may 
have an impact on the nature of the steps it should take.  Smaller recipients with more limited 
budgets are not expected to provide the same level of language services as larger recipients with 
larger budgets.  In addition, “reasonable steps” may cease to be reasonable where the costs 
imposed substantially exceed the benefits. 
 
  Resource and cost issues, however, can often be reduced by technological 
advances; the sharing of language assistance materials and services among and between 
recipients, advocacy groups, and Federal grant agencies; and reasonable business practices.  
Where appropriate, training bilingual staff to act as interpreters and translators, information 
sharing through industry groups, telephonic and video conferencing interpretation services,  
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pooling resources and standardizing documents to reduce translation needs, using qualified 
translators and interpreters to ensure that documents need not be “fixed” later and that inaccurate 
interpretations do not cause delay or other costs, centralizing interpreter and translator services to 
achieve economies of scale, or the formalized use of qualified community volunteers, for 
example, may help reduce costs. 
 
  Recipients should carefully explore the most cost-effective means of delivering 
competent and accurate language services before limiting services due to resource concerns.  
Large entities and those entities serving a significant number or proportion of LEP persons 
should ensure that their resource limitations are well-substantiated before using this factor as a 
reason to limit language assistance.  Such recipients may find it useful to be able to articulate, 
through documentation or in some other reasonable manner, their process for determining that 
language services would be limited based on resources or costs. 
 
[Specific FNS and Departmental LEP Guidance is Reserved] 
 
VIII EQUAL OPPORTUNITY FOR RELIGIOUS ORGANIZATIONS 
 
 A Faith-based and community-based organizations (FBOs and CBOs) have a long 
history of involvement in Federal nutrition assistance programs and a tradition of supporting 
low-income people by providing a wide range of social services.  These organizations are 
important and longstanding partners in the Department of Agriculture’s efforts to provide 
nutrition assistance to those in need.   
 
 B Federal nutrition assistance programs operate primarily through partnerships with 
State agencies, which in turn partner with local organizations.  Generally, FBOs/CBOs 
participate in these programs through agreements with States, or through other local agencies 
that have agreements with States, rather than directly with the Federal government. 
  
 C Nutrition assistance program policy encourages the participation of FBOs/CBOs 
on an equal footing with other kinds of local cooperating organizations, and avoids barriers that 
would make their participation difficult.  In addition, FNS has undertaken special initiatives that 
recognize the role of FBOs/CBOs in serving low-income people.   
 
 D The Department of Agriculture promulgated a regulation on July 9, 2004, to 
ensure the elimination of unwarranted barriers to the participation of faith-based organizations in 
USDA programs to ensure that no organization will be discriminated against in a USDA-funded 
program on the basis of religion and to ensure that USDA-funded programs are available to all 
regardless of religion.  The regulation, entitled “Equal Opportunity for Religious Organizations,” 
is codified at 7 CFR Part 16. 
 
 E This regulation ensures a level playing field for the participation of faith-based 
organizations and other community organizations in USDA programs by: 
 


• Prohibiting discrimination for or against an organization on the basis of 
religion, religious belief, or religious character in the administration or distribution of Federal 
funds, 
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• Allowing a religious organization that participates in USDA programs to 
retain its independence and continue to carry out its mission, provided that direct USDA funds 
do not support any inherently religious activities such as worship, religious instruction, or 
proselytization, 


• Clarifying that faith-based organizations can use space in their facilities to 
provide USDA-funded services without removing religious art, icons, scriptures, or other 
religious symbols, and  


• Ensuring that no organization that receives direct financial assistance from 
the USDA can discriminate against a program beneficiary, or prospective beneficiary, on the 
basis of religion or religious belief. 
 
IX PUBLIC NOTIFICATION  
 
All FNS assistance programs must include a public notification system.  The purpose of this 
system is to inform applicants, participants, and potentially eligible persons of the program 
availability, program rights and responsibilities, the policy of nondiscrimination, and the 
procedure for filing a complaint. 
 
 A Basic Elements of Public Notification.  The public notification system must 
include the following three basic elements: 
 
  1 Program Availability.  Each State agency, local agency, or other 
subrecipient that distributes program benefits and services must take specific action to inform 
applicants, participants, and potentially eligible persons of their program rights and 
responsibilities and the steps necessary for participation.   


 
  2 Complaint Information.  Applicants and participants must be advised at 
the service delivery point of their right to file a complaint, how to file a complaint, and the 
complaint procedures. 
 
  3 Nondiscrimination Statement.  All information materials and sources, 
including Web sites, used by FNS, State agencies, local agencies, or other subrecipients to 
inform the public about FNS programs must contain a nondiscrimination statement.   It is not 
required that the nondiscrimination statement be included on every page of the program 
information Web site.  At the minimum, the nondiscrimination statement, or a link to it, must be 
included on the home page of the program information. 
  
  4 FSP and FDPIR State or local agencies, and their subrecipients, must post 
the following nondiscrimination statement (or current applicable revision). This statement must 
be posted in all FSP and FDPIR State agency, local agency, or other subrecipient offices and be 
included, in full, on all materials regarding such recipients’ programs that are produced by the 
recipients for public information, public education, or public distribution.   The authorized 
statements below cannot be modified.  If a State authorizes additional language, it must be 
included in a separate statement. 
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   a The authorized statement reads as follows: 
 
   “In accordance with Federal law and U.S. Department of Agriculture 
policy, this institution is prohibited from discriminating on the basis of race, color, national 
origin, sex, age, religion, political beliefs, or disability.  
 
   “To file a complaint of discrimination, write USDA, Director, Office of 
Civil Rights,  1400 Independence Avenue, S.W., Washington, D.C. 20250-9410 or call (800) 
795-3272 (voice) or (202) 720-6382 ( TTY).  USDA is an equal opportunity provider and 
employer." 
 
   If the material is too small to permit the full statement to be included, the 
material will at a minimum include the statement, in print size no smaller than the text, that “This 
institution is an equal opportunity provider.” 
 
   b For State agencies using a joint application for food stamp benefits 
and other public assistance programs administered by the Department of Health and Human 
Services, FNS allows State agencies the option of waiving the use of the previously mentioned 
required statement and using the statement specified below.  Use of the joint nondiscrimination 
statement is preapproved.  State agencies do not have to submit a written request to FNS to use 
the joint statement.  The second statement that may be used on joint application forms reads as 
follows: 
 
   c “In accordance with Federal law and U.S. Department of 
Agriculture (USDA) and U.S. Department of Health and Human Services (HHS) policy, this 
institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, 
or disability.  Under the Food Stamp Act and USDA policy, discrimination is prohibited also on 
the basis of religion or political beliefs. 
 
    “To file a complaint of discrimination, contact USDA or HHS.  
Write USDA, Director, Office of Civil Rights,  1400 Independence Avenue, S.W., Washington, 
D.C. 20250-9410 or call (800) 795-3272 (voice) or (202) 720-6382 ( TTY).  Write HHS, 
Director, Office for Civil Rights, Room 506-F, 200 Independence Avenue, S.W., Washington, 
D.C. 20201 or call (202) 619-0403 (voice) or (202) 619-3257 (TTY).  USDA and HHS are equal 
opportunity providers and employers.” 
 
    If the material is too small to permit the full statement to be 
included, the material will, at minimum, include the statement, in print no smaller than text, that 
“The USDA is an equal opportunity provider and employer.” 


 
   d For all other FNS nutritional assistance programs, State or local 
agencies, and their subrecipients, must post the following nondiscrimination statement (or 
current applicable revision) and include it, in full, on all materials regarding such programs that 
are produced for public information, public education, or public distribution.  The authorized 
statements below or current applicable revisions cannot be modified.  If a State authorizes 
additional language, it must be included in a separate statement. 
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   (1) The authorized statement reads as follows: 
 
   “In accordance with Federal law and U.S. Department of Agriculture 
policy, this institution is prohibited from discriminating on the basis of race, color, national 
origin, sex, age, or disability. 
 
   “To file a complaint of discrimination, write USDA, Director, Office of 
Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call (800) 795-
3272 or (202) 720-6382 (TTY).  USDA is an equal opportunity provider and employer.” 
 
   (2) If the material is too small to permit the full statement to be 
included, the material will at a minimum include the statement, in print size no smaller than the 
text that “This institution is an equal opportunity provider.”   
 
   (3) A nondiscrimination statement is not required to be imprinted on 
items such as cups, buttons, magnets, and pens that identify the program, when the size or 
configuration makes it impractical.  In addition, recognizing that Internet, radio, and television 
public service announcements are generally short in duration, the nondiscrimination statement 
does not have to be read in its entirety.  Rather, a statement such as “The [program name] is an 
equal opportunity provider” is sufficient to meet the nondiscrimination requirement.   
 
 B Methods of Public Notification.  Each State agency, local agency, or other 
subrecipient serving the public must take the actions below to inform the general public, 
potentially eligible populations, community leaders, grassroots organizations, and referral 
sources about FNS programs and applicable CR requirements. 
 
  1     Prominently display the USDA nondiscrimination poster "And Justice for 
All," or an FNS approved substitute, except in family day care homes.  If a State agency elects to 
produce its own posters, either due to unavailability from USDA/FNS or State agency 
preference, the reproduction must be approximately the same size as the applicable “And Justice 
for All” poster (11’’ width and 17’’ height).  
  
  2 Inform potentially eligible persons, applicants, participants, and grassroots 
organizations (particularly those in underserved populations), of programs or changes in 
programs.  This includes information pertaining to eligibility, benefits, and services, the location 
of local facilities or service delivery points, and hours of service.  This information can be 
communicated by methods such as, but not limited to, Internet, newspaper articles, radio and 
television announcements, letters, leaflets, brochures, computer-based applications, and bulletins. 
   
  3 Provide appropriate information, including Web-based information, in 
alternative formats for persons with disabilities. 
  
  4 Include the required nondiscrimination statement on all appropriate FNS 
and agency publications, Web sites, posters, and informational materials provided to the public.  
 
  5 Convey the message of equal opportunity in all photographic and other 
graphics that are used to provide program or program-related information. 
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X ASSURANCES 
 
 A To qualify for Federal financial assistance, an application must be accompanied 
by a written assurance that the entity to receive financial assistance will be operated in 
compliance with all nondiscrimination laws, regulations, instructions, policies, and guidelines. 
The Regional Offices will obtain written assurance of nondiscrimination compliance from each 
State agency and will ensure that State agencies are obtaining assurance from local agencies or 
other subrecipients that receive Federal financial assistance.  Retailer and vendor agreements, 
though not an indicator of being a recipient of Federal financial assistance, must also include an 
assurance of nondiscrimination. 
 
 B Where applicable, a statement of assurance must be incorporated into the 
Retailer/Vendor/Federal/State/local/subrecipient agency agreement.  With the exception of 
retailers and vendors, the agreement must state that the entity involved will compile data, 
maintain records, and submit reports as required to permit effective enforcement of 
nondiscrimination laws, regulations, policies, instructions, and guidelines.  This agreement 
permits authorized USDA personnel to review such records, books, and accounts as needed 
during hours of program operation to ascertain compliance.  The FNS Regional OCR is 
responsible for reviewing, approving, and monitoring FNS/State agency agreements.  State 
agencies are responsible for monitoring compliance with the agreements that cover their 
programs.  State agencies are also responsible for reviewing, approving, and monitoring local 
agency and other subrecipient agreements.   
 
Refer to FNS Program appendices for additional information. 
 
XI CIVIL RIGHTS TRAINING 
 
Training is required so that people involved in all levels of administration of programs that 
receive Federal financial assistance understand civil rights related laws, regulations, procedures, 
and directives.  Persons responsible for reviewing CR compliance must receive training to assist 
them in performing their review responsibilities.  This training may be carried out as part of 
ongoing technical assistance. 
 
The FNS Regional OCR and State agencies will be responsible for training State agency staffs.  
State agencies are responsible for training local agencies.  Local agencies are responsible for 
training their subrecipients, including “frontline staff.”  “Frontline staff” who interact with 
program applicants or participants, and those persons who supervise “frontline staff,” must be 
provided civil rights training on an annual basis.  Specific subject matter must include, but not be 
limited to: 
 
 A Collection and use of data, 
 
 B Effective public notification systems, 
 
 C Complaint procedures, 
 
 D Compliance review techniques,  
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 E Resolution of noncompliance, 
 
 F Requirements for reasonable accommodation of persons with disabilities,  
  
 G Requirements for language assistance, 
 
 H Conflict resolution, and 
 
 I Customer service. 
 
XII DATA COLLECTION AND REPORTING  
 
FNS Headquarters and Regional Offices, State agencies, local agencies, and other subrecipients 
must provide for and maintain a system to collect the racial and ethnic data in accordance with 
FNS policy.  These data will be used to determine how effectively FNS programs are reaching 
potential eligible persons and beneficiaries, identify areas where additional outreach is needed, 
assist in the selection of locations for compliance reviews, and complete reports as required. 
 
 A Collecting and Reporting Participation Data 
 
  1 State agencies, local agencies, and other subrecipients are required to 
obtain data by race and ethnic category on potentially eligible populations, applicants, and 
participants in their program service area.   


 
  2 Systems for collecting actual racial and ethnic data must be established 
and maintained for all programs.  FNS requires recipients of Federal financial assistance to ask 
all program applicants and participants to identify all the racial categories that apply.  This is 
consistent with existing OMB guidance.  OMB states: “Respect for individual dignity should 
guide the processes and methods for collecting data on race and ethnicity; ideally, respondent 
self-identification should be facilitated to the greatest extent possible, recognizing that in some 
data collection systems observer identification is more practical.”  FNS also believes that self-
identification or self-reporting is the preferred method of obtaining characteristic data.  Program  
applicants and participants should be encouraged to provide the information by explaining the 
use of the statistical data.  The following is an example that may be utilized when soliciting 
characteristic data from a program applicant/participant: 
 
   “This information is requested solely for the purpose of determining the State’s 
compliance with Federal civil rights laws, and your response will not affect consideration of your 
application, and may be protected by the Privacy Act.  By providing this information, you will 
assist us in assuring that this program is administered in a nondiscriminatory manner.”  If the 
applicant declines to self-identify, the applicant should be informed that a visual identification of 
his or her race and ethnicity will be made and recorded in the data system. 
 
  In instances where demographic data, specifically racial/ethnic data, is collected 
via an online system, provisions must be made for the program applicant/participant to self-
identify.  Once the data is collected via the online system, the program applicant/participant must 
then be able to verify this data by signing some type of summary printout of this information or 
by attesting to the correctness and accuracy of the data in some manner. 
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  3 Such systems must ensure that data collected about potentially eligible 
persons, program applicants, and participants are: 
 
   a Collected and retained by the service delivery point for each 
program as specified in the program regulations, instructions, policies, and guidelines,  
 
   b Based on documented records and maintained for 3 years,  
 
   c Maintained under safeguards that restrict access of records only to 
authorized personnel, and, 
 
   d Submitted, as requested, to the FNS Regional or Headquarters 
Offices. 
 
  4 Race and Ethnic Categories, Two-Question Format:  To provide flexibility 
and ensure data quality, separate categories shall be used when collecting and reporting race and 
ethnicity.  Ethnicity shall be collected first.  Respondents shall be offered the option of selecting 
one or more racial designations.  Recommended instructions accompanying the multiple 
response for race should specify “Mark one or more” or “Select one or more.”  The minimum 
designations for collection are: 
 
   a Ethnicity: 
 
    (1) Hispanic or Latino.  A person of Cuban, Mexican, Puerto 
Rican, South or Central American, or other Spanish culture or origin, regardless of race.  The 
term “Spanish origin” can be used in addition to “Hispanic or Latino.” 


 
(2) Not Hispanic or Latino. 


 
   b Race: 
 
    (1) American Indian or Alaskan Native.  A person having 
origins in any of the original peoples of North and South America (including Central America), 
and who maintains tribal affiliation or community attachment. 
 
    (2) Asian.  A person having origins in any of the original 
peoples of the Far East, Southeast Asia, or the Indian subcontinent, including, for example, 
Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and 
Vietnam. 
 
    (3) Black or African American.  A person having origins in any 
of the black racial groups of Africa.  Terms such as “Haitian” or “Negro” can be used in addition 
to ‘Black or African American.’ 
 
    (4) Native Hawaiian or Other Pacific Islander.  A person 
having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 
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    (5) White.  A person having origins in any of the original 
peoples of Europe, the Middle East, or North Africa. 


 
  5 A State agency may have categories for race in addition to the ones 
required by FNS; however, the additional categories must be mapped and extracted to the FNS-
required categories.   Provision shall be made to report the number of respondents in each racial 
category who are Hispanic or Latino.  
 
 6 Program applicants/participants may not be required to furnish 
information on their race or ethnicity unless this information is necessary to determine the 
applicant’s eligibility to receive a benefit or to determine the amount of benefit to which an 
eligible participant may be entitled.  Self-identification by the applicant/participant is the 
preferred method of obtaining characteristic data.  Where an applicant does not provide this 
information, the data collector shall through visual observation secure and record the information 
where possible.  However, the data collector may not “second guess,” or in any other way 
change or challenge a self-declaration made by the applicant as to his or her race or ethnic 
background unless such declarations are patently false.   
 
Refer to FNS Program appendices for additional information. 
 
 B Determining the Eligible Population.  State agencies must identify the population 
of potentially eligible persons to participate in an FNS program by racial and ethnic data 
category for each service delivery area, project area or county.  The information may be derived 
from standard statistical sources such as reports issued by the U.S. Census Bureau or Bureau of 
Vital Statistics.  State agencies may also use data or information collected by other Federal and 
State agencies (e.g., Department of Education (DOEd).)  
 
XIII COMPLIANCE REVIEWS 
 
The CR compliance review is a component of the FNS management evaluation review process 
that is conducted on an ongoing basis for all FNS programs.  The CR review must examine the 
activities of State agency, local agency, or other subrecipients to determine that FNS programs 
are being administered in compliance with CR requirements.  FNS Regions should refer to the 
program-specific management evaluation guidance for further information on the management 
evaluation review process. 
 
 A The FNS Regions are responsible for the review of State agencies and Regional 
Office Administered Programs (ROAP) local agencies.  The State agencies are responsible for 
the review of local agencies, except for ROAP.  Local agencies are responsible for the review of 
their subrecipients.  
 
 B The office performing compliance reviews must advise the reviewed entity, in 
writing, of the review findings and recommendations.  If the review is performed by a State 
agency, any significant findings are to be reported to the FNS Regional OCR.  If the review is 
performed by the FNS Region, significant findings must be reported to FNS Headquarters CRD.   
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 C Preapproval/Preaward Compliance Reviews.  The FNS Region or State CR 
official(s) must determine that all State agency, local agency, or other subrecipient program 
applicants are in compliance with CR requirements prior to approval for Federal financial 
assistance.  Such determinations must be based on a desk or onsite review of CR information 
provided by the program applicant. The preapproval/preaward review report must be maintained 
in the appropriate program files.  In all cases, FNS shall require from the program applicant: 
 
  1  That each program applicant or recipient promptly notify FNS of any 
lawsuit filed against the program applicant or recipient or a subrecipient alleging discrimination 
on the basis of race, color, or national origin, and that each recipient notify FNS of any 
complaints filed against the recipient alleging such discrimination; and that each program 
applicant or recipient provide a brief description of any pending applications to other Federal  
agencies for assistance, and of Federal assistance being provided at the time of the application or 
requested report.   
 
  2  A statement by any program applicant describing any civil rights 
compliance reviews regarding the program applicant conducted during the 2-year period before 
the application; information concerning the agency or organization performing the review; and 
periodic statements by any recipient regarding such reviews.   
  
  3 A written assurance by any program applicant or recipient that it will 
compile and maintain records required by the FNS guidelines or other directives.  
  
  4 An onsite preapproval compliance review must be conducted if warranted.  
For instance, an onsite review must be conducted if the information provided in the application is 
not sufficient to make the determination of compliance.  If the preapproval/preaward compliance 
review determines that the State agency, local agency or other subrecipient may not be in 
compliance with CR requirements, action on the application will be deferred pending prompt 
initiation and completion of administrative action.  The FNS Regional OCR or State must 
immediately notify, as appropriate, the State agency, local agency, or other subrecipient 
applicant in writing of the noncompliance and provide the program applicant with the 
opportunity to take corrective action within a specified timeframe.  
 
  5 The report of the preapproval/preaward compliance review must include 
specific facts upon which the written determination of compliance is made.  
 
 D The FNS Regional OCR or State CR reviewer must secure information as 
necessary to make the determination of compliance.  In any applications for approval of specific 
projects or significant changes in applications for continuation or renewal of assistance, and at 
other times as appropriate, FNS shall require program applicants and recipients to provide 
relevant and current CR information.  Examples of such data and information that are required, 
to the extent necessary and appropriate, for determining compliance with CR laws, regulations, 
and instructions, are as follows: 
 
  1  The manner in which services are or will be provided by the program in 
question, and related data necessary for determining whether any persons are or will be denied 
such services on the basis of prohibited discrimination. 
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  2 The demographics of the population eligible to be served, as necessary to 
determine any barriers to access by any persons on the basis of prohibited discrimination.  
 
  3 Data regarding covered employment, including use or planned use of 
bilingual public-contact employees serving beneficiaries of the program where necessary to 
permit effective participation by beneficiaries who do not speak English as their primary 
language and who have a limited ability to read, speak, write, or understand English. 
 
  4 The location of existing or proposed facilities connected with the program, 
and related information adequate for determining whether the location has or will have the effect 
of unnecessarily denying access to any persons on the basis of prohibited discrimination. 
 
  5 The present or proposed membership demographic statistics of any 
planning or advisory body that is an integral part of the program. 
 
  6 A civil rights impact analysis where relocation is involved.  Where 
additional data, such as demographic maps, the racial composition of affected neighborhoods, or 
census data, are necessary or appropriate for understanding information required by this section, 
FNS shall specify, in its guidelines or in other directives, the need to submit such data. Such 
additional data should be required, however, only to the extent that they are readily available or 
can be compiled with reasonable effort. 
 
 E Post-Award or Routine Compliance Reviews.  State and local agencies 
responsible for the administration of an FNS program or subrecipients approved for participation 
in an FNS program must conduct routine compliance reviews as identified by this Instruction and 
program-specific regulations, policies, instructions, and guidelines. These reviews evaluate 
compliance with CR law, regulations, policies, instructions, and guidance.  
 
  1 Coverage and Frequency. 
 
   a FNS Regions must review all State agencies within their region 
and a sampling of local agencies or other subrecipients as required by current program 
regulations and CR requirements. 
 
   b State agencies must review local agencies as required by current 
program regulations and CR requirements.  Local agencies must review their subrecipients as 
required by current program regulations and CR requirements.   
  
  2 Selection Criteria.  The State agency, local agency, or other subrecipient to 
be reviewed for CR compliance by the Food and Nutrition Service Regional Office (FNSRO) 
may be selected based on an indication of possible concerns in the State agency, local agency or 
other subrecipient program operations.  Indicators of possible CR concerns may include, but are 
not limited to, the following:  
 
 a An unusual fluctuation in the participation of racial or ethnic 
groups in a service area, 
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 b The number of discrimination complaints filed against the agency, 
 
   c Information from grassroots organizations, advocacy groups, 
individuals, State officials, or other interested parties, or 
 
 d Unresolved findings from previous CR reviews. 
 
 3 Review Content.  
 
 a When the FNS Region is reviewing CR compliance in a State, the 
following items should be determined as appropriate: 
 
  (1) Whether the State is meeting its requirement to review 
lower-level agencies (e.g., local agencies), 
 
  (2) Whether the State’s data collection system results in valid 
counts of program applicants and participants,  
 
  (3) Whether the State’s data collection system ensures that 
access to program records is restricted to authorized personnel only,  
 
  (4) Whether uniform program requirements are applied to all 
local agencies or other subrecipients (e.g., are all clinics required to operate under the same 
requirements?), 
 
  (5) Whether there is a public notification system in place that 
meets the minimum requirements set forth in this Instruction and other applicable regulations, 
policies, and guidance, 
 
  (6) Whether the complaint procedure meets the minimum 
requirements set forth in this Instruction and other applicable regulations, policies, and guidance, 
 
  (7) Whether training is provided to all new and current 
employees to assure that these persons are competent in CR enforcement or the operation of the 
program in a nondiscriminatory manner, 
 
    (8) Whether the State is using the USDA nondiscrimination 
statement (see appropriate program appendices), 
 
    (9) Whether the State provides CR training to its local agencies 
or other subrecipients, 
 
    (10) Whether the State is conducting analyses to determine that 
denied applications are not disproportionately composed of any segment of the population, and 
 
    (11)  Whether vendors are serving all persons in compliance with 
CR requirements, and whether program participants are treated the same as other customers. 
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   b When a review of a local agency or other subrecipient is 
performed, by either the FNS Region or the State, the following items should be determined: 
  
    (1) Whether potentially eligible persons and households have 
an equal opportunity to participate in the program, 
 
    (2) Whether case records are coded by race or ethnic origin, 
 
    (3) Whether offices are displaying the USDA 
nondiscrimination poster in a conspicuous location,  
 
    (4)  Whether the nondiscrimination statement is included on all 
printed materials such as applications, pamphlets, forms, or any other program materials 
distributed to the public and on Web sites; and whether graphic materials reflect inclusiveness 
based on race, color, national origin, age, sex, and disability, 
 
    (5) Whether program information is being made available to 
potentially eligible persons, program applicants, and participants.  Whether the local agency or 
subrecipient is providing program information to organizations within the community that may 
assist the local agency in reaching potentially eligible populations, 
 
    (6)  Whether actual applicant and participant racial and ethnic 
data are being collected and maintained on file for 3 years, 
 
    (7) Whether CR complaints are being handled in accordance 
with procedures outlined in this Instruction or other regulations, policies, and guidance, and 
 
    (8) Whether the local agency or other subrecipient has 
conducted CR training for its staff. 
 
 F Reports.  The FNS Region, State agency, or local agency must submit a written 
report detailing the findings of the CR review to the State, local agency, or subrecipient, as 
appropriate.  FNS Region reports must be forwarded to FNS Headquarters CRD upon 
completion.  State and local agency reports must be maintained on file and must be made 
available during subsequent CR reviews.   
 
 G Corrective Action.  Findings that indicate probable noncompliance with CR 
requirements must be handled in accordance with the procedures for resolving noncompliance 
contained in this Instruction. 
 
 H Special Compliance Reviews.  A special compliance review should be conducted 
by FNS Regional and/or Headquarters CRD when significant CR concerns having a direct effect 
on the delivery of FNS program services and/or benefits are identified.  Special compliance 
reviews should be planned and conducted by FNS Headquarters or Regional OCRs.  USDA 
OCR may conduct other special reviews.   
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Examples of Special Compliance Review circumstances include, but are not limited to: 
 
  1 Program participation data indicates that a particular group in a specific 
area is not benefiting from an FNS program, 
 
  2 Reports of alleged noncompliance made by the media, grassroots 
organizations, or advocacy groups need to be resolved, 
 
  3 Reports of alleged noncompliance made by other agencies, such as DOEd 
and HHS, need to be resolved, or 
 
  4 Patterns of complaints of discrimination have been documented. 
  
 I FNS Regional Office Reviews.  FNS Headquarters CRD must conduct Regional 
Office reviews in coordination with Program Deputy Administrators, Regional Administrators, 
and Regional OCRs.  The reviews will include in-depth examinations of Regional Office 
practices related to State agency implementation of its CR administrative responsibilities, 
procedures for monitoring and conducting CR reviews, and procedures for handling CR 
complaints in FNS programs.  The review may also include an assessment of the implementation 
practices of a State agency. 
 
XIV RESOLUTION OF NONCOMPLIANCE  
 
 A Noncompliance.  A finding of noncompliance may be the result of a routine 
management evaluation review, a special review, or an investigation.  Noncompliance is a 
factual finding that any CR requirement, as provided by law, regulation, policy, instruction, or 
guidelines, is not being adhered to by a State agency, local agency, or other subrecipient.   
 
The following are general examples of prohibited discrimination: 
 
  1 Denying an individual or household the opportunity to apply for FNS 
program benefits or services on the basis of race, color, national origin, age, sex, or disability.  
The FSP and FDPIR also prohibit discrimination on the basis of religion and political beliefs. 
 
  2 Providing FNS program services or benefits in a disparate manner on the 
basis of race, color, national origin, age, sex, or disability, unless the difference is necessary to 
comply with nondiscrimination requirements, such as disability accommodations.  The FSP and 
FDPIR also prohibit discrimination on the basis of religion and political beliefs. 
 
  3 Selecting members for planning and advisory bodies in such a way as to 
exclude persons from membership on the basis of race, color, national origin, age, sex, or 
disability.  The FSP and FDPIR also prohibit discrimination on the basis of religion and political 
beliefs. 
 
  4 Selecting FNS program sites or facilities in a manner that denies an 
individual access to FNS program benefits, assistance, or services on the basis of race, color, 
national origin, age, sex, or disability.  The FSP and FDPIR also prohibit discrimination on the 
basis of religion and political beliefs. 
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 B Achieving Voluntary Compliance.  Once noncompliance is determined, steps 
must be taken immediately to obtain voluntary compliance.  The effective date of the finding of 
noncompliance is the date of the written notice of noncompliance to the State agency, local 
agency, or other subrecipient.  After a finding of noncompliance, the following action must be 
taken: 
 
  1 State agency must: 
 
   a Provide immediate written notice to the local agency or other 
subrecipient indicating the areas of noncompliance and the action required to correct the 
situation. 
 
   b Negotiate with the local agency or other subrecipient to achieve 
compliance.   
 
   c Submit to the Regional Administrator a  Report of Findings of 
Noncompliance in letter format on all cases where corrective action has not been completed 
within 60 days of the finding.  The attached documentation must include the following: 
 
    (1) Copies of compliance reviews, 
 
    (2) A brief statement of the allegations of noncompliance that 
can be factually supported, 
 
    (3) A statement of all actions taken to achieve voluntary 
compliance, 


  
    (4) List of available witnesses, their addresses, and official 
titles, with a brief statement of the matter about which they can testify, 
 
    (5) Relevant contracts, assurances, and agreements between the 
State agency, local agency, and other subrecipient, 
 
    (6) List of names, titles, office mailing addresses, and office 
telephone numbers of parties involved, including the chief local agency or other subrecipient 
official and the State administrative official responsible for the program, 
 
    (7) A report of the specific amount of assistance provided 
during the last 3 fiscal years and the program authorities under which the assistance is extended, 
 
    (8) Letters from the State agency advising the local agency or 
other subrecipient of failure to comply, 
 
    (9) A statement of the defenses the local agency or other 
subrecipient may be expected to raise, and 
 
    (10) Recommendation for enforcement proceeding or for 
permission to pursue voluntary compliance efforts. 
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  2 FNS Regional OCR must, with the concurrence of the Regional 
Administrator (RA): 


 
   a Determine whether the State agency should pursue further 
voluntary compliance efforts.  If so, refer the case back to the State agency with suggestions for 
further actions that may achieve voluntary compliance. 
 
   b If it is determined that the State agency has exhausted all voluntary 
compliance efforts, or if the initial noncompliance determination was made by the FNS Regional 
OCR, FNS Regional OCR must prepare a letter to the State agency, local agency, or other 
subrecipient for the Regional Administrator's signature that includes: 
 
                         (1)  The area of probable noncompliance, 
 
    (2) Appropriate citations being violated under 7 CFR Part 15, 
this Instruction or other FNS regulation, policy, or guidance, 
 
    (3) Sixty-day notice to resolve the matter and agree to 
corrective action, and 
 
    (4) Warning that the matter may be subject to legal actions. 
 
   c If the RA determines that voluntary corrective action cannot be 
achieved within the 60 days allowed by negotiation with the State agency, local agency, or other 
subrecipient, the RA must submit the Report of Findings of Noncompliance, with appropriate 
documentation attached, to FNS Headquarters CRD, with copies to the appropriate FNS Deputy 
Administrator.  Appropriate documentation should include the following: 


 
    (1) Copies of compliance reviews, 
  
    (2) A brief statement of the allegations of discrimination that 
can be factually supported, 
 
    (3) A statement of all actions taken to achieve voluntary 
compliance, 
   
    (4) List of available witnesses with their addresses and official 
titles, and with a brief statement of the matter about which they can testify, 
 
    (5) Relevant contracts, assurances, and agreements with FNS 
and, where appropriate, between the State agency, local agency, or other subrecipient, 
 
    (6) List of names, titles, office mailing addresses, and office 
telephone numbers of parties involved, including the chief agency official and the State 
administrative official responsible for the program, 
  
    (7) A report of the specific amount of assistance provided 
during the last 3 fiscal years and the program authorities under which the assistance is extended, 
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    (8) Letters from the State agency and/or FNS advising the 
agency of failure to comply, 
 
    (9) A statement of the defenses the agency may be expected to 
raise, and 
 
     (10)  Recommendation for enforcement proceeding or for 
permission to pursue voluntary compliance efforts. 
 
  3 FNS Headquarters CRD must, with the concurrence of the appropriate 
Program Deputy Administrator: 
 
   a Determine whether the RA should pursue further voluntary 
compliance efforts.  If so, refer the case back to the FNS Regional Administrator and Regional 
OCR with suggestions for further actions that may achieve voluntary compliance. 
 
   b If it is determined that the RA has exhausted all voluntary 
compliance efforts, FNS OCR must prepare a letter to the State agency, local agency, or other 
subrecipient for the FNS Administrator's signature that includes: 
 
                         (1) The area of probable noncompliance,  
 
    (2) Appropriate citations being violated under 7 CFR Part 15, 
this Instruction or other FNS regulation, policy, or guidance, 
 
    (3) Notification of 30 days to resolve the matter and agree to 
corrective action or to submit a request for reconsideration.  Requests for an extension of the 
time to submit opposing comments must be made in writing before the time for such submissions 
has expired.  FNS’ decision on a request for reconsideration is final, and there is no further right 
to request reconsideration.  A request for reconsideration must contain arguments or evidence 
which establish that: 
 
  (a)      new material and evidence is available that was not 
readily available when the previous decision was issued, or  
 
 (b) the previous decision involved an erroneous 
interpretation of law, regulation, or material fact, or misapplication of established policy, or 


 
 (c) the decision is of such exceptional nature as to have 
substantial implications. 
   
 (4) Warning that the matter may be subject to legal actions. 
 
   c  If the letter from the FNS Administrator fails to achieve 
compliance within the 30 days allowed, the complete case and other required documentation will 
be forwarded to USDA OCR for formal enforcement action.  Copies of the complete case must 
be included for forwarding by USDA OCR to the Office of the General Counsel (OGC) and 
DOJ. 
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  4 USDA OCR Responsibilities: 
 
   a Review the record for completeness and adequacy of efforts at 
securing voluntary compliance. 
 
                      b Issue orders to give a notice of hearing or opportunity to request a 
hearing pursuant to 7 CFR Part 15 and arrange for the designation of an administrative law judge 
to preside over any such hearing. 
 
                      c Authorize the taking of action pursuant to 7 CFR Part 15.8(a) 
relating to compliance by "other means authorized by law." 
 
 C Termination or Suspension of Assistance.  Any action to suspend or terminate 
assistance must be limited to a particular State agency, local agency or other subrecipient against 
whom the finding of noncompliance has been made and must be limited in its effect to the 
particular program, or part thereof, on which noncompliance has been found. 
  
  1 General conditions for termination or suspension of assistance by USDA 
must not become effective until FNS and USDA administrative responsibilities have been met. 
 
   a FNS Responsibilities: 
 
    (1) Advise the State agency, local agency, or other subrecipient 
in writing of its failure to comply and that it has been determined that compliance cannot be 
secured through voluntary means. 
 
    (2)  Forward the complete case and other required 
documentation to USDA OCR for formal enforcement action.  Copies of the complete case must 
be included for forwarding by USDA OCR to the OGC and the DOJ. 
 
   b USDA Responsibilities: 
 
                       (1)    Document the finding that after opportunity for a hearing, 
the recipient has failed to comply with the requirements of this instruction, regulations, policies, 
and other applicable guidelines. 
 
    (2) Ensure the action has been approved by the Secretary 
pursuant to 7 CFR Part 15.10(e). 
 
                      (3) Ensure 30 days have passed since the Secretary has filed a 
full written report of the circumstances and the grounds for such action with the committee of the 
House and committee of the Senate that have legislative jurisdiction over the program involved. 


 
  2 After final termination is approved by the Secretary, FNS Headquarters 
CRD must prepare a letter to the appropriate FNS Deputy Administrator for the termination of  
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the financial assistance.  The letter must advise the Deputy Administrator to advise FNS 
Headquarters OCR if the violating State agency, local agency, or other subrecipient reapplies for 
assistance.  FNS Headquarters CRD must notify USDA OCR of the reapplication for assistance 
and, upon agreement with USDA OCR, conduct a preapproval onsite review. 
 
XV COMPLAINTS OF DISCRIMINATION 
 
 A All complaints alleging discrimination on the basis of race, color, national origin, 
age, sex, or disability, either written or verbal, must be processed within the time frames 
established by Departmental regulations and agreements.  The FSP and FDPIR also prohibit 
discrimination on the basis of religion or political beliefs. 
 
 B FNS Headquarters CRD and the FNS Regional OCRs have been delegated the 
authority to determine whether or not complaints will be reviewed and, if so, the manner in 
which they are to be reviewed.  Depending on where the complaint was initially filed, it must be 
forwarded to the appropriate OCR (FNS Headquarters, Regional, or State) for a determination on 
how the complaint will be handled.  The appropriate OCR will prepare and issue letters of 
acknowledgment to the complainants.  
 
 C FNS Headquarters and Regional OCRs must establish and maintain a system for 
processing and resolving complaints of discrimination that complies with Departmental 
regulations and agreements.  FNS Headquarters CRD has a Memorandum of Understanding with 
USDA OCR regarding complaint processing and resolution that directs FNS actions as follows: 
 
  1 Right to File.  Any person or representative alleging discrimination based 
on a prohibited basis has the right to file a complaint within 180 days of the alleged 
discriminatory action.  Only the Secretary of Agriculture may extend this time under special 
circumstances.  The complainant must be advised of confidentiality and Privacy Act 
applications.  The complainant and the entity that the complaint is filed against will be 
encouraged to resolve the issue at the lowest possible level and as expeditiously as possible.  
 
  2 Acceptance.  All complaints, written or verbal, must be forwarded to the 
appropriate Regional or FNS OCR Director, unless an approved State complaint procedure is in 
place.  Anonymous complaints will be handled as any other complaints, to the extent feasible, 
based on available information.  
 
  3 Forms.  FNS Headquarters and Regional OCR, State agency, local agency, 
or other subrecipient may develop complaint forms, but the use of such forms must not be a 
prerequisite for acceptance of a complaint.  It is encouraged that complaint form format be 
collaboratively developed and coordinated among FNS, State agency, local agency, and/or other 
subrecipients.  


  
  4 Verbal Complaints.  In the event a complainant makes the allegations 
verbally or in person and refuses or is not inclined to place such allegations in writing, the person 
to whom the allegations are made must write up the elements of the complaint for the 
complainant.  Every effort should be made to have the complainant provide the following 
information:  
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   a Name, address, and telephone number or other means of contacting 
the complainant, 
 
   b The specific location and name of the State agency, local agency, 
or other subrecipient delivering the service or benefit, 
 
   c The nature of the incident or action that led the complainant to feel 
discrimination was a factor, and an example of the method of administration that is having a 
disparate effect on the public, potential eligible persons, applicants, or participants, 
 
   d The basis on which the complainant believes discrimination exists.  
The bases for nondiscrimination are race, color, national origin, age, disability or sex.  The FSP 
and FDPIR also prohibit discrimination on the basis of religion and political beliefs,  
 
   e The names, telephone numbers, titles, and business or personal 
addresses of persons who may have knowledge of the alleged discriminatory action, and 
 
   f The date(s) during which the alleged discriminatory actions 
occurred or, if continuing, the duration of such actions. 
 
XVI GUIDELINES FOR PROCESSING CIVIL RIGHTS COMPLAINTS 
 
These guidelines summarize the responsibilities of FNS OCR, FNS Regional and Field Offices, 
and those State agencies delegated the authority to process complaints. 
 
 A FNS Headquarters CRD will: 
 
  1 Acknowledge complaints filed with the Secretary of Agriculture and the 
FNS Administrator informing the complainant of the action planned or requesting additional 
information needed for clarification. 
 
  2 Request that the appropriate regional office gather facts that will either 
support or refute the complainant’s allegation(s). 
 
  3 Refer the complaint to the appropriate agency if not within FNS’ 
jurisdiction. 
 
  4 Refer the complaint to the appropriate program division if no protected 
class is involved or the issues alleged are of a program nature. 
 
  5 Refer all age discrimination complaints to the Federal Mediation and 
Conciliation Service. 
 
  6 Review and evaluate the facts gathered and presented by the regional 
offices. 
 
  7 Recommend corrective action, when necessary. 
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  8 Write Final Agency Decision letters informing the complainant of closure 
or followup action.  Include the complainant’s right to appeal to the Secretary of Agriculture. 
 
 B FNS Regional Offices will: 
 
  1 Acknowledge complaints received in the regional and field offices 
informing the complainant of the action planned or requesting additional information needed for 
clarification. 
 
  2 Request that the appropriate field office gather facts that will either 
support or refute the complainant’s allegation(s). 
 
  3 Refer the complaint to the appropriate agency if not within FNS’ 
jurisdiction. 
 
  4 Refer the complaint to the appropriate program division if no protected 
class is involved or the issues alleged are of a program nature. 
 
  5 Refer all age discrimination complaints to the Federal Mediation and 
Conciliation Service in Washington, D.C. within 10 days of receipt. 
 
  6 Review and evaluate facts gathered and presented by the field offices. 
 
  7 Write case decision letters informing the complainant of closure or 
followup action.  Include the complainant’s right to appeal to the Secretary of Agriculture. 
 
  8 Refer all recommendations for corrective action to FNS Headquarters 
CRD. 
 
  9 Submit, for concurrence and oversight, quarterly reports to FNS 
Headquarters CRD. 
 
 C State agencies delegated the authority to process complaints will: 
  
  1 Provide information at the program delivery site advising program 
applicants/participants of the option to file a complaint with the Secretary of Agriculture, FNS’ 
Administrator, or the State agency. 
 
  2 Accept and acknowledge complaints filed with the State agency informing 
the complainant of the action planned or requesting additional information needed for 
clarification. 
 
  3 Refer all age discrimination complaints to FNS Regional OCR. 
 
  4 Gather facts that will either support or refute the complainant’s 
allegation(s), ensuring that all relevant sources of information are investigated. 
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  5 Review and evaluate the facts gathered. 
 
  6 Write decision letters informing the complainant of closure or followup 
action.  Include the complainant’s right to appeal to the Secretary of Agriculture. 
 
  7 Implement corrective action, when necessary. 
 
  8 Submit a report to FNSRO of each complaint processed, prior to issuing a 
decision letter to the complainant for the purpose of oversight and concurrence. 
 
XVII   PROCEDURES FOR PROCESSING AND RESOLVING COMPLAINTS OF 
DISCRIMINATION 
 
 A All complaints alleging discrimination on the basis of race, color, national origin, 
age, sex, or disability, either written or verbal, must be processed within 90 days of receipt.  The 
FSP and FDPIR also prohibit discrimination on the basis of religion or political beliefs. 
 
 B Responsibilities of State agencies, local agencies, or other subrecipients in regard 
to discrimination complaint processing are set out in USDA regulations implementing CR laws.  
In some instances, program regulations address complaint processing.  This Instruction 
coordinates the complaint processing responsibilities of State agencies, local agencies, or other 
subrecipients.  USDA regulations implementing Federal CR laws place certain direct 
requirements on State agencies, local agencies, or other subrecipients to maintain a processing 
system for discrimination complaints. 
 
 C State agencies are to follow the steps below for interacting with FNS Regional 
OCRs in the administration of their discrimination complaint processing system: 
 
  1 As part of the State Operations Plan, each State agency must submit a 
description of the agency’s discrimination complaint/grievance processing system to the FNSRO 
for review.  State agencies should operate their system as described in the approved submission 
unless there is an approved revision. 
 
  2 All complaints alleging discrimination on the basis of age, except as noted 
in program appendices, will be forwarded to the appropriate FNS Regional OCR by the State 
agency within 5 working days after receipt.  The FNS Regional OCR will refer the complaint to 
the Federal Mediation and Conciliation Service (FMCS) within 10 days of initial receipt by the 
State agency, local agency, or other subrecipient, in accordance with the governmentwide 
arrangement.  If FNS Headquarters CRD receives the complaint, it will adhere to the same 
processing standards.  If FMCS mediation is successful, FMCS must notify the appropriate FNS 
CRD so that the case can be closed.  If mediation is unsuccessful, FMCS must refer the 
complaint back to the appropriate OCR for processing through the established complaint 
processing system. 
 
 D FNS, and those State agencies delegated the authority to process complaints of 
discrimination under their respective statutes or policies, will be responsible for the entire 
complaint process, including providing the complainant with appeal rights at the time of closure.  
Program complaints that do not allege discrimination shall be processed as such under program  
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guidelines and recorded under a separate and distinct logging system for easy identification.  
Upon receipt of an incoming complaint, the OCR, Regional Offices, and State agencies will 
proceed accordingly: 
 
  1   When the OCR receives a complaint, it is immediately logged into a 
computerized tracking system.  The case is forwarded to a Civil Rights Specialist who analyzes it 
to determine jurisdiction and appropriate course of action.  The Civil Rights Specialist 
acknowledges receipt of the complaint within 5 days and includes within the acknowledgement 
letter action(s) planned or a request for additional information, if needed. 
 
  2 Based on the analysis performed by the Civil Rights Specialist, one of 
three situations will occur: 
 
   a Referral:  these are cases received that required no action to be 
performed by the Civil Rights Specialist.  In this instance, the case is referred to the appropriate 
office and /or agency.  Cases in this category will be considered closed at this point. 
 
   b Age Discrimination:  these are cases received that contain an 
allegation of age discrimination.  These cases will be forwarded to the Federal Mediation and 
Conciliation Service (FMCS) in Washington, D.C. for mediation.  The agency will ensure that, 
as required by regulations, complaints are referred to FMCS within 10 days of receipt by FNS.  
FMCS will have 60 days to mediate the complaint.  If mediation is successful and the complaint 
is resolved, FMCS will forward its findings to FNS.  This will initiate a letter to the complainant 
by FNS confirming that the mediation was successful.  If mediation is unsuccessful, or if FNS 
does not send the complaint to FMCS within the 10-day time frame, FNS will process the 
complaint in accordance with the established complaint processing procedures for other 
complaints. 
 
   c Investigation:  these are cases that contain alleged violations in 
FNS programs, a prohibited basis of discrimination, and an adverse action as determined by the 
complainant.  An investigation must be conducted on these cases.  At minimum, the investigation 
must consist of: 
 
    (1) contact with the complainant or authorized representative, 
if any, and a review of his/her case file, 
 
    (2) a review of a representative sample of case files of 
similarly situated program participants/applicants proceeding with: 
 
     (a) the total program participant/applicant population 
(to be determined within an established timeframe), extracting from that population: 
 
     (b) the total number of program participants/applicants 
that are similarly situated as the complainant, concluding with not less than ten (10) percent of 
the random number of program participants/applicants that are similarly situated as the 
complainant, 
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Note:  In cases where ten (10) percent of the total number of program participants/applicants 
that are similarly situated as the complainant is twenty (20) or less, you must review at least five 
(5) of those case files. 
 
    (3)    contact with the State agency for a response to the 
allegations set forth in the complaint. 
 
  3 When an investigation is determined necessary, the Specialist uses one of 
two methods for obtaining information on a complainant:  a) contact the complainant for 
additional information on the complaint and desk review of the case files; or b) conduct an 
investigation. 
 
   a When a desk review of information from the complainant’s case 
file and similarly situated case files is determined to be the appropriate action, the regional office 
will provide a written request, within 5 days of receipt of notice from OCR, to the State agency 
for the information desired.  If the complainant’s letter was initially received in Headquarters, the 
request for a desk review will be forwarded to the regional office for action.  Information from 
the State agency may be requested by telephone; however, all telephone requests should be 
documented and followed up in writing.  The letter to the State agency shall be sent certified 
mail -- return receipt requested or by a method where delivery can be tracked by the receiver’s 
signature. 
 
   b The nature of the complainant’s letter may warrant an onsite 
investigation.  The onsite investigation must consist of an interview with the complainant (face-
to-face or by telephone); the investigation may be discontinued at this step if the complainant 
indicates that discrimination did not occur; that he/she understands how the case was handled; 
does not wish to pursue the complaint; or withdraws the complaint.  If the complainant does not 
wish to pursue or withdraws the complaint, the person conducting the investigation should obtain 
a signed statement from the complainant.  The signed statement should be included with the 
investigative report.  If further investigation is necessary based on available information, the 
following steps will be taken in addition to the interview with the complainant: 
 
    (1) review of the complainant’s case file, 
 
    (2) review of other similarly situated case files, 
 
    (3) interviews with local Agency officials, 
 
    (4) interviews with relevant witnesses and other 
applicants/participants, and 
 
    (5) interviews with representatives of grassroots/advocacy 
organizations, if warranted. 
 
  4 The FNS/State agency shall conduct an investigation to substantiate or 
refute the allegations in the complaint.  An investigation shall be conducted on all complaints 
that establish a prima facie case of discrimination.  The elements of a prima facie case may vary 
depending on the facts of the complaint, but such elements often include the following: 
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   a the complainant is a member of a protected class,  
 
   b the complainant is qualified and eligible for a benefit or a program 
that receives Federal financial assistance from USDA,  


     
   c the complainant’s access to or participation in a USDA federally 
funded program was harmed by the recipient’s action or failure to act, and 
 
   d there is some evidence of recipient’s actions or failure to act from 
which, if otherwise unexplained, an inference of discrimination can be drawn. 
 
The State agency shall prepare a written report of the investigation that includes the findings of 
the investigation with relation to the specific allegations of the complaint and a summary of all 
interviews with the complainant, participants, and community organizations and case file 
examinations.  If an investigation is not conducted, the State agency shall provide an explanation 
in its report to the FNS regional office. 
 
To ensure that sufficient information is presented to make a sound decision and fully address 
issues or concerns of the complainant, a standardized inquiry report format may be used.  All 
requests for extensions of time to conduct preliminary inquiries will be handled on a case-by-
case basis.  Processing time will be counted during the extension period. 
   
  5 All complaints, regardless of the originating office, shall be processed and 
closed within 90 days of receipt.  A decision letter shall be sent to the complainant that contains:  
The name of the complainant, a review number, the date the complaint was received, a statement 
of the jurisdictional authority, a statement of each allegation and applicable regulation, if an 
investigation is warranted, the methodology on how the complaint was investigated, and the 
conclusions.  All decision letters to complainants will include their appeal rights to the Secretary 
of Agriculture. 
 
  6 The FNSRO shall maintain responsibility for the review and disposition of 
each complaint handled at the State agency level.  The State agency will submit a report to 
FNSRO of each complaint processed, prior to issuing a decision letter to the complainant for the 
purpose of oversight and concurrence.  All complaint reports will be reviewed for thoroughness, 
particularly to determine if all of the complainant’s allegations and concerns were addressed and 
if appropriate inquiry/contacts were made.  The FNS regional office shall refer all complaints 
processed by the State agency to FNS Headquarters quarterly for final disposition. 
 
FNS Headquarters will maintain management responsibility for the review and disposition of 
each complaint handled at the Headquarters or FNSRO levels.  All reports will be reviewed for 
compliance to determine if the complainant’s concerns were adequately addressed and if 
appropriate contacts were made. 
 
In addition to reviewing records, all complaint activity, including training, will be monitored and 
evaluated during routine annual CR reviews.  Staff having the responsibility for processing 
complaints must be trained on the appropriate procedures prior to conducting complaint 
inquiries/investigations.  Regional Civil Rights Directors will continue to provide training to  
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Regional, Field Office, and State agency personnel on an ongoing basis. The FNSRO will, 
during Management Evaluation Reviews, review State agency complaint procedures to 
determine if their procedures meet regulatory requirements and to assure that State agencies 
implement connective action on any noncompliance situation disclosed during an investigation. 
 
 
 
 


Roberto Salazar 
Administrator 
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FOOD STAMP PROGRAM (FSP) 


 
A Legislative Authority - The Food Stamp Act of 1977, 7 U.S.C. § 2011-2036. 
 
B Regulatory - 7 CFR Parts 271 -- 285. 
 
C Overview  
 
The FSP is authorized under the Food Stamp Act of 1977, as amended (the Act).  The FSP is an 
entitlement program available to all low-income individuals and families that meet the income, 
resource, and eligibility requirements as specified under the Act and corresponding regulations.  
In addition to CR legislation and USDA policy, FSP regulations at 7 CFR Part 272.6 specify that 
State agencies shall not discriminate against any applicant or participant in any aspect of 
program administration, including, but not limited to, the certification of households, the 
issuance of program benefits, the conduct of fair hearings, or the conduct of any other program 
service for reasons of age, sex, race, national origin, color, handicap, religious creed, or political 
beliefs.  
 
D Definitions 
 
 1  Citizenship and immigrant status -- In general, to be eligible to participate in the 
FSP, a person must be a U.S. citizen, a U.S. noncitizen national, a member of an Indian tribe as 
defined in section 4(e) of the Indian Self Determination and Education Assistance Act (25 U.S.C. 
§ 450b(e)), an American Indian who was born in Canada, or an eligible immigrant as specified 
under the Act and corresponding regulations.  See 7 CFR Part 273.4.  
 
 2 Disabled -- a household member who suffers from a disability considered 
permanent under the Social Security Act or who suffers from a non-disease-related severe and 
permanent disability.  See full definition at 7 CFR Part 271.2. 
 
 3 Elderly -- For FSP purposes, an elderly person is 60 years of age or older.  
  
 4 Plan of Operation -- Each State agency must submit for approval a plan of 
operation specifying the manner in which the program will be conducted within the State in 
every political subdivision.  The State Plan of Operation includes a prepreprinted Federal or 
State Agreement that has been signed by each State.  The agreement includes a CR statement. 
See 7 CFR Part 272.2.   
 
 5 Project area - the county or similar political subdivision designated by a State as 
the administrative unit for program operations.  
 
 6 Small project - areas with monthly active caseloads of 2,000 households or fewer.  
 
 7 Medium project - areas with monthly active caseloads of 2,001 to 15,000 
households.  
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8 Large project - areas with monthly active caseloads of 15,000 households or more.  


 
 9  Single-language minority – households that speak the same non-English language 
and that do not contain adult(s) fluent in English as a second language.   
 
 10 State agency -- The State agency is the agency of State government, including 
local offices, that are responsible for the administration of the federally aided public assistance 
programs, including the FSP.  The State agency may either be State administered or County 
administered.  County administered agencies include the local agencies that administer public 
assistance programs for the State agency.  Under the Act, an Indian Tribal Organization (ITO) 
may request approval from the Secretary of Agriculture to operate the FSP as a separate State 
agency providing the ITO can prove the State agency is not operating the program to meet the 
needs on the reservation.  The FSP must notify FNS Civil Rights Offices in the event approval is 
given.  (See 7 CFR Part 271.2). 
 
E Civil Rights Assurance 
 
In accordance with 7 CFR Part 272.2(b), the State/Federal agreement, which is a component in 
the State agency’s Plan of Operation, must contain a statement in which the State agency agrees 
to comply with all applicable civil rights laws and regulations.  FNS Regional and State OCR 
offices are responsible for ensuring that the appropriate CR statement in the State/Federal 
agreement is updated as necessary.   
 
F Public Notification -- 7 CFR Part 272.6(f) 
 
In general, State agencies must: (1) publicize procedures for filing a complaint, (2) insure that all 
offices involved in administering the program display the nondiscrimination poster provided by 
FNS, and (3) insure that participants and other low-income households have access to 
information regarding nondiscrimination statutes and policies, complaint procedures, and the 
rights of participants, within 10 days of the date of a request.  


 
G Nondiscrimination Statement 
 
Under 7 CFR Part 273.2 (b)(viii) of the FSP regulations, each State agency’s food stamp 
application form must contain the nondiscrimination statement as specified below in Item 1.  For 
State agencies using a joint application for food stamp benefits and other public assistance 
programs administered by the Department of Health and Human Services, FNS is allowing State 
agencies the option of waiving 7 CFR Part 273.2(b)(viii) and using the statement specified under 
Item 2 below.  Use of the joint nondiscrimination statement is preapproved.  State agencies do 
not have to submit a written request to FNS to use the joint statement.  If the material is too small 
to permit the full statement to be included, the material will, at minimum, include the statement, 
in print no smaller than text, that “The USDA is an equal opportunity provider and employer.”  
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 1 The first authorized statement reads as follows: 
 
 “In accordance with Federal law and U.S. Department of Agriculture policy, this 
institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, 
religion, political beliefs, or disability.” 
 
 “To file a complaint of discrimination, write USDA, Director, Office of Civil 
Rights, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410 or call (800) 795-3272 
(voice) or (202) 720-6382 ( TTY).  USDA is an equal opportunity provider and employer.” 
 
 2   The second statement that may be used on joint application forms reads as 
follows: 
 “In accordance with Federal law and U.S. Department of Agriculture (USDA) and 
U.S. Department of Health and Human Services (HHS) policy, this institution is prohibited from 
discriminating on the basis of race, color, national origin, sex, age, or disability.  Under the Food 
Stamp Act and USDA policy, discrimination is prohibited also on the basis of religion or 
political beliefs. 
 
 “To file a complaint of discrimination, contact USDA or HHS.  Write USDA, 
Director, Office of Civil Rights, 1400 Independence Avenue, S.W., Washington, D.C. 20250-
9410 or call (800) 795-3272(voice) or (202) 720-6382 ( TTY).  Write HHS, Director, Office for 
Civil Rights, Room 506-F, 200 Independence Avenue, S.W., Washington, D.C. 20201 or call 
(202) 619-0403 (voice) or (202) 619-3257 (TTY).  USDA and HHS are equal opportunity 
providers and employers.” 
 
H Bilingual Requirements -- 7 CFR Part 272.4(b)   
 
 1 Current FSP rules at 7 CFR Part 272.4(b) require State agencies to use appropriate 
bilingual personnel and printed materials in areas in the State in which a substantial number of 
members of low-income households speak a language other than English, otherwise referred to 
as persons with Limited English Proficiency (LEP).  To determine if a substantial number of 
LEP households reside in an area, the current rules specify the methodology for estimating the 
number of LEP households and thresholds that trigger mandatory bilingual services. 
 
 2 In general, each certification office that provides service to an area containing 
approximately 100 single-language minority low-income households must routinely provide both 
bilingual certification materials and bilingual staff or interpreters.  Certification materials include 
the food stamp application form, change report forms (i.e., monthly, quarterly, or change reports) 
and notices to the household.  Bilingual services also are required in project areas with a total of 
less than 100 low-income households if a majority of those households are of a single-language 
minority.   
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 3 Bilingual services as described in this section must be provided for all FSP 
activities including, but not limited to, work requirements, Electronic Benefit Transfer, outreach, 
and nutrition education. 
 
 4 To determine the need to provide for bilingual services, State agencies are 
required to develop estimates of the number of low-income single-language minority households, 
both participating and not participating in the program, for each project area and certification 
office, and use those estimates to determine if thresholds are met.  If so, bilingual services must 
routinely be provided in those project areas and offices. 


 
I Data Collection 
 
As specified at 7 CFR Part 272.6(g), State agencies must obtain racial and ethnic data on 
participating food stamp households and report the information to FNS on the FNS 101, 
Participation in Food Programs.  State agencies may request applicant households to identify 
voluntarily their race and ethnicity on the application form.  The application form must clearly 
indicate that the information is voluntary, that it will not affect the applicant’s eligibility or 
benefit level, and that the information is to assure that program benefits are distributed without 
regard to race, color, or national origin.  The data must be maintained on file for 3 years. 
 
State agencies are responsible for using current racial or ethnic data to determine if the program 
is reaching potentially eligible, low-income households.  Unexplained discrepancies in 
participation data that indicate a project area is not in compliance with CR requirements must be 
reviewed or investigated further.  Trend analyses must also be conducted to determine if 
significant changes in racial and ethnic data warrant further review or investigation.   
 
J FSP Complaint Process -- 7 CFR Part 272.6(c) 
 
 1 Complaints from an applicant or recipient alleging discrimination in any aspect of 
program administration will be accepted by the Secretary of Agriculture provided sufficient 
information (See 2 (a-f) below) is submitted.  A complaint must be filed no later than 180 days 
from the date of the alleged discrimination.  This filing date may be extended by the Secretary. 
 
 2 At a minimum, complaints must contain the following information (for additional 
information, see Sections XIV through XVI): 
  
  a The name, address, and telephone number or other means of contacting 
the person alleging discrimination, 
 
  b the location and name of the organization or office that is accused of 
discriminatory practices, 
 
  c the nature of the incident or action or the aspect of program administration 
that led the person to allege discrimination, 
 
  d the basis for the alleged discrimination (age, race, color, sex, disability, 
religious creed, national origin, or political belief), 
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  e the names, titles (if appropriate), and addresses of persons who may have 
knowledge of the alleged discriminatory acts, and, 
 
  f the date or dates on which the alleged discriminatory actions occurred. 
 
K Compliance Reviews 
 
Ongoing CR compliance reviews must be conducted by Regional OCR Offices as part of the 
overall FSP Management Evaluation (ME) process.  Regional OCR Offices and Regional FSP 
staff must consult each other when developing review schedules and advise each other of 
pertinent findings that may have an impact on the responsibility of the each Office to maintain 
OCR and FSP oversight.   CR compliance reviews may be conducted along with other program 
areas at the State or local level, or the reviews may be conducted separately.  In accordance with 
7 CFR Part 275, each State agency must conduct a CR review annually for large project areas; 
every 2 years for medium project areas; and every 3 years for small project areas.   
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CHILD NUTRITION PROGRAMS (CNP) 


 
• National School Lunch Program (NSLP)  
 
• Special Milk Program (SMP) 
 
• School Breakfast Program (SBP)  
 
• Summer Food Service Program (SFSP) 
 
• Child and Adult Care Food Program (CACFP) 
 
A LEGISLATIVE AUTHORITY
 
 1 CNP:  Richard B. Russell National School Lunch Act (NSLA) 
42 USC 1751 et seq.  Child Nutrition Act of 1966 (42 U.S.C. § 1771 et seq.)  
 
 2 NSLP:  Section 2 of the National School Lunch Act (NSLA), as amended, 
established the National School Lunch Program (NSLP) to safeguard the health and well-being 
of the Nation’s children and to encourage the domestic consumption of nutritious agricultural 
commodities and other foods. 
 
 3 SMP:  Section 3 of the Child Nutrition Act, as amended, established the Special 
Milk Program (SMP) to encourage the domestic consumption of fluid milk by children in 
nonprofit schools and institutions that do not participate in a meal service program authorized 
under the NSLA or Child Nutrition Act. 
 
 4 SBP:  Section 4 of the Child Nutrition Act, as amended, established the School 
Breakfast Program (SBP), to authorize payments to the States to assist them to initiate, maintain, 
or expand nonprofit breakfast programs in schools. 
 
 5 SFSP:  Section 13 of the NSLA, as amended, established the Summer Food 
Service Program (SFSP) to provide meals for children from needy areas during periods when 
area schools are not in session. 
 
 6 CACFP:  Section 17 of the NSLA, as amended, established the Child and Adult 
Care Food Program (CACFP) to initiate, maintain, and expand nonprofit food service programs 
for children or adult participants in nonresidential institutions that provide care. 
 
B REGULATORY 
 
 1 NSLP:  7 CFR Part 210 
 
 2 SMP: 7 CFR Part 215 
 
 3 SBP: 7 CFR Part 220 
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 4 SFSP:  7 CFR Part 225 
 
 5 CACFP:  7 CFR Part 226 
 
C DEFINITIONS
 
 1 CNP: 
 
  (a) CND -- The Child Nutrition Division of FNS is the Federal entity 
sponsible for administering the NSLP, SBP and SMP, CACFP, and SFSP. 
 
  (b) NSLP, SBP, and SMP -- School Nutrition Programs that include NSLP, 
SBP, and SMP. 
 
  (c) Local Agency or Other Subrecipient -- Refer to Section V of this 
Instruction.  For the purposes of this Instruction, entities such as the following will be considered 
a “local agency”:  public or private nonprofit organizations, such as school food authority (SFA) 
or local educational agency that are approved to administer NSLP, SMP, SBP, or SFSP; 
institutions that are approved to administer CACFP or SFSP; and sponsoring organizations of 
family day care homes (FDCHs) and/or child care centers, or summer feeding sites.  The 
following entities will be considered a subrecipient:  a school, child care facility, a FDCH 
provider, a CACFP center site, or a SFSP site that receives benefits from a local agency to 
operate the CACFP or SFSP under the auspices of a sponsoring organization. 
 
  (d) School Food Authority (SFA) -- The legal governing body responsible for 
the administration of one or more schools and that has the legal authority to enter into an 
agreement with the State agency or FNSRO, where applicable, to operate the NSLP, SBP, SMP, 
SFSP, and/or CACFP. 
 
  (e) State Agency -- The State educational agency or such other agency of the 
State that has been designated by the Governor or other appropriate executive or legislative 
authority of the State that enters into an agreement with USDA to administer NSLP, SBP and 
SMP, CACFP, and/or SFSP within the State. 
 
  (f) School Year -- The period July 1 to June 30 of the following year. 
 
 2 SFSP: 
 
  (a) Camps -- Residential summer camps and nonresidential day camps that 
offer a regularly scheduled food service as part of an organized program for enrolled children.  
Nonresidential camp sites shall offer a continuous schedule of organized cultural or recreational 
programs for enrolled children between meal services. 
 
  (b) Sponsor -- A public or private nonprofit school food authority, a public or 
private nonprofit residential summer camp, a unit of local, municipal, county, or State 
government, a public or private nonprofit college or university currently participating in the 
National Youth Sports Program, or a private nonprofit organization that develops a special  
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summer or other school vacation program providing food service similar to that made available 
to children during the school year under the NSLP and SBP and that is approved to participate in 
the Program.  Sponsors are referred to in the NSLA as “service institutions.” 
 
 3 CACFP:   
 
  (a) Adult Day Care Center -- Any public or private nonprofit organization or 
any for-profit Title XIX or Title XX center that (a) is licensed or approved by Federal, State, or 
local authorities to provide nonresidential adult day care services to functionally impaired adults 
or persons 60 years of age or older in a group setting outside their homes or a group living 
arrangement on a less than 24-hour basis and (b) provides for such care and services directly or 
under arrangements made by the agency or organization whereby the agency or organization 
maintains professional management responsibility for all such services.  Such centers shall 
provide a structured, comprehensive program that provides a variety of health, social, and related 
support services to enrolled adult participants through an individual plan of care. 
 
  (b) Adult Day Care Facility -- A licensed or approved adult day care center 
under the auspices of a sponsoring organization. 
 
  (c) Child Care Center – Any public or private nonprofit organization or for-
profit center in which 25 percent or more of the children are eligible for free or reduced-price 
meals, or receive benefits under Title XX, licensed or approved to provide nonresidential child 
care services to enrolled children, primarily of preschool age, including, but not limited to, day 
care centers, settlement houses, neighborhood centers, Head Start centers, and organizations 
providing day care service for disabled children.  Child care centers may participate in the 
program as independent institutions or under the auspices of a sponsoring organization. 
 
  (d) Outside-School-Hours Care Center -- Any public or private nonprofit 
organization or for-profit center in which 25 percent or more of the children are eligible for free 
or reduced-price meals, or receive benefits under Title XX, licensed or approved to provide 
organized nonresidential child care services to enrolled children outside of school hours.  
Outside-school-hours care centers may participate in the program as independent centers or 
under the auspices of a sponsoring organization. 
 
  (e) Proprietary Title XIX Center – Any private, for-profit center (a) providing 
nonresidential adult day care services for which it receives compensation from amounts granted 
to the States under Title XIX of the Social Security Act and (b) in which Title XIX beneficiaries 
were not less than 25 percent of enrolled eligible participants in the calendar month preceding 
initial application or annual reapplication for program participation. 
 
  (f) Proprietary Title XX Center – Any private, for-profit center (a) providing 
nonresidential child care services for which it receives compensation from amounts granted to 
the States under Title XX of the Social Security Act, and in which Title XX child care 
beneficiaries constitute no less than 25 percent of enrolled eligible participants or licensed 
capacity, whichever is less, during the calendar month preceding initial application or annual 
reapplication for program participation, or (b) providing nonresidential adult day care services 
for which it receives compensation from amounts granted to the States under Title XX of the  
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Social Security Act, and in which adult beneficiaries were not less than 25 percent of enrolled 
eligible participants  during the calendar month preceding initial application or annual 
reapplication for program participation. 
 
  (g) Child Care Facility -- A licensed or approved child care center, day care 
home, emergency shelter, at-risk afterschool site,  or outside-school-hours care center operating 
under the auspices of a sponsoring organization. 
 
  (h) Family Day Care Home -- An organized nonresidential child care program 
for children enrolled in a private home, licensed or approved as a family or group day care home 
and under the auspices of a sponsoring organization. 
 
  (i) Institution -- A sponsoring organization, child care center, emergency 
shelter, outside-school-hours care center, or adult day care center that enters into an agreement 
with the State agency to assume final administrative and financial responsibility for program 
operations. 
 
  (j) Sponsor/Sponsoring Organization -- A public or nonprofit private 
organization which is entirely responsible for the administration of the food program in (a) one 
or more day care homes; (b) a child care center, outside-school-hours care center, emergency 
shelter, or adult day care center which is a legally distinct entity from the sponsoring 
organization; (c) two or more child care centers, outside-school-hours care centers, or adult day 
care centers; or (d) any combination of child care centers, adult day care centers, day care homes, 
emergency shelters, and outside-school-hours care centers.  The term sponsoring organization 
also includes a for-profit organization that is entirely responsible for administration of the 
program in any combination of two or more child care centers, adult day care centers, and 
outside-school-hours day care centers that are part of the same legal entity as the sponsoring 
organization, and that are for-profit Title XIX or XX centers. 
 
D CIVIL RIGHTS ASSURANCES 
 
 1 NSLP, SBP, and SMP: 
 
  (a) To qualify for Federal financial assistance, the program application must 
be accompanied by a written assurance that the program or facility will be operated in 
compliance with the CR laws and implementing nondiscrimination regulations. 
 
  (b) The FNSRO is responsible for obtaining from each State agency a written 
Statement of Assurance, using Federal-State Agreement, Form FNS-74.  By accepting this 
assurance, the program applicant agrees to compile data, maintain records, and submit reports, as 
required, to permit effective enforcement of the nondiscrimination laws and permit authorized 
USDA personnel to review such records, books, and accounts as needed to ascertain compliance 
with the nondiscrimination laws.  If there are any violations of this assurance, FNS shall have the 
right to seek judicial enforcement of this assurance.  This assurance is binding on the program 
applicant and its successors, transferees, and assignees, as long as they receive assistance or 
retain possession of any assistance from USDA.   
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  (c) State agencies will incorporate the following CR assurance into all written 
agreements for SFAs: 
  
  "The program applicant hereby agrees that it will comply with Title VI of the 
Civil Rights Act of 1964 (42 U.S.C. § 2000d et seq.), Title IX of the Education Amendments of 
1972 (20 U.S.C. §  1681 et seq.), Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. § 
794), the Age Discrimination Act of 1975 (42 U.S.C. § 6101 et seq.); all provisions required by 
the implementing regulations of the Department of Agriculture; Department of Justice 
Enforcement Guidelines, 28 CFR Part SO.3 and 42; and FNS directives and guidelines, to the 
effect that, no person shall, on the grounds of race, color, national origin, sex, age, or disability, 
be excluded from participation in, be denied benefits of, or otherwise be subject to discrimination 
under any program or activity for which the program applicant receives Federal financial 
assistance from FNS; and hereby gives assurance that it will immediately take measures 
necessary to effectuate this agreement.” 
 
  “By accepting this assurance, the Program applicant agrees to compile data, 
maintain records, and submit reports as required, to permit effective enforcement of 
nondiscrimination laws and permit authorized USDA personnel during hours of program 
operation to review such records, books, and accounts as needed to ascertain compliance with the 
nondiscrimination laws.  If there are any violations of this assurance, the Department of 
Agriculture, FNS, shall have the right to seek judicial enforcement of this assurance.  This 
assurance is binding on the Program applicant, its successors, transferees, and assignees as long 
as it receives assistance or retains possession of any assistance from USDA.  The person or 
persons whose signatures appear below are authorized to sign this assurance on the behalf of the 
Program applicant.” 
 
 2 CACFP and SFSP: 
 
  (a) To qualify for Federal financial assistance, the program application must 
be accompanied by a written assurance that the program or facility will be operated in 
compliance with the CR laws and implementing nondiscrimination regulations. 
 
  (b) The FNSRO is responsible for obtaining from each State agency a written 
Statement of Assurance, using Federal-State Agreement, Form FNS-74.  By accepting this 
assurance, the program applicant agrees to compile data, maintain records, and submit reports, as 
required, to permit effective enforcement of the nondiscrimination laws and permit authorized 
USDA personnel during hours of program operation to review such records, books, and accounts 
as needed to ascertain compliance with the nondiscrimination laws.  If there are any violations of 
this assurance, FNS shall have the right to seek judicial enforcement of this assurance.  This 
assurance is binding on the program applicant and its successors, transferees, and assignees, as 
long as they receive assistance or retain possession of any assistance from USDA.   
 


(c) State agencies will incorporate the following CR assurance into  all 
written agreements: 
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 “The Program applicant hereby agrees that it will comply with Title VI of the Civil Rights Act 
of 1964 (P.L. 88-352) and all requirements imposed by the regulations of the Department of 
Agriculture (7 CFR Part 15), DOJ (28) CFR Parts 42 and 50) and FNS directives or regulations 
issued pursuant to that Act and the regulations, to the effect that, no person in the United States 
shall, on the ground of race, color, national origin, sex, age, or disability, be excluded from 
participation in, be denied the benefits of, or be otherwise subject to discrimination under any 
program or activity for which the Program applicant received Federal financial assistance from 
USDA; and hereby gives assurance that it will immediately take any measures necessary to 
fulfill this agreement.” 
 
“This assurance is given in consideration of and for the purpose of obtaining any and all Federal 
financial assistance, grants, and loans of Federal funds, reimbursable expenditures, grant, or 
donation of Federal property and interest in property, the detail of Federal personnel, the sale and 
lease of, and the permission to use Federal property or interest in such property or the furnishing 
of services without consideration or at a nominal consideration, or at a consideration that is 
reduced for the purpose of assisting the recipient, or in recognition of the public interest to be 
served by such sale, lease, or furnishing of services to the recipient, or any improvements made 
with Federal financial assistance extended to the Program applicant by USDA.  This includes 
any Federal agreement, arrangement, or other contract that has as one of its purposes the 
provision of cash assistance for the purchase of food, and cash assistance for purchase or rental 
of food service equipment or any other financial assistance extended in reliance on the 
representations and agreements made in this assurance.” 
 
“By accepting this assurance, the Program applicant agrees to compile data, maintain records,  
and submit reports as required, to permit effective enforcement of nondiscrimination laws and 
permit authorized USDA personnel during hours of program operation to review such records, 
books, and accounts as needed to ascertain compliance with the nondiscrimination laws.  If there 
are any violations of this assurance, the Department of Agriculture, FNS, shall have the right to 
seek judicial enforcement of this assurance.  This assurance is binding on the Program applicant, 
its successors, transferees, and assignees as long as it receives assistance or retains possession of 
any assistance from USDA.  The person or persons whose signatures appear below are 
authorized to sign this assurance on the behalf of the Program applicant.” 
 
E PARTICIPANTS 
 
 1 NSLP: 
 
  (a) Child -- A student of high school grade or under as determined by the 
State educational agency, who is enrolled in an educational unit of high school grade or under, 
including students who are mentally or physically disabled as defined by the State and who are 
participating in a school program established for the mentally or physically disabled;  
 
  (b)  a person under 21 chronological years of age who is enrolled in  
an institution or center, or  
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  (c)  for purposes of reimbursement for meal supplements served in after school 
care programs, an individual enrolled in an after school care program operated by an eligible 
school who is 18 years of age or under, or in the case of children of migrant workers and children 
with disabilities, not more than 15 years of age. 
 
 2 SMP: 
 
  Children –  
 
  (a) Persons under 19 chronological years of age in child care institutions; 
 
  (b)  Persons under 21 chronological years of age attending schools; and  
 
  (c)  Students, including students who are mentally or physically disabled as 
defined by the State and who are participating in a school program for the mentally or physically 
disabled, of high school grade or under as defined by the State educational agency. 
 


3 SBP:   
 
  Child –  
 
  (a) A student of high school grade or under as determined by the State 
educational agency, including a student who is mentally or physically disabled as defined by the 
State educational agency and who is participating in a school program for the mentally or 
physically disabled; and 


 
  (b) A person under 21 chronological years of age who is enrolled in 
residential child care institution. 
 
 4 SFSP: 
 
  Child –  
 
  (a) A person 18 years of age and under, and  
 
  (b) A person over 18 years of age who is determined by a State educational 
agency or a local public educational agency of a State to be mentally or physically disabled and 
who participates in a public or nonprofit private school program established for the mentally or 
physically handicapped. 
 
 5 CACFP: 
 
  (a) Children – 
   
   (1)  Persons 12 years of age and under,  
 
   (2) Children of migrant workers who are 15 years of age and under 
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   (3)  Persons with mental or physical handicaps, as defined by the State, 
enrolled in an institution or a child care facility serving a majority of persons 18 years of age and 
under, and  


 
   (4)  Persons 18 years of age or under who participate at at-risk after 
school snack or supper sites or in emergency shelters. 
 
   (b) Adult participant -- A person enrolled in an adult day care center who is 
functionally impaired or 60 years of age or older. 
 
F DATA COLLECTION 
 
 1 NSLP, SBP, and SMP:  
 
  The collection and reporting of data on the actual number of children applying for 
free and reduced-price meals or free milk, by ethnic/racial group, is required by DOJ 
Regulations, 28 CFR Part 42, and 9 AR. 
 
  (a) The SFA or other program recipient agency will: 
 
   (1) Develop a method for data collection.  Methods include 
determination of the information by a school official through observation, personal knowledge,  
or voluntary self-identification by an applicant on the free and reduced-price meal or free milk 
application.  State agencies may also use data or information collected by other Federal and State 
agencies (e.g., Department of Education). 
 
   (2) Maintain information on file for 3 years. 
  
    (3) Establish procedures to ensure that the information is made 
available only to authorized State and Federal personnel as requested, or as part of Office of 
Management and Budget (OMB) approved surveys. 
 
  (b) The State agency, or FNSRO where applicable, will: 
  
   (1) Ensure that each SFA or other program recipient agency under its 
jurisdiction complies with the requirements set forth in the above paragraph. 


 
   (2) Review and evaluate the data during the civil rights compliance 
phase of the monitoring and review activities required by program regulations; and identify 
SFAs or other program recipient agencies that need closer review to determine their compliance 
with the CR laws and with the requirements of this Instruction. 


 
 2 CACFP: 
 
  The State agency must ensure that racial or ethnic beneficiary data are collected 
and maintained on file for 3 years for all institutions within its jurisdiction.  These data must 
include the number of actual beneficiaries and the estimated number of potentially eligible  
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beneficiaries by racial or ethnic category.  State agencies must use these data during routine 
compliance reviews to determine how effectively the program is reaching potentially eligible 
beneficiaries, identify areas where additional outreach is needed, and assess institution 
compliance. 


 
  (a) Determining the Number of Potentially Eligible Beneficiaries:  The 
number of potentially eligible beneficiaries by racial or ethnic category for the area served by 
each institution is to be determined each year.  Data concerning the number of potentially 
eligible beneficiaries, along with identification of all sources of the information, will be updated 
annually and maintained on file for 3 years.  Sources for obtaining such data might include 
census data or public school enrollment data. 
 
  (b) Collecting and Maintaining Actual Beneficiary Data:  Actual beneficiary 
data by racial or ethnic category for each child care center, outside-school-hours care center, 
adult day care centers, and family day care home under its jurisdiction are to be collected by the 
institution each year.  Visual identification may be used by institutions to determine a 
beneficiary’s racial or ethnic category or the parents/guardian of a beneficiary may be asked to 
identify the racial or ethnic group of the participant.   
 
  For data-collecting purposes, a beneficiary may be included in the group to which 
he or she appears to belong, identifies with, or is regarded in the community as belonging.  
Parents/guardian of beneficiaries may be asked to identify the racial or ethnic group of the 
participant only after it has been explained, and they understand, that the collection of this 
information is strictly for statistical reporting requirements and has no effect on the 
determination of their eligibility to receive benefits under the program.  Such collection systems 
will ensure that: 
 
   (1) The actual beneficiary data will be maintained on file at the 
institution and retained for 3 years; 
 
   (2) The data will be maintained under safeguards, restricting access of 
records only to authorized personnel. 
 
 3 SFSP: 
 


(a) Determining the Number of Potentially Eligible Beneficiaries:  The  
number of potentially eligible beneficiaries by racial or ethnic category for the area served by 
each sponsor is to be determined each year.  Data concerning the number of potentially eligible 
beneficiaries, along with identification of all sources of the information, are to be updated 
annually and maintained on file for 3 years.  Sources for obtaining such data might include 
census data or public school enrollment data. 
 
  (b) Collecting and Maintaining Actual Beneficiary Data:  Actual beneficiary 
data by racial or ethnic category for each site under a sponsor’s jurisdiction are to be collected by 
the sponsor each year.  Sponsors of residential camps must collect and maintain this information  
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separately for each session of the camp.  For all other sites, the sponsor must count the 
participating children at least once during the site’s operation.  Visual identification may be used 
by the sponsors to determine a beneficiary’s racial or ethnic category or the parents of a 
beneficiary may be asked to identify the racial or ethnic group of their child(ren). 


 
   (c) Once collected, actual beneficiary data shall be maintained on file by the 
sponsor.  Data, as well as documentation for the data, shall be retained by the sponsor for the 
required 3 years.  The data shall be maintained using safeguards that prevent its use for 
discriminatory purposes.  Such safeguards shall include allowing access to program records 
containing this data only by authorized personnel. 
 
G COMPLIANCE REVIEWS  
 
 1 NSLP, SBP, and SMP: 
 
  (a) FNSROs and State agencies are required to conduct compliance reviews, 
as part of the monitoring and review activities required by program regulations, to determine 
whether program delivery is in compliance with the requirements of 7 CFR Part 15 and this 
Instruction.  FNSROs are responsible for ensuring Regional Office Administered Programs 
(ROAP) and State agency compliance; State agencies ensure compliance of SFAs and other 
program recipient agencies under their jurisdiction; and SFAs ensure compliance of schools in 
which they operate the program(s).  Reviews will be conducted as part of ongoing program 
review procedures at each administrative level.   
 
  (b) Preaward Compliance Reviews -- State agencies or FNSROs, where 
applicable, are required to review applications from SFAs and other program recipient agencies 
to determine if the applicants are in compliance with the civil rights laws.  These reviews are 
based on information provided by applicants in their official application for program funds.  No 
Federal funds will be made available to a SFA or other program recipient agency until a 
preapproval compliance review has been conducted and the applicant determined to be in 
compliance.  Information submitted for civil rights reviews as part of the application must 
include: 
 
   (1) Copies of free and reduced price policy statements, letters to 
parents, public releases, and any other materials used to publicize the program's availability and 
nondiscrimination requirements. 
 
   (2) Estimated data on the racial or ethnic makeup of the applicant 
organization's program service area and enrollment. 


 
   (3) A description of membership requirements as a prerequisite for 
admission to the applicant’s institution, if applicable. 
 
   (4) The names of other Federal agencies providing assistance to the 
applicant organization and whether the applicant has ever been found to be in noncompliance by 
those Federal agencies. 
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 2 CACFP/SFSP 
 
Preaward Compliance Reviews -- The Regional Offices are required to perform thorough desk 
reviews of applications from previously unfunded State agencies to determine if the applicants 
are in compliance with CR provisions.  Similarly, State agencies are to perform thorough desk 
reviews of applications from institutions.  These reviews are based on information provided by 
applicants in their official application for program funds.  No Federal funds shall be made 
available to a State agency or institution until a preaward compliance review has been conducted 
and the applicant is determined to be in compliance with nondiscrimination laws, regulations, 
instructions, or guidance.  At a minimum, the following data will be analyzed during the 
preaward compliance review: 
 
  (a) An estimate of the racial or ethnic makeup of the population to be served, 
 
  (b) Efforts to be used to assure that underserved populations have an equal 
opportunity to participate, 
 
  (c) Efforts to be used to contact grassroots organizations about the 
opportunity to participate, and 


 
  (d) The names of other Federal agencies providing assistance to the applicant 
organization and whether the applicant has ever been found to be in noncompliance by those 
Federal agencies. 
 
H COMPLIANCE REVIEWS FREQUENCY 
 
 1 NSLP, SBP, and SMP:   
 
  (a) Routine reviews of program operations, completed as a part of the overall 
management evaluation and administrative review processes, are the vehicle used to determine 
CR compliance in accordance with NSLP, SMP, and SBP, 7 CFR Parts 210, 215, and 220, 
respectively.  In States where Regional Offices directly administer the program, Regional Offices 
shall conduct civil rights compliance reviews of participating SFAs and schools as a part of the 
program review process.  
 
  (b) The State agency or FNSRO, as applicable, shall review all SFAs 
according to the frequency set forth in 7 CFR Part 210.18. 
 
 2 CACFP:   
 
  (a) Regional Offices are required to review all State agencies within their 
region and a sampling of local institutions and facilities under those State agencies as a part of 
the management evaluation process.  In States where Regional Offices directly administer the 
Program, Regional Offices are required to conduct CR compliance reviews of participating 
institutions and facilities as a part of the program review process.  
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  (b) State agencies will conduct CR compliance reviews of participating 
institutions and facilities when they conduct program reviews according to the frequency set 
forth in 7 CFR Part 226.6. 


 
3 SFSP: 


 
  (a) FNSROs are required to review State agencies within their region and a 
sampling of local sponsors and sites under those State agencies as a part of the management 
evaluation process.  
 
  (b) State agencies will conduct CR compliance reviews of participating 
sponsors and sites when they conduct program reviews according to the frequency set forth in 7 
CFR Part 225.7. 
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FOOD DISTRIBUTION 


 
• The Emergency Food Assistance Program (TEFAP) 
 
• Food Distribution Program on Indian Reservations (FDPIR) 
 
• Commodity Supplemental Food Program (CSFP) 
 
• Nutrition Assistance to Pacific Islands 
 
• Food Assistance in Disasters and Situations of Distress 
 
• Commodity Distributions to Charitable Institutions 
 
• Commodity Component for:  the National School Lunch Program, the Child and Adult  
Care Food Program, and the Summer Food Service Program 
 
NOTE:  The provisions of FNS INSTRUCTION 113-1 do not apply to entities that receive 
Federal financial assistance from USDA for the distribution of food through the Nutrition 
Services Incentive Program (NSIP), formerly the Nutrition Program for the Elderly, which is 
administered by the U.S. Department of Health and Human Services. 
 
A LEGISLATIVE AUTHORITY    (Section II) 
 
 1 FDPIR 
 
  (a) Regulations -- 7 CFR Parts 250,  253, and  254 
 


  (b) Legislation -- Section 4(b) of the Food Stamp Act of 1977 (Public Law 
95-113), as amended; Section 4(a) of the Agriculture and Consumer Protection Act of 1973 
(Public Law 93-86), as amended.  


 
 2 CSFP 
 
  (a) Regulations -- 7 CFR Parts 250 and 247 


 
  (b) Legislation -- Sections 4(a) and 5 of the Agriculture and Consumer 
Protection Act of 1973 (Public Law 93-86), as amended 


 
 3 TEFAP 
 
  (a) Regulations -- 7 CFR Parts 250 and  251 
 
  (b) Legislation -- The Emergency Food Assistance Act of 1983 (Public Law 


98-8), as amended. 
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 4 Nutrition Assistance to Pacific Islands: 
 
  (a) Regulations -- 7 CFR Part 250   
 
  (b) Legislation -- Compact of Free Association Act of 1985 (Public Law 99-


239), as amended; “a bill to authorize appropriatory for certain insular areas of the United 
States, and for other purposes” (Public Law 96-597), as amended. 


 
 5 Food Assistance in Disasters and Situations of Distress: 
 
  (a) Regulation -- 7 CFR Part 250 
 
  (b) Legislation -- Section 4(a) of the Agriculture and Consumer Protection 


Act of 1973 (Public Law 93-86), as amended; Sections 412(a) and 413 of the Robert T. 
Stafford Disaster Relief and Emergency Assistance Act (Public Law 93-288). 


 
 6 Commodity Distributions to Charitable Institutions: 
 
  (a) Regulations -- 7 CFR Part 250 
 
  (b) Legislation -- Section 4(a) of the Agriculture and Consumer Protection 


Act of 1973 (Public Law 93-86), as amended. 
 
 7 Commodity Component for:  National School Lunch Program, Child and Adult 
Care Food Program, and Summer Food Service Program: 
  
  (a) Regulations -- 7 CFR Part 250 
 
  (b) Legislation -- Section 6 and Section 13(h) of the Richard B. Russell 


National School Lunch Act (Public Law 79-936), as amended; Child Nutrition Act of 
1966 (Public Law 89-642), as amended. 


 
B POLICY  (Section III) 
 
 Exceptions to the Nondiscrimination Policy  
 
 1 FDPIR.  Eligible households that reside in approved service areas outside 
reservation boundaries, or in Oklahoma, must contain at least one member who is recognized as 
a tribal member by an Indian tribe, as defined at 7 CFR Part 253.2(d). 
 
 2 CSFP.  CSFP is restricted to pregnant, breastfeeding and postpartum women, 
infants, children under 6 years of age, and the elderly (60 years of age or older). 
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C DEFINITIONS   (Section V) 
 
 1 Local Agency or Other Subrecipient.  Please refer to Section V, Definitions, of 
this Instruction.  For the purposes of this Instruction, examples of “local agency or other 
subrecipient” include: public or private nonprofit organizations, such as charitable institutions, 
food banks, hunger centers, food pantries, and community kitchens, that are approved to 
administer TEFAP; public or private nonprofit organizations, including community action 
agencies, county governments, and private nonprofit organizations, that are approved to 
administer CSFP; welfare agencies that are approved to certify households and distribute 
commodities or cash in lieu of commodities under Food Distribution Programs in the 
Commonwealth of the Northern Mariana Islands, the nuclear affected Marshall Islands, 
American Samoa, and Guam; emergency feeding organizations that are approved to provide food 
assistance in disaster situations; and nonprofit, tax-exempt private hospitals or institutions, or 
nonpenal (except correctional institutions that are considered charitable institutions under 7 CFR 
Part 250.41), noneducational public institutions that meet the definition of “charitable 
institutions” at 7 CFR Part 250.3 
 
 2 State Agency.   For the purposes of this Instruction, a “State agency” is any 
Federal, State or private agency, or Indian Tribal Organization, that enters into an agreement 
with USDA for the distribution of donated foods to eligible local agencies or other subrecipients, 
and/or program participants.  Examples include: State departments/offices and Indian Tribal 
Organizations that are approved to administer FDPIR; State departments/offices that are 
approved to serve as distributing agencies for commodity distributions to charitable institutions, 
TEFAP, and the Food Distribution Programs in the Pacific Islands; State departments/offices, 
Indian Tribal Organizations, and Indian Health Service offices that are approved to administer 
CSFP; and State departments/offices that are approved to provide food assistance in disaster 
situations.  
 
D DATA COLLECTION AND REPORTING  (Section VI) 
 
State agencies and local agencies or other subrecipients that operate FDPIR and CSFP must 
collect and maintain racial or ethnic data as specified below.  The other commodity programs 
listed under this Appendix are exempt from this requirement.  
 
Participant Racial or Ethnic Data Collection and Retention  
 
The State agency must establish a system for collecting and maintaining racial or ethnic 
participation data.  Recording the racial or ethnic identification of applicants and participants 
may include the utilization of self-identification where a written application is required.  Other 
methods of recording such data may include card files, rosters, logbooks, or any written record  
used by local agencies or other subrecipients.  The racial and ethnic identification categories are 
listed in the Definitions section of this Instruction at Section V.  The State agency must:  
 
 1 Ensure that racial or ethnic participation data is collected by the local agency or 
other subrecipient and retained at the service delivery point. 
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 2 Ensure that documentation for the data collected by the local agency or other 
subrecipient is on file and maintained for the required 3 years.  Data obtained shall be made 
available at the time of each compliance review by the State agency or FNSRO. 
 
 3 Use Form FNS-101, Participation in Food Programs – By Race, to record and 
submit to FNS racial or ethnic participation data for FDPIR households.  Use Form FNS-191, 
Racial or Ethic Group Participation – Commodity Supplemental Food Program, to record and 
submits to FNS racial or ethnic participation data for CSFP households.  These reports must be 
submitted in accordance with the instructions contained on the respective forms.  
 
 4 Ensure that access to data is limited to authorized personnel. 
 
E COMPLIANCE REVIEWS   (Section XII) 
 
Please refer to Section XII, Compliance Reviews, of this Instruction.  
 
 1 Preapproval Compliance Reviews 
 
Information submitted by the applicant agency for the preapproval desk review must include, at a 
minimum: 
 
  (a) Documentation of efforts to inform organizations and grassroots 
organizations about the program, including copies of letters, list of organizations or persons 
contacted, or media, if used. 
 
  (b) An estimate of the racial or ethnic makeup of the applicant’s service 
delivery area. 
 
  (c) Nondiscrimination statement on the applicant agency’s admissions 
requirements. 
 
  (d) The names of other Federal agencies providing assistance to the applicant 
organization and whether the applicant has ever been found to be in noncompliance by those 
Federal agencies. 
 
When a determination as to compliance or noncompliance cannot be made from the data 
submitted by the applicant agency, it may be necessary to obtain additional information.  Sources 
for this information may include the applicant agency, local government officials, and grassroots 
organizations.    
 
 2 Routine Compliance Reviews -  Coverage and Frequency. 
 
  (a) The FNS Regional OCR shall, as a part of the management evaluation, 
review the CR compliance of each State agency.  Review of CR compliance shall also be 
included as part of each local agency or other subrecipient review (excluding correctional 
institutions) conducted as part of the management review. 
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  (b) State agencies shall include a review of CR compliance of local agencies 
or other subrecipients as part of their ongoing management evaluation process.  Each local 
agency or other subrecipient shall be reviewed onsite in accordance with applicable provisions 
contained in 7 CFR Parts 247, 250, 251, 253, and 254. 
 
F ASSURANCES 
 
 1 To qualify for Federal financial assistance, the program application must be 
accompanied by a written assurance that the program or facility will be operated in compliance 
with the CR laws and implementing nondiscrimination regulations. 
 
 2 The FNSRO is responsible for obtaining from each State agency a written 
Statement of Assurance, using Federal-State Agreement, Form FNS-74.  The following 
statement must be incorporated.  “By accepting this assurance, the program applicant agrees to 
compile data, maintain records, and submit reports, as required, to permit effective enforcement 
of the nondiscrimination laws and permit authorized USDA personnel during normal working 
hours to review such records, books, and accounts as needed to ascertain compliance with the 
nondiscrimination laws.  If there are any violations of this assurance, FNS shall have the right to 
seek judicial enforcement of this assurance.  This assurance is binding on the program applicant 
and its successors, transferees, and assignees, as long as they receive assistance or retain 
possession of any assistance from USDA.  The person or persons whose signatures appear below 
are authorized to sign this assurance on behalf of the program applicant."  
 
 3 State agencies will incorporate the following CR assurance into the written 
agreements for SFAs: 
  
 "The program applicant hereby agrees that it will comply with Title VI of the Civil 
Rights Act of 1964 (42 U.S.C. § 2000d et seq.), Title IX of the Education Amendments of 1972 
(20 U.S.C. § 1681 et seq.), Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. § 794), the 
Age Discrimination Act of 1975 (42 U.S.C. § 6101 et seq.); all provisions required by the 
implementing regulations of the Department of Agriculture; Department of Justice Enforcement 
Guidelines, 28 CFR Part SO.3 and 42; and FNS directives and guidelines, to the effect that, no 
person shall, on the grounds of race, color, national origin, sex, age, or disability, be excluded 
from participation in, be denied benefits of, or otherwise be subject to discrimination under any 
program or activity for which the program applicant receives Federal financial assistance from 
FNS; and hereby gives assurance that it will immediately take measures necessary to effectuate 
this agreement.” 
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SPECIAL SUPPLEMENTAL NUTRITION PROGRAM FOR WOMEN, INFANTS AND 
CHILDREN (WIC) AND WIC FARMERS’ MARKET NUTRITION PROGRAM (FMNP) 
 
A AUTHORITY 
 
 1 Legislative --WIC and FMNP:  Section 17 of the Child Nutrition Act of 1966, as 
amended. 
 
 2 Regulatory     
 
  (a) WIC:  7 CFR Part 246  
  (b) FMNP:  7 CFR Part 248  
 
B DEFINITIONS 
 
 1 WIC 
 
  (a) State Agency -- Health department or comparable agency of each State; an 
Indian tribe, band or group recognized by the Department of the Interior; an intertribal council or 
group that is an authorized representative of Indian tribes, bands, or groups recognized by the 
Department of the Interior and that has an ongoing relationship with such tribes, bands, or groups 
for other purposes and has contracted with them to administer the program; or the appropriate 
area office of the Indian Health Service (IHS). 
 
  (b) Local Agency -- A public or private nonprofit health or human service 
agency that provides health services, either directly or through contract, in accordance with 
Section 246.5; an IHS service unit; an Indian tribe, band, or group recognized by the Department 
of the Interior that operates a health clinic or is provided health services by an IHS service unit; 
or an intertribal council or group that is an authorized representative of Indian tribes, bands, or 
groups recognized by the Department of the Interior, that operates a health clinic or is provided 
health services by an IHS service unit. 
 
 2 FMNP 
 
  (a) State Agency -- Agriculture department, the health department, or any 
other agency approved by the chief executive officer of the State; an Indian tribe, band, or group 
recognized by the Department of the Interior; an intertribal council or group that is an authorized 
representative of Indian tribes, bands, or groups recognized by the Department of the Interior and 
that has an ongoing relationship with such tribes, bands, or groups for other purposes and has 
contracted with them to administer the Program; or the appropriate area office of the IHS. 
 
  (b) Local Agency -- Any nonprofit entity or local government agency that 
issues FMNP coupons, and provides nutrition education and/or information on operational 
aspects of the FMNP to FMNP recipients. 
 
 3 WIC/FMNP Participants - Pregnant, postpartum, and breastfeeding women, 
infants, and children to age 5. 
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 4 WIC/FMNP Exceptions to Nondiscrimination Policy - Section 17 of the Child 
Nutrition Act of 1966, as amended, defines the purpose of the WIC Program to provide benefits 
specifically to pregnant, breastfeeding, and postpartum women, and infants and children to 5 
years of age.  Therefore, any reference to age and sex in this Instruction as it relates to the WIC 
and FMNP is subject to these qualifications. 
 
C WIC DATA COLLECTION, REPORTING, AND RETENTION (SECTION XI) - The 
FNSRO is responsible for obtaining from each State agency a written assurance of compliance, 
using form FNS-339, Federal-State Special Supplemental Nutrition Program Agreement, as 
appropriate. 
 
D WIC DATA COLLECTION, REPORTING, AND RETENTION (SECTION XI) - Racial 
or ethnic participation data must be reported through the WIC Participant and Program 
Characteristics Minimum Data Set (MDS) and must include the number of actual participants in 
each participant category (women, infants, and children) by racial or ethnic category.  Analyses 
of these data shall be used by FNS to determine how effectively the program is reaching 
potentially eligible persons, and to identify areas where additional outreach is needed.  Similarly, 
State agencies and local agencies are encouraged to use such racial or ethnic data for their 
internal CR monitoring. 
 
E COLLECTING, REPORTING, AND RETAINING ACTUAL PARTICIPATION DATA 
The State agency must ensure the actual participation data by category of women, infants, and 
children and by racial and ethnic category for each local agency is collected biennially for the 
month of April using the WIC Participant and Program Characteristics MDS.  This information 
must be submitted to FNS.  The State agency must also ensure that documentation for the data 
collected by the local agency or other subrecipient is on file and maintained for the required 3 
years.  Data obtained shall be made available at the time of each compliance review by the State 
agency or FNSRO.  The State agency must ensure that access to data collected is limited to 
authorized personnel.  Participants must be asked to self-identify their racial or ethnic group, but 
only after it has been explained and they understand that the collection of this information is 
strictly for statistical reporting requirements and has no effect on the determination of their 
eligibility to participate in the program.  If a participant refuses to self-identify his/her racial or 
ethnic group, visual identification by a program staff member must be used to determine the 
participant’s racial and ethnic category.  Selection of one race and one ethnic group is acceptable 
when local agency staff performs visual identification. 
 
F FMNP DATA COLLECTION, REPORTING, AND RETENTION - Because racial and 
ethnic participation data are collected at the time women, infants, and children are certified to 
participate in the WIC Program, USDA has determined that the WIC data collection effort is 
sufficient to fulfill the racial and ethnic data collection requirement for the FMNP. 
 
G COMPLIANCE REVIEWS (FREQUENCY) (SECTION XII) 
 
 1 WIC: 
 
  (a) FNSROs establish and monitor plans in partnership with their WIC State 
agencies as to the frequency of FNSRO reviews of the State agencies. 
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  (b) State agencies are required to conduct reviews of local agencies at least 
once every 2 years.  These reviews are to include on-site reviews of a minimum of 20 percent of 
the clinics in each local agency, or one clinic, whichever is greater.  The State agency may 
conduct additional reviews if necessary. 
 
  (c) State agencies are required to conduct routine monitoring visits on a 
minimum of 5 percent of the number of vendors authorized by the State agency as of October 1 
of each fiscal year. 
 
 2 FMNP: 
 
  (a) FNSROs establish and monitor plans in partnership with their FMNP State 
agencies as to the frequency of FNSRO reviews of the State agencies. 
 
  (b) State agencies are required to conduct monitoring reviews of local 
agencies at least once every 2 years. 
 
   (c) State agencies are required to conduct reviews of 10 percent of farmers, 10 
percent of farmers’ markets, and 10 percent of roadside stands annually. 
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SAMPLE COMPLAINT FORM 
 
The purpose of this form is to assist you in filing a complaint with the [insert name of agency or 
organization].  You are not required to use this form; a letter with the same information is 
sufficient.  However, the information requested in the items marked with a star (*) must be 
provided, whether or not the form is used.   
 
1 State your name and address: 
Name:________________________________________________________________________ 
 
Address:______________________________________________________________________
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
Telephone No.:  Home:  (    ) _____________________ Work:  (    ) ______________________ 
 
2 *Person(s) discriminated against, if different from above: 
Name:________________________________________________________________________ 
 
Address: ______________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Telephone No.:  Home:  (    ) ____________________ Work:  (    ) _______________________ 


 
 


3 * Agency and department or program that discriminated: 
Name:________________________________________________________________________ 
 
Any individual if known:   ________________________________________________________ 
 
Address:______________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
Telephone No.:  (    ) ____________________                          
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4 *  Nonemployment:  Does your complaint concern discrimination in the delivery of 
services or in other discriminatory actions in the department or agency in its treatment of you or 
others?  If so, please indicate  below the base(s) on which you believe  these discriminatory 
actions were taken (e.g., “Race:  African American” or “Sex: Female”). 


 
____ Race/Color:   ___________________________________ 
____ National Origin:  ________________________________ 
____ Sex:  _________________________________________ 
____ Religion:   _____________________________________ 
____ Age:  _________________________________________ 
____ Disability: _____________________________________ 
 
 * Employment:  Does your complaint concern discrimination in employment by the 
department or agency?  If so, please indicate below the base(s) on which you believe these 
discriminatory actions were taken (e.g., “Race:  African American” or “Sex: Female”). 
 
____ Race/Color:   ___________________________________ 
____ National Origin:  ________________________________ 
____ Sex:  __________________________________________ 
____ Religion:   ______________________________________ 
____ Age:  __________________________________________ 
____ Disability: ______________________________________ 
 
5 What is the most convenient time and place for us to contact you about this complaint? 
______________________________________________________________________________ 
 
If we will not be able to reach you directly, you may wish to give us the name and phone number 
of a person who can tell us how to reach you and/or provide information about your complaint: 
Name:________________________________________________________________________  
 
Tel. No.(    ) ____________________ 
 
6 If you have an attorney representing you concerning the matters raised in this complaint, 
please provide the following: 
Name:________________________________________________________________________ 
 
Address:______________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Telephone No.:  (    ) _____________________ 


                        
7 *To your best recollection, on what date(s) did the alleged discrimination take place? 
Earliest date of discrimination: 
_____________________________________________________________________________ 
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Most recent date of discrimination: 
____________________________________________________________________________ 
 
8 Complaints of discrimination must generally be filed within 180 days of the alleged 
discrimination.  If the most recent date of discrimination, listed above, is more than 180 days 
ago, you may request a waiver of the filing requirement.  If you wish to request a waiver, please 
explain why you waited until now to file your complaint. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
9 * Please explain as clearly as possible what happened, why you believe it happened, and 
how you were discriminated against.  Indicate who was involved.  Be sure to include how other 
persons were treated differently from you.  (Please use additional sheets if necessary and attach a 
copy of written materials pertaining to your case.) 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
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10 The laws we enforce prohibit recipients of Federal financial assistance from intimidating 
or retaliating against anyone because he or she has either taken action or participated in action to 
secure rights protected by these laws.  If you believe that you have been retaliated against 
(separate from the discrimination alleged in #10), please explain the circumstances below.  Be 
sure to explain what actions you took which you believe were the basis for the alleged 
retaliation. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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11 Please list below any persons (witnesses, fellow employees, supervisors, or others) if 
known, whom we may contact for additional information to support or clarify your complaint.   
 
Name:________________________________________________________________________ 
 
Address:______________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Telephone No.:  (    ) ____________________ 
 
12 Do you have any other information that you think is relevant to our investigation of your 
allegations? 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
13 What remedy are you seeking for the alleged discrimination? 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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14 Have you (or the person discriminated against) filed the same or any other complaints 
with other offices of the U.S. Government (including U.S. Department of Agriculture)?      
 Yes __________  No __________ 
  
If so, do you remember the Complaint number? 
______________________________________________________________________________ 
 
Which agency and department or program was it filed with? 
______________________________________________________________________________ 
  
Address:  (Include City, State, and Zip Code) 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Telephone Number  (      ) ____________________ 
 
Date of Filing:  _____________________________ 
 
Government Agency:____________________________________________________________ 
 
Briefly describe the nature of the complaint: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
What was the result?  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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15 Have you filed or do you intend to file a charge or complaint concerning the matters 
raised in this complaint with any of the following? 
 
____ U.S. Equal Employment Opportunity Commission 
 
____ Federal or State Court 
 
____ Your State or local Human Relations/Rights Commission 
 
____ Grievance or complaint office 
 
16 If you have already filed a charge or complaint with an agency indicated in #15, above, 
please provide the following information (attach additional pages if necessary): 
 
Agency:  ______________________________________________________________________ 
Date Filed:  ____________________________________________________________________ 
Case or Docket Number: _________________________________________________________ 
Date of Trial/Hearing: ___________________________________________________________ 
Location of Agency/Court:   ______________________________________________________ 
Name of Investigator: ___________________________________________________________ 
Status of Case: _________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 


 
Comments: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 


 
17 While it is not necessary for you to know about aid that the agency or institution you are 
filing against receives from the Federal government, if you know of any Food and Nutrition 
Service funds or assistance received by the program or department in which the alleged 
discrimination occurred, please provide that information below. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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*  We cannot accept a complaint if it has not been signed.  Please sign and date this complaint 
form below.   
 
 
_____________________________________ ____________________ 
Signature                   Date 
 
Please feel free to add additional sheets to explain the present situation to us.  
 
We will need your consent to disclose your name, if necessary, in the course of any 
investigation.  Therefore, we will need a signed Consent Form from you.  (If you are filing this 
complaint for a person whom you allege has been discriminated against, we will in most 
instances need a signed Consent Form from that person.)  See the Notice about Investigatory 
Uses of Personal Information for information about the Consent Form.  Please mail the 
completed, signed Discrimination Complaint Form and the signed Consent Form (please make 
one copy of each for your records) to: 
 


United States Department of Agriculture 
Food & Nutrition Service 


Civil Rights Division 
3101 Park Center Drive, Room 942 


Alexandria, VA  22302 
(703) 305-2195 


 
18  How did you learn that you could file this complaint? 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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COMPLAINANT CONSENT/RELEASE FORM 


 
Your Name: __________________________________________________________________ 
 
Address:  _____________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
 
Please read the information below, initial the appropriate space, and sign and date this form on the lines at 
the bottom of this form. 
 
I have read the Notice of Investigatory Uses of Personal Information by the USDA, Food and Nutrition 
Service (FNS).  As a complainant, I understand that in the course of a preliminary inquiry or investigation 
it may become necessary for FNS to reveal my identity to persons at the organization or institution under 
investigation.  I am also aware of the obligations of FNS to honor requests under the Freedom of 
Information Act.  I understand that it might be necessary for FNS to disclose information, including 
personally identifying details, which it has gathered as a part of its preliminary inquiry or investigation of 
my complaint.  In addition, I understand that as a complainant I am protected by Federal regulations from 
intimidation or retaliation for having taken action or participated in action to secure rights protected by 
nondiscrimination statutes enforced by the Federal government. 
 


CONSENT/RELEASE 
 
________________ CONSENT GRANTED – I have read and understand the above 
Initial on line above information and authorize FNS to reveal my identity to persons at 
 if you give consent.  the organization or institution under investigation and to other Federal  


agencies that provide Federal financial assistance to the organization or 
institution or also have civil rights compliance oversight responsibilities 
that cover that organization or institution.  I hereby authorize FNS to 
received material and information about me pertinent to the investigation 
of my complaint.  This release includes, but is not limited to, 
applications, case files, personal records, and medical records.  I 
understand that the material and information will be used for authorized 
civil rights compliance and enforcement activities.  I further understand 
that I am not required toauthorize this release, and I do so voluntarily. 
 


_______________  CONSENT DENIED – I have read and understand the information 
Initial on the line above   and do not want FNS to reveal my identity to the organization or 
if you give consent.  institution under investigation, or to review, receive copies of, or  
  discuss material and consent information about me, pertinent to the  
  investigation of my complaint.  I understand that this is likely to  
  make the investigation of my complaint and getting all the facts more  
  difficult and, in some cases, impossible, and may result in the  
  investigation being closed. 
 
 
______________________________________ ______________________ 
Signature                   Date 
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SAMPLE ACCEPTANCE LETTER 


  
 
Mr. Joe Public 
123 American Street 
Any City, Any State   45678 
 
Dear Mr. Public: 
 
Your complaint regarding the (federally funded program) has been referred to this office for 
reply.  It is the policy of the (Recipient State agency), in accordance with applicable civil rights 
laws, to protect against discrimination in the operation of this program. 
 
This office has the responsibility and authority to process complaints of discrimination.  Based 
upon the information provided in your letter, we have accepted your complaint for processing on 
the basis of alleged discrimination based on (protected base(s)). We will conduct an inquiry and 
notify you in writing regarding the results. 
 
Thank you for bringing this matter to our attention. 
 
Sincerely, 
 
 
 
Signature of Director 
Title 
Division 
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SAMPLE REFERRAL LETTER 


 
  
Mr. Joe Public 
123 American Street 
Any City, Any State   45678 
 
Dear Mr. Public: 
 
Your complaint regarding the (federally funded program) has been referred to this office for 
reply.  It is the policy of the (Recipient agency), in accordance with applicable civil rights laws, 
to protect against discrimination in the operation of this program. 
 
This office has the responsibility and authority to process complaints of discrimination based on 
race, color, national origin, age, sex, disability, religion, and political beliefs.  Since your 
complaint is not based on one of these protected classes, we have referred it to our (appropriate 
office) for response.  Someone from that office will contact you.  
 
Thank you for bringing this matter to our attention. 
 
Sincerely, 
 
 
 
Signature of Director 
Title 
Division  
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SAMPLE 20-DAY LETTER 


  
 
Mr. Joe Public 
123 American Street 
Any City, Any State   45678 
 
Dear Mr. Public: 
 
Your complaint addressed to the [appropriate Recipient agency], has been referred to this 
office for reply.  You indicated that you experienced discrimination in the operation of the 
[federally funded program].  Unfortunately, you did not provide enough information in your 
letter for us to take action, so I am requesting that you provide some additional information. 
 
The Food and Nutrition Service (FNS), an agency of the U.S. Department of Agriculture 
(USDA), administers the [federally funded program].  It is the policy of USDA and FNS to 
protect against discrimination in the administration of its programs.  There are laws that 
guarantee protection against discrimination on the basis of race, color, national origin, age, sex, 
disability, religion, and political beliefs.  Your letter, however, did not include the basis for your 
allegation of discrimination and other important information.  Therefore, before we can process 
your complaint, we need the following information within 20 days. 
 


1 The basis on which your complaint is being filed.  In other words, were 
you allegedly discriminated against based on race, color, national origin, age, sex, 
disability, religion, or political beliefs? 


 
2 The date of alleged discrimination. 


 
3 The name of the person or persons responsible for the alleged 
discrimination. 


 
4 The names and address of witnesses, if any, to the alleged discrimination. 


 
5 Other specific details that would help us resolve your complaint. 


 
The above information is necessary to make sure that your complaint is processed in accordance 
with civil rights laws and regulations.  Please note that unless we receive this information within 
20 days from the date of this letter, we cannot take action on your complaint. 
 
Sincerely, 
 
 
 
Signature of Director 
Title 
Division 
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Food Delivery (FD)  


FD-1 Food Delivery System  1 


Maine Center for Disease Control and Prevention 
WIC Nutrition Program 


Effective: October 1, 2012                Policy No. FD-1 


Revised:  October 1, 2018 


Food Delivery System Overview 


Authority 


7 CFR Part 246.4(a)(11)(iii), (a)(14)(i),(vi), and (xii); §246.12(f), (p) and (q) 


Policy 


1. The State Agency shall use food instruments (FIs) to deliver food benefits on demand at 


the time of service to WIC participants.  


2. Local Agencies shall use blank check stock provided by the State Agency to issue paper 


form FIs. 


3. Local Agencies shall use eWIC benefit cards provided by the State Agency to issue FIs 


as eWIC benefits. 


4. The State Agency monitors WIC check and eWIC card stock inventories.  


5. The State Agency has established food delivery procedures in cases of natural disasters 


and emergencies, as described in Policy OM-5, Disaster Recovery. 


Procedures 


1. Blank check stock is delivered to Local Agencies on an as-needed basis by a state-


contracted service provider. 


1.1. The Local Agency shall inventory received check stock and send appropriate 


verification of receipt paperwork back to the State Agency. 


1.2. The Local Agency shall ensure that there is separation of duties between the staff 


members who receive and log the check stock.  


2. Automated paper form FIs (also called checks) contain designated spaces for the 


following information: 


2.1. Participant name and WIC ID number 


2.2. Check number 


2.3. List of approved foods, including quantities 


2.4. First and last days to use check 


2.5. Check amount 







 


Food Delivery (FD)  
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2.6. Vendor redemption period  


2.7. Signature of participant/authorized representative/proxy 


2.8. Vendor stamp number 


2.9. Toll-free number for participant/vendor inquiries 


3. eWIC cards shall be sent to Local Agencies on an as-needed basis. 


3.1. Local Agency staff shall order eWIC cards from the State Agency to meet the 


needs of clinic operations. 


3.2. Local Agency staff shall send verification of eWIC card receipt paperwork to the 


State Agency. 


3.3. Local Agency staff shall ensure a separation of duties between staff members who 


receive and inventory/store eWIC cards. 


3.4. Local Agency staff shall inventory and securely store eWIC card stock. 


4. eWIC cards shall have: 


4.1. An embossed PAN number for assignment to a participating household unit 


4.2. Toll-free number and website portal for account information or problems 


4.3. Address of State Agency for card to be sent to if found 


4.4. Non-discrimination statement 


4.5. Statement that card has no redeemable cash value 


4.6. Statement that misuse of eWIC card is considered fraud and subject to 


prosecution  


5. The State Agency ensures that check and/or eWIC card stock is not being used 


fraudulently by: 


5.1. Confirming that check and/or eWIC card stock is not accessible to participants or 


other unauthorized persons and is stored in a secure location. 


5.2. Maintaining all FI issuance within the SPIRIT System. 


6. In the event that WIC check or eWIC card stock is determined to be missing, Local 


Agency staff shall notify their supervisor and the State Agency immediately. 


7. The Local Agency will work with the State Agency to coordinate investigation of the 


missing item(s) by law enforcement authorities and WIC Program staff.    
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                Policy No. FD-2 


Revised: October 1, 2018 


Food Benefits Pick-up and Transaction 


Authority 


7 CFR §246.4(a)(11)(iii) and (a)(14)(vi); §246.12(r) 


Policy  


1. The State Agency shall utilize a participant identification card (ID Folder) for its paper 


form FI delivery system. 


2. Paper form Food Instruments (FIs) shall be printed only in the name of the participant. 


They may be issued to, received by or mailed to the participant, an authorized 


representative, or a designated proxy. 


3. eWIC benefits (electronic benefits) shall include benefits for the household unit.  They 


may be issued to the authorized representative or a designated proxy.   


Procedures 


1. All Local Agency WIC counseling and administrative staff may issue FIs. 


2. FIs may not be altered or marked in any way.  


3. If an error is made during printing of a paper form FI, the FI shall be voided, scanned in 


the WIC MIS and reprinted. 


4. Local Agency staff may issue FIs to participants/authorized representatives/proxies on a 


monthly, bi-monthly or tri-monthly basis.  


4.1. Authorized representatives/proxies must show proof of identification at time of FI 


pick-up. The WIC ID folder may serve as proof of identification.  Refer to CE-1 


for other acceptable forms of identification. 


5. The Local Agency shall ensure that issuance of all FIs are documented with either: 


5.1. Signature of participant/authorized representative/proxy on the SPIRIT signature 


pad or paper signature form (Appendix FD-2-A) which must be scanned into the 


electronic record, or  
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5.2. Local Agency staff initials and method of issuance (such as “mailed”) on SPIRIT 


signature pad, along with general note explaining reason for issuing paper form 


FIs outside of the regular appointment time. 


5.3. Local Agency staff username and date of FI issuance are captured electronically. 


6. The State Agency requires Local Agency staff to provide each new participant/authorized 


representative with training in the following: 


6.1. How to identify authorized vendors 


6.2. How to redeem FIs, including: 


6.2.1. Food items and quantities 


6.2.2. Monthly eWIC balance  


6.3. Reasons for using a proxy 


6.4. Selecting WIC-approved foods 


6.5. The need for a signature on paper form FIs 


6.6. Selection of secure PIN for eWIC card 


6.7. Reporting problems and requesting assistance 


6.8. Actions considered abuse/misuse of the Program 


6.9. Confirm with the participant/authorized representative that it is their own 


responsibility to train their proxy on all of the above. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                Policy No. FD-3 


Revised: October 1, 2018 


Food Benefit Redemption and Disposition 


Authority 


7 CFR §246.4(a)(14)(vi); §246.12(k) and 12(q)  


22 MRSA §255;  


10-144 CMR Chapter 286, § IV.O 


Policy 


1. The State Agency shall maintain a system that ensures the disposition of all issued food 


instruments (FIs), including benefits issued in paper form, eWIC cards, medical formula 


vouchers and direct order shipments.  


2. The State Agency shall contract the review of food instruments issued in paper form and 


in eWIC accounts to a fiscal intermediary to ensure appropriate redemption and 


disposition. 


3. Vendor redemption shall be monitored by the State Agency to ensure they do not reach 


unallowable reimbursement levels. 


Procedures 


1. To ensure appropriate food instrument disposition at each Local Agency, the State 


Agency monitors the following:   


1.1. The number of voided paper form FIs  


1.2. The number of redeemed FIs with no issuance record 


1.3. The number of voided FIs which have been redeemed 


1.4. Potential overissuance of food instruments 


1.5. Redemption of specific food benefit items 


1.6. Unredeemed food items 


2. FIs that are reported to be lost, stolen, destroyed or inaccessible shall be addressed as 


follows: 


2.1. Valid and future dated paper form FIs reported as lost or stolen shall not be replaced 


unless specific approval is given and documented by Local Agency director or 


program manager.  


2.2. Circumstances warranting replacement include but are not limited to: 


2.2.1. Domestic violence 
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2.2.2. Family with no means to provide formula for enrolled infant 


2.2.3. Family with limited means to provide food for enrolled participant(s) 


2.3. Valid paper form FIs reported as destroyed or inaccessible may be replaced only 


with Local Agency director approval.  Circumstances warranting replacement 


include but not limited to: 


2.3.1. Disasters (e.g., fire, flood) 


2.3.2. Domestic violence situations 


2.3.3. Custody change 


2.4. Local agency staff shall document detail regarding replacement of benefits in the 


participant electronic record. 


2.4.1. Details regarding reason(s) for replacement shall be recorded in a general 


note. 


2.4.2. The WIC Check/Food Replacement Affidavit (Appendix FD-3-A) shall be 


used when benefits are reissued for reported lost, stolen or inaccessible 


food instruments, or when replacing food instruments or physical food 


reported as damaged due to a natural disaster or power outage. 


2.4.2.1. The affidavit shall be reviewed with and signed by the authorized 


representative. 


2.4.2.2. The affidavit shall be scanned into the participant record. 


2.4.2.3. The original copy of the affidavit shall be provided to the 


authorized representative. 


2.5. Active eWIC benefit cards reported as lost, stolen, destroyed or inaccessible shall be 


inactivated before a new eWIC card is issued. 


2.5.1. Replacement of current month food items shall include only the 


outstanding food item benefit balance for the household unit; assignment 


of these food items will be made to a new card account number. 


2.5.2. Future month food items issued to the original eWIC card account number 


for the household may be reassigned to the new eWIC card account. 


2.6. Local Agencies shall seek guidance from the State Agency as needed for issues 


regarding FI and/or food replacement. 


2.7. The State Agency shall monitor the following reports for potentially overissued 


benefits, and will communicate specific cases to the Local Agency Director for staff 


training and/or participant repayment: 


2.7.1. Voided/Stolen/Lost and Cashed Exceptions Report 


2.7.2. SPIRIT Utilities Overissuance Report   


3. If it is established that original FIs are transacted by a participant/authorized 


representative/proxy who has received replacements, the following actions will be taken: 
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3.1. A claim for cash repayment will be issued to the participant, authorized 


representative, or proxy who spent the benefit(s) (see OM-7, pg.2).  


3.2. The participant will receive a written warning stating that a second occurrence will 


result in suspension from the Program for one (1) year. Naming of a new authorized 


representative for the duration of the suspension will be required. 


4. If lost/stolen FIs are transacted by someone other than the participant, the State or Local 


Agency will conduct an investigation. 


5. The State Agency screens vendor redemptions to ensure they do not exceed allowable 


reimbursement levels by the following: 


5.1. The State Agency establishes maximum allowable reimbursement levels for: 


5.1.1. Each vendor peer group 


5.1.2. Each food instrument 


5.1.3. Each food item by peer group 


6. The State Agency establishes maximum allowable reimbursement using a percentage 


above the average redemption amount that may fluctuate based on extenuating 


circumstances. 


7. The average allowable reimbursement levels include factors to reflect wholesale price 


fluctuations and inflation. 


8. The State Agency contracts with a fiscal intermediary to screen all FIs.  The intermediary 


uses a pre-edit (before payment) process to detect the following redemption issues: 


8.1 Purchase price exceeds price limitations 


8.2 Purchase price missing 


8.3 Altered purchase price 


8.4 Vendor identification missing 


8.5 Invalid/counterfeit vendor identification 


8.6 Transacted before specified time period 


8.7 Transacted after specified time period 


8.8 Redeemed after specified period 


8.9 Altered dates 


8.10 Missing signature 


8.11 Mismatched signature 


8.12 Altered signature 


9. The Local Agency shall notify the State Agency of any destroyed/inaccessible FIs that 


need to have stop payment.   


10. When the State Agency detects questionable FIs, suspected vendor overcharges or other 


errors or concerns, it shall take follow-up action within 120 days.  It shall deny payment 
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or initiate claims collection action within 90 days of detection or completion of the 


review or investigation giving rise to the claim, whichever is later. 


11. Direct bill vouchers, manufacturer formula invoices and rejected FIs are paid through 


ACH.   
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011                Policy No. FD-4 


Revised: October 1, 2018 


Special Food Benefits Issuance Accommodations 


Authority 


7 CFR §246.4(a)(11)(iii), (a)(14)(i), (a)(14)(vi), and (a)(22); §246.12(r) 


Policy 


1. Participants/authorized representatives/proxies are expected to pick up FIs whenever a 


certification appointment is due or nutrition education is scheduled, except in unusual 


circumstances. 


2. The State Agency permits paper form FIs to be mailed on a case-by-case basis: 


3.1 In the event of participant hardship 


3.2 Where the participant has difficulty traveling to the agency 


3.3 For participant safety 


3. The State Agency permits benefits to be issued to authorized representatives between 


appointments requiring physical presence (certification and mid-certification). 


Procedures 


1. The State Agency provides Local Agencies with guidelines/procedures for mailing of FIs, 


including the following. 


1.1 When paper form FIs are mailed, the envelope shall be marked RETURN 


SERVICE REQUESTED 


1.2 When paper form FIs are mailed, Local Agency staff shall document issuance by 


noting reason for mailing in the participant record. 


1.3 Participants who receive paper form FIs by mail shall be sent the same quantity of 


FIs as they would receive if they were picking them up in person. 


1.4 Local Agency staff may issue FIs to participants between appointments which 


require physical presence (certification and mid-certification) when: 


1.4.1 A pregnant woman, infant or child has a medically documented need 


demonstrating inability to be physically present at WIC education 


appointments  
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1.4.1.1 Local WIC Agency staff shall contact authorized representative to 


review current condition, goal(s) established at previous 


appointment, and establish new goals if applicable 


1.4.1.2 Local WIC Agency staff shall verify current contact information 


(address and phone number) 


1.5 Issuance of eWIC cards shall be made in person to the participant/authorized 


representative or proxy(ies). 


1.5.1 The participant/authorized representative or proxy’s electronic signatures 


shall be captured at the time of eWIC card issuance. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2012       Policy No. FD-5 


Revised:  October 1, 2018        


Direct Distribution Food Delivery Systems 


Authority 


7 CFR §246.4(a)(11)(iii) and (a)(14)(i), (vi), (vii), and (xii) 


Policy 


1. The State Agency shall use a direct distribution food delivery system to distribute infant 


formula and/or WIC eligible nutritionals to participants living in areas where they cannot 


be obtained at an accessible retail location.  


Procedures 


1. Infant formula and/or WIC eligible nutritionals shall be distributed by WIC Local 


Agency Staff. 


2. To assure food safety, only containers that are prepackaged by the manufacturer shall be 


distributed to participants.  


3. WIC Local Agency staff shall inspect all containers of infant formula or WIC eligible 


nutritionals for broken seals or container damage which may compromise the integrity 


the formula. 


4. The identity of each participant receiving a food distribution shall be verified and the 


distribution shall be documented in the participant’s file.  


5. Infant formula and/or WIC eligible nutritionals shall be distributed to participants on an 


as-needed basis.   
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Maine Center for Disease Control and Prevention 


 WIC Nutrition Program 
 


Effective: October 1, 2012       Policy FD-6 


Revised:  October 1, 2018 


Proxy Assignment 


Authority 


7 CFR § 246.12(r)(1) 


Policy 


1. The State Agency allows participants to designate up to two proxies.  


2. Proxies may take the participant or authorized representative’s place for purposes of 


redeeming food instruments (FIs), attending appointments for certification of minor 


participants, or attending appointments for counseling. 


Procedures 


1. A proxy is any person designated by a WIC authorized representative who is allowed to 


obtain and transact WIC food instruments, obtain supplemental foods on behalf of the 


participant, and/or attend appointments on behalf of the participant/authorized 


representative. 


2. Participants/authorized representatives may: 


2.1. Designate a proxy to redeem food benefits 


2.2. Allow a proxy to act on behalf of the authorized representative at counseling 


and/or certification appointments  


3. Local WIC Agency staff shall: 


3.1. Explain that the designated proxy(ies) must be a reliable person who can bring 


important health care information back to the authorized representative. 


3.2. Ensure the nutrition counseling and health referral components of the program are 


not compromised by the use of a proxy. 


3.2.1. Individuals who are chosen must be deemed able to reliably carry out all 


functions of a proxy.  


3.2.2. The use of a proxy may be denied if deemed inappropriate at the time of 


an appointment.  Examples include but are not limited to: 


3.2.2.1. Cognitively challenged individuals 


3.2.2.2. A pregnant woman or mother of a child who has a teenager she 


wants to name as proxy 


3.2.2.3. Incarcerated individuals 
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3.2.2.4. Individuals who cannot reliably attend WIC appointments 


4. The following steps must be taken when authorizing a proxy: 


4.1. If a proxy(ies) is designated at the first appointment, instruct the participant or 


authorized representative to have the proxy(ies) sign the WIC identification folder 


prior to the next WIC appointment.  If the proxy(ies) has not signed the folder by 


the next appointment, WIC staff must “X” through the proxy signature line(s). 


4.2. If no proxy(ies) is designated at the first appointment, the participant must name a 


proxy(ies) by the second appointment.    


4.3. If no proxy(ies) is designated by the second appointment, WIC staff will “X” 


through the proxy signature line(s) on the ID folder and document that the client 


opts not to name a proxy in the general notes section of the participant file. 


4.4. Inform the participant or authorized representative that the only person(s) who 


can serve as proxy(ies) is/are the individual(s) named on ID folder and the proxy 


line(s) of the electronic record. 


4.5. If a new proxy is desired, the proxy line in the electronic record must be updated 


and the WIC folder replaced.  


4.6. Inform the participant or authorized representative that it is her/his responsibility 


to instruct the proxy(ies) on WIC food instrument redemption procedures as well 


as foods allowed on the current WIC food list. 


5. The identity of a proxy must be verified before issuing WIC FIs. Valid forms of 


identification shall be requested (see CE-1 for acceptable forms of identification).  


5.1. The WIC Participant Booklet may not be used for proxy identification. 
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Maine Center for Disease Control and Prevention  
 WIC Nutrition Program  


  
Effective: October 1, 2012              Policy No. FD-7 
Revised: October 1, 2019  


Return of Unused WIC Formula and Foods  


Authority  
7 CFR § 246.4 (a)(14)(x)  
USDA FNS WIC Food Package Policy and Guidance  
  


Policy  


1. The Local Agency must maintain documentation of all returned formula containers.   


2. Local Agencies may only accept unopened containers of formula from participants when 
there has been a prescription change by the participant’s health care provider or need for 
a different form of formula (such as ready to use) to meet participant or authorized 
representative needs.    


3. The Local Agency assumes responsibility for proper handling and storage of formula 
containers that are returned by participants.  


Procedures  


1. When a formula prescription changes, Local Agency staff must request unopened cans of 
formula to be returned by the authorized representative/participant.  


2. Returned cans formula shall be recorded on the Formula Returned Log (Appendix FD-7-
A), including:  


2.1. Date of return  


2.2. Staff member initials accepting returned formula   


2.3. Participant ID number  


2.4. Initials of the person or relationship to participant (such as authorized 
representative or proxy) of the one returning formula  


2.5. Name of formula   


2.6. Container size  
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2.7. Form of formula (powder, concentrate, RTU)  


2.8. Number of units   


3. Formula that is not eligible for donation (exempt formula, expired formula or damaged 
cans) must be destroyed and recorded in the returned formula log.  


4. Documentation of returned formula must also be recorded in a General Note in the 
participant record, including:  


4.1. Name of formula  


4.2. Form (concentrate, powder, ready to use)  


4.3. Number of units  


4.4. Date of return   


4.5. Reason for return  


5. WIC unissued direct order formulas may be allocated to another participant at any local 
agency. 


6. It is the responsibility of Local Agency staff to manage the stock of unissued direct order 
formula.  


6.1. Stock of  powdered infant formula(s) must be rotated appropriately.    


6.2. Outdated containers of powdered infant formula(s) must be removed from 
inventory and destroyed.    


6.3. Powdered infant formula must not be issued when there is not sufficient time for 
the product to be consumed prior to the expiration date.    


6.4. Expired or damaged infant formula products must be discarded in such a way as 
to prevent human consumption:  


6.4.1. All liquid formula products must be poured down a sink drain.  


6.4.2. All powdered formula products must be opened and dumped into a trash 
bag.  


7. When a participant exchanges physical cans of formula for another formula, the reissued 
amount shall be prorated based on the number of days remaining in the issuance period, 
the amount of formula needed per day and the fluid ounces or reconstituted ounces of the 
formula returned without exceeding the maximum monthly allowance.   
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7.1. Staff shall not exchange formula benefits can for can without first assessing the 
number of days in the current issuance period, how much formula was returned, 
and how much formula was never issued (such as the dangling reconstituted 
ounces not allocated based on package size, or infants changing from partial 
breastfeeding to nonbreastfeeding who previously received less formula than the 
full monthly maximum amount)  


8. All unopened returned WIC food items in the original packaging, with a valid expiration 
date and good condition including jarred infant foods, infant standard formula and other 
shelf-stable WIC foods purchased with WIC food instruments  under the protection of 42 
U.S. Code § 1791 may be donated to a community emergency food program.  


8.1. All food items to be donated should be logged in the Donation Log (attachment). 
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Appendix FD-2-A       


Date:  10/01/2018                                                                            


WIC food benefits have been issued to the following participant(s): 


Participant ID# First Date to use  Last date to use Check number range 


    


    


    


    


    


    


    


    


    


I acknowledge that I have received the WIC food benefit check numbers listed above. 


________________________________  ________________               ________________ 


Authorized representative signature   Date    WIC Staff member 


 


 


 


 


This institution is an equal opportunity provider. 
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Appendix FD-3-A 


Date:  10/01/2018 


 


WIC Check/Food Replacement Affidavit 


 


Date: Household ID:  Authorized Representative/Proxy: 


      


I declare the following WIC checks/foods were:       lost     stolen  damaged in disaster   unsafe to retrieve 


      


 State WIC ID Check Number(s)/Food Item(s) Valid Date(s) Replace (Y/N) 


    


    


    


    


    


 


I have been given the following check numbers to replace the ones listed above: 


 


 Participant ID Check Number(s) Valid Date(s) 


   


   


   


   


   


 


 I understand if I find any of the checks reported as lost or stolen, I will call the WIC office right 


away. 


 I understand that if I or anyone acting for me cashes a check that has been replaced as lost or stolen, I 


will have to pay the WIC Program for the amount of the cashed check. 


 I understand that if I have given the WIC Program false information, I will have to pay the program 


for the replacement WIC check(s)/WIC food(s) I have been provided. 


 


 


 
Authorized Representative Signature/Proxy 


 


WIC Staff Member Signature Replacement Approval Date 


 


This institution is an equal opportunity provider 






Similac Adv Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Advance Powdered		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Advance Powder		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Advance Powder		# of Units		Beginning Inventory		Total in Storage

												Similac Advance Powder												Similac Advance Powder						0

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

												Similac Advance Powder												Similac Advance Powder

														0												0





Similac Adv RTF

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Advance RTF		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Advance RTF 32oz		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Advance RTF 32oz		# of Units		Beginning Inventory		Total in Storage

												Similac Advance RTF 32oz												Similac Advance RTF 32oz						0

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

												Similac Advance RTF 32oz												Similac Advance RTF 32oz

														0												0

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Advance RTF		Date/Staff Initials		Participant ID #		Expiration Date		Formula Returned by (Auth Rep or Proxy)		Similac Advance RTF 6packs		# of Units				Date/Staff Initials		Partic. #/or if Disposed, Write Disposed		Expiration Date		Similac Advance RTF 6packs		# of Units		Beginning Inventory		Total in Storage

												Similac Advance RTF 6packs												Similac Advance RTF 6packs						0

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

												Similac Advance RTF 6packs												Similac Advance RTF 6packs

														0												0





Similac Adv Conc

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Adv Concentrate		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Advance Conc		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Advance Conc		# of Units		Beginning Inventory		Total in Storage

												Similac Advance Conc												Similac Advance Conc						0

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

												Similac Advance Conc												Similac Advance Conc

														0												0





Similac Isomil Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Isomil Powdered		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Isomil Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Isomil Pwd		# of Units		Beginning Inventory		Total in Storage

												Similac Isomil Pwd												Similac Isomil Pwd						0

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

												Similac Isomil Pwd												Similac Isomil Pwd

														0												0





Similac Isomil RTF

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Isomil RTF		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Isomil RTF 32oz		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Isomil RTF 32oz		# of Units		Beginning Inventory		Total in Storage

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz						0

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

												Similac Isomil RTF 32oz												Similac Isomil RTF 32oz

														0												0

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Isomil RTF		Date/Staff Initials		Participant ID #		Expiration Date		Formula Returned by (Auth Rep or Proxy)		Similac Isomil RTF 6packs		# of Units				Date/Staff Initials		Partic. #/or if Disposed, Write Disposed		Expiration Date		Similac Isomil RTF 6packs		# of Units		Beginning Inventory		Total in Storage

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs						0

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

												Similac Isomil RTF 6packs												Similac Isomil RTF 6packs

														0												0





Similac Isomil Conc

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Isomil Concentrate		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Isomil Conc		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Isomil Conc		# of Units		Beginning Inventory		Total in Storage

												Similac Isomil Conc												Similac Isomil Conc						0

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

												Similac Isomil Conc												Similac Isomil Conc

														0												0





Similac Sensitive Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Sensitive Powder		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Sensitive Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Sensitive Pwd		# of Units		Beginning Inventory		Total in Storage

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

												Similac Sensitive Pwd												Similac Sensitive Pwd

														0												0





Similac Sensitive RTF

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Sensitive RTF           		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Sensitive RTF 32oz		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Sensitive RTF 32oz		# of Units		Beginning Inventory		Total in Storage

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

												Similac Sensitive RTF 32oz												Similac Sensitive RTF 32oz

														0												0

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Sensitive RTF           		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Sensitive RTF 6packs		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Sensitive RTF 6packs		# of Units		Beginning Inventory		Total in Storage

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

												Similac Sensitive RTF 6packs												Similac Sensitive RTF 6packs

														0												0





Total Comfort Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac Total Comfort Pwd		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac Total Comfort Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac Total Comfort Pwd		# of Units		Beginning Inventory		Total in Storage

												Similac Total Comfort Pwd												Similac Total Comfort Pwd						0

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

												Similac Total Comfort Pwd												Similac Total Comfort Pwd

		Similac Total Comfort Pwd												0												0































































Similac Spit-Up Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac for Spit-Up Pwd       		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac for Spit-Up Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac for Spit-Up Pwd		# of Units		Beginning Inventory		Total in Storage

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd						0

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

												Similac for Spit-Up Pwd												Similac for Spit-Up Pwd

		Similac for Spit-Up Pwd       												0												0































































Similac Spit-Up RTF

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Similac for Spit-Up Pwd       		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Similac for Spit-Up RTF 32oz		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Similac for Spit-Up RTF 32oz		# of Units		Beginning Inventory		Total in Storage

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz						0

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

												Similac for Spit-Up RTF 32oz												Similac for Spit-Up RTF 32oz

		Similac for Spit-Up Pwd       												0												0































































Nutramigen Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Nutramigen Powdered           		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Nutramigen Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Nutramigen Pwd		# of Units		Beginning Inventory		Total in Storage

												Nutramigen Pwd												Nutramigen Pwd						0

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

												Nutramigen Pwd												Nutramigen Pwd

														0												0





Nutramigen RTU

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Nutramigen Powdered           		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Nutramigen RTU 32oz. 		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Nutramigen RTU 32oz. 		# of Units		Beginning Inventory		Total in Storage

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 						0

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

												Nutramigen RTU 32oz. 												Nutramigen RTU 32oz. 

														0												0

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Nutramigen RTU            		Date/Staff Initials		Participant ID #		Expiration Date		Formula Returned by (Auth Rep or Proxy)		Nutramigen RTU 6-packs		# of Units				Date/Staff Initials		Partic. #/or if Disposed, Write Disposed		Expiration Date		Nutramigen RTU 6-packs		# of Units		Beginning Inventory		Total in Storage

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs						0

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

												Nutramigen RTU 6-packs												Nutramigen RTU 6-packs

														0												0





Enfacare Pwd & RTU

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Enfacare Powdered             		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Enfacare Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Enfacare Pwd		# of Units		Beginning Inventory		Total in Storage

												Enfacare Pwd												Enfacare Pwd						0

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

												Enfacare Pwd												Enfacare Pwd

														0												0

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Enfacare RTU                 		Date/Staff Initials		Participant ID #		Expiration Date		Formula Returned by (Auth Rep or Proxy)		Enfacare RTU 6-packs		# of Units				Date/Staff Initials		Partic. #/or if Disposed, Write Disposed		Expiration Date		Enfacare RTU 6-packs		# of Units		Beginning Inventory		Total in Storage

												Enfacare RTU 6-packs												Enfacare RTU 6-packs						0

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

												Enfacare RTU 6-packs												Enfacare RTU 6-packs

														0												0





Neosure Pwd & RTU

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Neosure Powdered             		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Neosure Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Neosure Pwd		# of Units		Beginning Inventory		Total in Storage

												Neosure Pwd												Neosure Pwd						0

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

												Neosure Pwd												Neosure Pwd

														0												0

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Neosure RTU                 		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Neosure RTU 32oz. 		# of Units				Date/Staff Initials		Partic. #/or if Disposed, Write Disposed		Expiration Date		Neosure RTU 32oz. 		# of Units		Beginning Inventory		Total in Storage

												Neosure RTU 32oz. 												Neosure RTU 32oz. 						0

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

												Neosure RTU 32oz. 												Neosure RTU 32oz. 

														0												0





Enfamil Pre 24 Nursettes

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Enfamil Premature 24 Nursettes  		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Enf. Premature 24 Nursettes		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Enf. Premature 24 Nursettes		# of Units		Beginning Inventory		Total in Storage

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes						0

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

												Enf. Premature 24 Nursettes												Enf. Premature 24 Nursettes

														0												0





Enfamil 24 Nursettes

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Enfamil 24 Nursettes  		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Enf. 24 Nursettes		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Enf. 24 Nursettes		# of Units		Beginning Inventory		Total in Storage

												Enf. 24 Nursettes												Enf. 24 Nursettes						0

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

												Enf. 24 Nursettes												Enf. 24 Nursettes

														0												0





Neocate Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Neocate Powdered		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Neocate Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Neocate Pwd		# of Units		Beginning Inventory		Total in Storage

												Neocate Pwd												Neocate Pwd						0

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

												Neocate Pwd												Neocate Pwd

														0												0





PurAmino Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		PurAmino Powdered                 		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		PurAmino Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		PurAmino Pwd		# of Units		Beginning Inventory		Total in Storage

												PurAmino Pwd												PurAmino Pwd						0

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

												PurAmino Pwd												PurAmino Pwd

														0												0





Alimentum Pwd & RTU

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Alimentum Powdered                  		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Alimentum Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Alimentum Pwd		# of Units		Beginning Inventory		Total in Storage

												Alimentum Pwd												Alimentum Pwd						0

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

												Alimentum Pwd												Alimentum Pwd

														0												0

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Alimentum RTU          		Date/Staff Initials		Participant ID #		Expiration Date		Formula Returned by (Auth Rep or Proxy)		Alimentum RTU		# of Units				Date/Staff Initials		Partic. #/or if Disposed, Write Disposed		Expiration Date		Alimentum RTU		# of Units		Beginning Inventory		Total in Storage

												Alimentum RTU												Alimentum RTU						0

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

												Alimentum RTU												Alimentum RTU

														0												0





Elecare Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Elecare Powdered                  		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Elecare Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Elecare Pwd		# of Units		Beginning Inventory		Total in Storage

												Elecare Pwd												Elecare Pwd						0

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

												Elecare Pwd												Elecare Pwd

														0												0





Pregestimil Pwd & RTU

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Pregestimil Powdered              		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Pregestimil Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Pregestimil Pwd		# of Units		Beginning Inventory		Total in Storage

												Pregestimil Pwd												Pregestimil Pwd						0

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

												Pregestimil Pwd												Pregestimil Pwd

														0												0

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Pregestimil RTU Nursettes            		Date/Staff Initials		Participant ID #		Expiration Date		Formula Returned by (Auth Rep or Proxy)		Pregestimil RTU		# of Units				Date/Staff Initials		Partic. #/or if Disposed, Write Disposed		Expiration Date		Pregestimil RTU		# of Units		Beginning Inventory		Total in Storage

												Pregestimil RTU												Pregestimil RTU						0

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

												Pregestimil RTU												Pregestimil RTU

														0												0





Elecare Jr. Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Elecare Jr. Powdered		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Elecare Jr. Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Elecare Jr. Pwd		# of Units		Beginning Inventory		Total in Storage

												Elecare Jr. Pwd												Elecare Jr. Pwd						0

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

		Elecare Jr. Powdered										Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

												Elecare Jr. Pwd												Elecare Jr. Pwd

														0												0



































Neocate Jr. Pwd

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Neocate Jr. Powdered		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Neocate Jr. Pwd		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Neocate Jr. Pwd		# of Units		Beginning Inventory		Total in Storage

												Neocate Jr. Pwd												Neocate Jr. Pwd						0

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

		Neocate Jr. Powdered										Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

												Neocate Jr. Pwd												Neocate Jr. Pwd

														0												0



































Pediasure

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Pediasure RTF (1.0 or 1.5 cals/oz)                                   		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Pediasure		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Pediasure		# of Units		Beginning Inventory		Total in Storage

												Pediasure												Pediasure						0

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

												Pediasure												Pediasure

														0												0































Pediasure with Fiber

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Pediasure w/ Fiber RTF		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Pediasure with Fiber		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Pediasure with Fiber		# of Units		Beginning Inventory		Total in Storage

												Pediasure with Fiber												Pediasure with Fiber						0

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

												Pediasure with Fiber												Pediasure with Fiber

														0												0





Other

				Returned or Received (in storage)														Reissued (taken out of Storage)

		Other DO Formula		Date/Staff Initials		Participant ID #		Expiration Date		Source of Return 
(DO, PAR, etc..)		Formula Name		# of Units				Date/Staff Initials		Participant #, Donated, Destroyed		Expiration Date		Formula Name		# of Units		Beginning Inventory













































		Other DO Formula













														0												0



































Month End

		Month End Inventory: 		(Month)

		Formula/Food 		Total Quantity 

		Similac Adv Pwd		0

		Similac Adv RTF		0

		Similac Adv Conc		0

		Similac Isomil Pwd		0

		Similac Isomil RTF		0

		Similac Isomil Conc		0

		Similac Sens Pwd		0

		Similac Sens RTF 32oz		0

		Similac Sens RTF 6-pack		0

		Similac Total Comf Pwd		0

		Similac Spit-Up PWD		0

		Similac Spit-Up RTF		0

		Nutramigen Pwd		0

		Nutramigen RTU		0

		Enfacare Pwd 		0

		Neosure Pwd		0

		Neosure RTF		0

		Enfacare RTF		0

		Enfamil Pre 24 RTF		0

		Enfamil 24 RTF		0

		Neocate Pwd		0

		PurAmino Pwd		0

		Alimentum Pwd		0

		Alimentum RTF		0

		Elecare Pwd		0

		Pregestimil Pwd		0

		Pregestimil RTF		0

		Elecare Jr Pwd		0

		Neocate Jr Pwd		0

		Pediasure		0

		Pediasure w Fiber		0





Sheet2








Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011           Policy No. FM-10 


Revised: October 1, 2018 


Nutrition Education Costs 


Authority 


7 CFR §246.4(a)(9) and §246.14(c) 


NESF-053-1   


Policy 


1. The State Agency shall expend and require Local Agencies to expend at least seventeen 


percent (17%) of their NSA funding for nutrition education purposes (excluding 


breastfeeding).   


2. Nutrition education expenditures must be reasonable and necessary for the provision of 


nutrition education.  


3. The State and Local Agencies shall document its nutrition education and breastfeeding 


promotion expenditure requirements via online time studies. 


Procedures 


1. Allowable nutrition education expenditures include but are not limited to the following: 


1.1 Salaries and other costs of nutrition education activities including: 


1.1.1 Preparation 


1.1.2 Evaluation 


1.1.3 Supervision 


1.1.4 Training 


1.1.5 Group nutrition education  


1.1.6 Individual counseling 


1.1.7 Conducting other nutrition education activities. 


1.2 Costs associated with training and orientation for nutrition education staff, 


including but not limited to: 


1.2.1 Prorated travel to local training sites 
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1.2.2 Professional meetings 


1.2.3 Training sessions 


1.2.4 Monthly nutritionist meetings 


1.3 Costs of producing or providing nutritional education materials, including: 


1.3.1 Translating nutrition education materials. 


1.3.2 Printing or reproducing nutrition education materials. 


1.3.3 Coordinating local nutrition education materials (inventory, ordering, 


distribution to clinics, etc.). 


1.3.4 Purchasing and/or developing nutrition education materials such as 


posters, pamphlets, handouts, books, newsletters, audiovisuals, etc. 


1.4 Costs arising in conjunction with providing nutrition education 


1.4.1 Food, cooking utensils, and teaching aids used to conduct food 


demonstrations; 


1.4.2 Staff teaching aids. 


1.4.3 Nutrition education teaching aids when used in conjunction with nutrition 


education. These items shall be distributed to specific audiences for which 


the items were designed, be of reasonable cost per item and include but are 


not limited to: 


1.4.3.1 Magnets with nutrition messages 


1.4.3.2 Calendars with nutrition messages 


1.4.3.3 Infant cups/spoons 


1.4.3.4 Oral health aids 


1.4.3.5 Recipe books 


1.4.3.6 Reading books with nutrition information or messages 


1.5 Costs associated with nutrition education sessions that promote or reinforce 


physical activity as part of a joint physical activity and nutrition message  


1.6 Indirect and allocated costs associated/identified with nutrition education 


activities. 


1.7 Costs for items that have no educational message are not allowable. 


1.8 Local Agencies must maintain records that document food purchases made for 


nutrition education purposes. Please refer to Appendix FM-10-A for a sample of 


the log. These food items are considered administration costs. 


1.9 Local Agencies shall report nutrition education and breastfeeding promotion and 


support costs when they report routine NSA costs through the reimbursement 


process referred to in FM-7, State and Local Agency Access to Funds. 








Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011       Policy No. FM-11 


Revised: July 20, 2016 


Breastfeeding Promotion Costs 


Authority 


7 CFR § 3016 


2 CFR § 200 


Policy 


1. Local Agencies shall account for funds spent to promote breastfeeding.  Breastfeeding 


promotion and support expenditures shall be allowable WIC expenses as defined in this 


policy. 


2. Expenditures for breastfeeding promotion shall be: 


2.1 Attributable to breastfeeding promotion 


2.2 An allowable expense  


2.3 In addition to the seventeen percent (17%) nutrition education requirement 


2.4 Reasonable and necessary 


2.5 Documented 


Procedures 


1. The following are allowable breastfeeding promotion costs: 


1.1 Salaries and benefits of: 


1.1.1 WIC staff who deliver educational and direct client services related to 


breastfeeding 


1.1.2 WIC staff who deliver/attend training on breastfeeding promotion and 


support 


1.1.3 WIC staff who participate in state and local planning committees 


dedicated to breastfeeding promotion 


1.1.4 WIC staff who organize volunteers and community groups to support 


breastfeeding WIC participants 


1.2 Honorariums and travel expenses of non-WIC professionals to deliver training on 


breastfeeding promotion and support.  
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1.3 Costs to develop/procure educational materials, instructional curricula, etc., 


related to breastfeeding promotion and support, including interpreters and 


translators for breastfeeding promotion and support materials.  


1.4 Travel and other expenses incurred by WIC staff related to any of the above 


items. 


1.5 With prior State Agency approval, costs of service agreements with other 


organizations, public or private, to undertake training and direct service delivery 


to WIC participants, concerning breastfeeding promotion and support  


1.6 Aids that directly support the initiation and continuation of breastfeeding, such as: 


large/extra-large breast pump flanges, nipple shields, breast shells, nursing 


supplements, and nursing pads.  


1.7 Breastfeeding incentive items with a cost of less than $3.00 each.  Breastfeeding 


incentive items must contain a breastfeeding message and be reasonable and 


necessary for the promotion and support of breastfeeding.  They must promote, 


the breastfeeding message and the entire Maine CDC WIC program, not the Local 


Agency.  


1.8 Incentive items may include the following if they promote breastfeeding as 


described above: 


1.8.1 Pencils, pens 


1.8.2 Magnets 


1.8.3 Balloons 


1.8.4 Stickers, buttons 


1.8.5 Crayons, coloring books 


1.8.6 Infant t-shirts/bibs 


1.8.7 Water bottles, stadium cups, plastic cups 


1.8.8 Books with a nutrition message 


2. The following costs are not allowable breastfeeding promotion costs: 


2.1 Breastfeeding aids that do not directly support the initiation and continuation of 


breastfeeding and are not within the scope of the WIC Program, such as topical 


creams, ointments, Vitamin E, other medicines, foot stools, infant pillows, nursing 


bras and nursing blouses.  


2.2 Costs of promotional campaigns/items (print, radio, television) aimed at a general 


audience concerning breastfeeding, unless materials may also be legitimately used 


with WIC participants or trainees in an educational context. 


2.3 Items of nominal value (less than $3.00) that have no breastfeeding message. 


2.4 Breastfeeding incentive items, if funding is limited and other more pressing needs 







 


Financial Management (FM) 


FM-11 Breastfeeding Promotion Costs                                                                                         


  3 


 


 


will go unaddressed (e.g., contact with lactation consultant for high-risk 


counseling). 


2.5 Special equipment for general use in WIC clinics such as baby weight scales 


marketed for use with high-risk, breastfed infants.  


2.6 The purchase or lease breast pumps. Breast pumps are food expenditure and must 


be ordered through the State Agency.  


2.7 Contact the State Agency breastfeeding coordinator for approval of any incentive 


items not listed above. 


3. Allowable breastfeeding promotion costs require sufficient and appropriate documentation. 


4. Breastfeeding Peer Counseling activities are not allowable breastfeeding expenditure and 


should be recorded and reported separately.  








Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011           Policy No. FM-12 


Revised: July 20, 2016 


Indirect Costs 


Authority 
7 CFR §246.4(a)(12) 


2 CFR §200 


Policy 


1. The State Agency documents and monitors indirect cost rates and services at the state and 


local levels.  


2. The State Agency must ensure that local agency services received and paid for through 


indirect cost allocation are not also charged directly to the WIC Program.   


3. The State Agency’s indirect cost rate is based on: 


3.1 Salaries 


3.2 Direct costs for administration 


3.3 The State of Maine’s approved cost allocation plan 


Procedures 


1. The State Agency receives the following types of services under the indirect cost rate 


agreement: 


1.1. Budgeting/accounting 


1.2. Personnel/payroll 


1.3. Procurement/contracting 


2. The State Agency allows Local Agencies to report indirect costs.  


2.1 Local Agencies may negotiate an indirect-cost rate with a Federal Cognizant 


Agency. A copy must be submitted annually during the contract renewal process. 


2.2 If there is no negotiated rate, indirect costs must be documented and allocated 


reasonably.  


3. When the State Agency reviews the Local Agencies’ indirect cost rate agreements, the 


review includes: 


3.1 Required submission of indirect cost agreement (annually, with contract renewal) 
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3.2 Assessment of how the rate or method is applied (correct time period, percentage, 


and base) 


4. The State Agency verifies during the biannual Management Evaluation Review that indirect 


charges are not a duplicate of direct charges by comparing line item detail to the cost 


allocation plan.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011       Policy No. FM-13 


Revised: October 1, 2017 


Shared (Allocable) Costs  


Authority 


2 CFR §200 


WIC Cost Allocation Guide 


FMNP Policy Memorandum #2002-1 


Policy 


1. Local Agencies may request reimbursement for actual operational, equipment and personnel 


costs. 


Procedures 


1. Shared operational costs are allowable and must:  


1.1 Have source documentation such as invoices. 


1.2 Be shown as an actual expense on an equivalent prorated charge. 


2. Shared costs for equipment such as medical equipment and nutrition education materials are 


allowable and must be: 


2.1 Prorated on an equitable basis. 


2.2 Claimed as a direct program cost. 


2.3 Allowable to the extent of benefits received by the program. 


3. Shared personnel costs are allowable:  


3.1 Use the continuous time reporting method described in the WIC Cost Allocation 


Guide. 


3.2 Use the modified time reporting method described in the WIC Cost Allocation 


Guide for programs qualifying programs such as the FMNP 


3.3 Be supported by appropriate distribution of time. 


3.4 Have source documentation kept on file to support the reimbursement method. 


4. Estimates are never an acceptable means for documenting shared costs.  FNS and the State 


Agency will pursue recovery of funds when source documentation is not available. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011           Policy No. FM-14 


Revised: July 20, 2016 


Program Income 


Authority 


7 CFR§3016.25, Subpart A; and §246.15 


2 CFR §200 


Policy 


1. Local Agencies shall add program income to the program budget and use program income to 


further WIC program objectives in accordance with federal regulations. 


2. Program income shall be spent only on WIC-related activities/expenditures. 


3. Local Agencies shall identify and report this income utilizing the forms and timeframes 


specified in Policy No. FM-7, State and Local Agency Access to Funds. 


4. Local Agencies shall expend program income during the contract term in which it is earned 


and may not carry it forward to the succeeding term. 


5. Program income not expended in the term in which it is earned shall be refunded to the State 


Agency. 








 


 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011           Policy No. FM-15 


Local Agency Purchasing Procedures 


Authority 


7 CFR §3016 


2 CFR §200 


Policy 


1. Local Agencies shall follow their agency procurement procedures for the purchase of goods 


and services. 


2. State Agency approval shall be requested for equipment with a unit cost of $2,500.00 or 


more. 


3. State Agency approval shall also be requested for all clinic and data processing equipment 


and contracts for services, regardless of cost. 


Procedures 


1. Equipment (excluding medical equipment): 


1.1. All equipment purchased solely with WIC funds must be used for WIC purposes 


only. 


1.2. Equipment costs and use may be shared with other programs; however 


documentation must be available for review. 


1.3. The Local Agency must request prior approval from the State Agency WIC 


Director before any equipment is purchased. The request shall include: 


1.3.1 A description of the item to be purchased 


1.3.2 Quantity 


1.3.3 Cost per item 


1.3.4 Acknowledgement that the lowest bid is acceptable, or if not acceptable, a 


detailed statement explaining why the lowest bid is not acceptable. 


1.3.5 Justification of need for the item(s) requested 


1.4. Allowable office equipment (excluding Automatic Data Processing (ADP) 


equipment) may only be purchased if funds are available in the Local Agency’s 


current budget. 
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1.5. All equipment purchases must be made in accordance with federal, state 


regulations, and Local Agency purchasing policies, all of which must be on file at 


the Local Agency and available for review at the State Agency’s discretion. 


1.6. As a general rule, an item with a unit cost of $2,500 or more is considered 


equipment. 


1.7. The Local Agency must report to the State Agency within thirty days of receipt of 


any equipment, using the Equipment Inventory Form (Appendix FM-15-A). 


1.8. All equipment must be asset-tagged using the tags available from the State 


Agency.  Requests for additional tags may be made on monthly supply requests. 


2. Medical equipment and medical supplies: 


2.1 Purchases of medical equipment and medical supplies are made by the State 


Agency.   


2.2 Local Agencies must submit their medical supply/equipment requests to the State 


Agency semiannually. 


3. Automated Data Processing (ADP) equipment:   


3.1 Local Agencies must receive prior approval from the State Agency before 


purchasing any ADP equipment.   


4. Supplies (non-medical): 


4.1 Supplies are expendable items used in the course of Maine CDC WIC Program 


activities and are obtained using the Local Agency’s purchasing procedures. 


5. Inventory: 


5.1 A physical inventory of all equipment whose unit cost equals or exceeds $100.00 


and that was purchased with WIC funds must be conducted, documented on the 


Equipment Inventory Form (Appendix FM-15-A), and submitted to the State 


Agency no later than September 30 of each year.   


5.2 The inventory must be completed and submitted, regardless of whether or not 


equipment was purchased during the year.   


5.3 The staff person conducting the inventory must sign and date the form.  


5.4 In the event equipment is damaged and/or needs to be discarded, the Local 


Agency must contact the State Agency for disposal options.   


5.5 If the equipment has been stolen, a copy of the police report must be included 


with the inventory form.   


5.6 All equipment (damaged, stolen or discarded) must be indicated as such on the 


Equipment Inventory Form (Appendix FM-15-A). 


6. Rearrangement and/or alteration of facilities: 
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6.1 The cost of rearrangement and/or alteration of facilities, when required 


specifically for the WIC Program, are allowable with prior approval, provided 


funding is available.   


6.2 The following information must be sent to the State Agency, with a narrative 


description of the alterations: 


6.2.1 An estimate of the cost of the work to be done.  


6.2.2 The estimated start and completion dates. 


6.2.3 A statement certifying that the alterations to be made are necessary and 


reasonable for proper and efficient administration of the WIC Program. 


6.2.4 If the cost of the alterations is to be shared with other funding sources, a 


description of the method used to prorate the cost equitably among users.  


6.3 Maintenance and repair should not be included in this cost category.  








Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011       Policy No. FM-16 


Revised: July 20, 2016 


Property Management 


Authority 


7 CFR §3016 


2 CFR §200 


Policy 


1. The Local Agency shall maintain complete accountability and security for all equipment and 


State Agency-designated reportable assets purchased with Program funds, including but not 


limited to, equipment purchased through the State Agency and placed in the Local Agency’s 


custody. 


2. Local Agencies shall be held financially responsible for all equipment and designated 


reportable assets lost, damaged, or stolen. 


Procedures 


1. Equipment is any article of nonexpendable, tangible personal property having a useful 


lifetime of more than one year and an acquisition cost of $2,500 or more. 


2. Designated reportable assets are desktops, laptops, printers, copiers, emergency management 


equipment, communication devices and systems, medical and laboratory equipment, media 


equipment, and any nonexpendable tangible personal property purchased through the State 


Agency with an acquisition cost of $100 or more but less than $2,500. 


3. Tangible personal property not defined as equipment or designated reportable assets are 


categorized as “supplies.”  


4. All equipment and designated reportable assets purchased by the Local Agency or by the 


State Agency and placed in the custody of the Local Agency shall be: 


4.1 Inventoried at least once per year as specified by the DHHS contract 


4.2 The physical inventory shall be reported on the Equipment Inventory Form 


(Appendix FM-15-A) 


4.3 Included in records maintained at the Local Agency  


4.4 Asset-tagged upon receipt (refer to FM-15, Local Agency Purchasing Procedures) 


5. The physical inventory shall be reconciled with the property records on file to verify the 


existence, the current utilization, and continued need for the equipment.   
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5.1 Any discrepancies between quantities determined by the physical inspection and 


those shown in the accounting records shall be investigated and reported to the 


State Agency to determine the causes of the differences. 


6. Local Agencies shall report lost or stolen equipment, including electric breast pumps and 


collection kits, to the State Agency immediately upon discovery of loss, as follows:   


6.1 Notify the State Agency by telephone immediately upon discovery of lost, stolen, 


or irretrievable equipment. 


6.2 If it is determined that the equipment was stolen, notify the local police and obtain 


a copy of the police report. Forward a copy of the report to the State Agency 


along with a letter explaining the circumstances surrounding the theft. 


6.3 If the equipment was lost, submit a letter explaining the circumstances 


surrounding the loss including the name of the person responsible for the 


equipment at the time of the loss. 


6.4 If the equipment was lost, an investigation of the circumstances surrounding the 


loss shall be conducted to determine if negligence was the cause. 


6.5 The letter shall include a description of the procedures instituted to ensure that the 


loss or theft may not readily occur again. 


6.6 Lost or stolen electric breast pumps or collection kits, including those that are lost 


or stolen out of inventory prior to issuance, must be reported to the State Agency. 


7. If the Local Agency or its employees are determined to be negligent, the Local Agency shall 


reimburse the State Agency the amount determined by the State Agency. 


8. If the Local Agency is indemnified, reimbursed, or otherwise compensated for any loss of, 


destruction of, or damage to, the equipment or designated reportable assets covered by this 


policy, it shall use the proceeds to repair or replace the equipment. 


9. The Local Agency shall obtain written approval from the State Agency prior to using 


equipment or designated reportable assets covered by this policy in any other program.  


9.1 Written approval is also required prior to selling, disposing or removing any of 


these items from the Local Agency’s inventory.  


9.2 All equipment and designated reportable assets purchased centrally by the State 


Agency and placed in the custody of the Local Agency shall be physically 


returned to the State Agency for disposition.  


9.3 The Local Agency is financially liable for all such items and shall assure that they 


are returned to the State Agency not scrapped, sold, or used as a trade-in on 


similar items.  


10. All equipment records shall be maintained three (3) years after the disposition, replacement, 


or transfer of equipment and designated reportable assets purchased with Program funds. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2011                      Policy No. FM-17 


Revised: October 25, 2011 


Participant Fees 


Authority 


7 CFR §3016 


Policy 


1. The Local Agency shall ensure that participants are not charged a fee for: 


1.1 certification and/or subsequent certification  


1.2 food instrument issuance 


1.3 nutrition education 


1.4 program eligibility determination 


1.5 participation  


1.6 referrals 








Maine WIC Program 


Department of Health and Human Services 


Effective: October 1, 2012       Policy No. FM-18 


Revised: August 1, 2016 


Cost Containment Measures 


Authority 
7 CFR 246.4(a)(14)(x); §246.10(e)(1)(iii); and §246.16a.   


 


Policy 


1. The State Agency shall establish procedures for cost containment for infant formula, infant 


food, other food products, and ensure vendor food prices are reasonable. 


2. The State Agency issues the primary contract infant formula as the only choice of issuance. 


Procedures 


1. The State Agency acquires food through a retail food delivery system.  


1.1 The vendor price survey shall monitor vendor pricing to verify reasonability of 


food costs. 


1.2 The State Agency shall calculate maximum allowable reimbursement (MAR) for 


each food distribution item for each peer group using the data collected in the 


vendor price surveys.  


1.2.1 The MAR shall equal the average price for the food distribution item plus 


two standard deviations for all food distribution items except formula.  


1.2.2 The MAR for formula will equal the average price plus two standard 


deviations, or average price plus 10%, whichever is greater.  


1.2.3 MARs will be calculated on a quarterly basis. 


2. The State Agency shall have a rebate contract/agreement for infant formula, infant food and 


cereal. 


3. Contract formula may be issued as powder or concentrate, with ready-to-feed available only 


in instances of assessed need.   


4. The State Agency's infant formula, infant food and infant cereal rebate solicitation/contract 


shall: 


4.1 Establish the contractor’s responsibility to provide sufficient quantities of 


products covered by contract to all authorized WIC vendors in the state. 


4.2 Require manufacturer to adjust for price changes subsequent to the bid opening. 


The provision requires a cent-for-cent increase and decrease in the rebate amounts 
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whenever there is any change in the lowest national wholesale price for a full 


truckload of a particular infant formula. 


4.3 Require payment of rebates on all infant formula purchased while contract is in 


effect, even though the contract may be void at the time payment is due. 


4.4 Require advance payment of rebates, at least during the fourth quarter of each 


federal fiscal year, to facilitate the State Agency’s cash flow situation. 


4.5 Stipulate sanctions for unfulfilled contract obligations (e.g., if payment is not 


made within 30 days of the invoice date, the contractor will pay the State Agency 


with interest, at a rate specified in the contract, on the unpaid balance until such 


time as payment is made over and above the amount due from infant formula 


rebate.)  


4.6 Include an extension option for a specified length of time.  Terms and conditions 


of extension period(s) are specified in the request for bids and contract. The 


duration of the rebate infant formula agreement currently in effect is for three 


years, with a two-year extension option.  


4.7 Address billing discrepancies.  Prohibit contractor from withholding rebate 


payments due under any circumstances.  All disputes must be settled by closeout 


of the fiscal year in which the dispute occurred. 


5. For all authorized food, including infant formula, infant food and infant cereal, rebate 


solicitations: 


5.1 The State Agency provides a minimum of 30 days between the publication of the   


rebate solicitation and the date on which the bids are due. 


5.2 The State Agency publicly opens and reads all bids aloud on the day the bids are 


due. 


5.3 The rebate solicitation must identify the composition of the state alliance for the 


purpose of a cost containment measure, and verify that no additional states shall 


be added between the date of the bid solicitation and the end of the contract. 


6. There is a single solicitation for both milk- and soy-based formulas. 


6.1 The State Agency serves a monthly average of less than 100,000 infants. 


6.2 The solicitation is for a state alliance (the Northeast Region and Tribal 


Organization) that existed prior to July 1, 2004, and that has not added additional 


state agencies.  


7. The invoice to the formula manufacturer shall be issued by the State Agency fiscal unit. 


8. Invoices shall be submitted with backup data. 


9. The State Agency shall have a billing system in place that ensures infant formula rebate 


invoices, under competitive bidding, provide a reasonable estimate of the number of units 


purchased by participants during WIC transactions. 


10. To contain food costs, the State Agency shall impose limits such as foods that are authorized, 


lowest price available on certain authorized foods, and container sizes/types restrictions.   
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                        Policy No. FM-1 


Revised: August 1, 2015 


 


State Agency Financial Management System 


Authority 


7 CFR §246.13 and 7 CFR §3016 


Policy 


1. The State Agency shall maintain a Financial Management System that provides accurate, 


current and complete disclosure of the financial status of the Maine CDC WIC Nutrition 


Program. This shall include the following: 


1.1 Records shall be maintained that adequately identify the source and use of funds 


expended for Program activities.  


1.2 It provides the State Agency with a means to track and manage food grant 


expenditures and administrative costs.  


1.3 It allows State Agency staff to record budget information, track administrative and 


program fund expenditures, monitor actual cash flows, and calculate rebates due from 


manufacturers on approved products (e.g. infant formula). 


Procedures 


1. The Financial Manager shall utilize the State of Maine AMS Advantage ME accounting 


software, Fortis Imaging, and Excel Cubes based upon SQL Server data to maintain a 


complete and accurate set of records for each unique grant. 


2. The Financial Manager shall maintain paper and or electronic records for a minimum of 7 


years that adequately identify the source and use of funds expended for program 


activities.  The information in these records includes, but is not limited to:   


2.1 Sources of revenue 


2.2 Grant expenditures 


2.3 Assets and liabilities 


3. The State Agency shall ensure prompt and accurate payment of allowable costs by 


processing invoices within three (3) days of receipt of invoice or receipt of goods.   
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4. Expenditures shall be reviewed at least monthly by the Financial Manager to ensure that 


all program expenditures are allowable and properly allocated.  


5. The State Agency shall accurately identify obligated Program funds at the time the 


obligations are made by ensuring that appropriate coding is used for all purchase orders, 


delivery orders, requisitions, invoices and journal entries. 


6. The State Agency’s financial management system shall maintain fiscal-year integrity 


through the use of unique account codes for each federal fiscal year (Program and 


Program Period Codes) 


7. The State Agency through the use of the financial management evaluation shall ensure 


that:   


7.1 Local agency records indicate appropriate financial management practices 


7.2 Expenditures are reasonable and necessary to run an effective WIC program 


7.3 Processes are in place to ensure fiscal program integrity 


7.4 There is an effective property management system 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011                        Policy No. FM-2 


Revised: August 1, 2014 


State Agency WIC Expenditures and Drawdown Procedures 


Authority 


7 CFR §246.13(i) 


31 CFR §205  


The Cash Management Improvement Act of 1990 (CMIA)  


State Accounting Manual Chapter 50.40.80 


Policy 


1. The State Agency shall coordinate its drawdown schedule of NSA funds with the State 


Treasurer’s Office so as to draw the funds as close as is administratively feasible to actual 


disbursements.  Generally, the drawdown of federal funds will occur prior to the 


corresponding disbursements. 


2. The State Agency shall follow the state’s “7-day rule,” as described in the State Accounting 


Manual Chapter 50.40.80 which stipulates that federal funds at hand shall be no greater than 


needed to cover seven (7) business days of related expenses. 


3. The Financial Manager shall be responsible for ensuring that funds are available to reimburse 


vendors/farmers for redeemed food instruments (FI) and cash value vouchers (CVVs).   


4. Food funds shall be wired from the State of Maine account to the WIC Food account based 


upon need and to minimize funds that are held in the account, while ensuring that FI’s and 


CVVs are paid and not returned for insufficient funds.   


5. The State Agency shall manage its NSA grant on a cash basis. 


Procedure  


1. Wires shall be initiated when the Maine CDC WIC Nutrition Program bank account balance 


falls below seven (7) days of average redemptions.  Holidays, state government closings due 


to weather and temporary layoff days must be taken into consideration when determining the 


amount to transfer. 


2. The State Agency shall ensure that NSA program receipts are auditable by obtaining the 


State Agency Director’s approval on all draw downs, attaching the appropriate 


documentation for the draw, and maintaining the records for a minimum of seven (7) years. 
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Maine Center for Disease Control and Prevention 
WIC Nutrition Program 


Effective: October 1, 2012       Policy No. FM-3 
Revised: October 1, 2019 


State Agency Budget/Expenditure Plan 


Authority 


7 CFR §246.4(a)(2) 


Policy 


1. The State Agency shall have established procedures for preparing its budgets and expenditure 
plans. 


Procedures 


1. The State Agency shall prepare an annual budget based on the previous year’s funding level 
less any adjustments to such balance in anticipation of reduced funding.  When final 
USDA/FNS funding levels are determined, the State Agency shall create a final budget 
which is maintained and monitored on an actual/budget basis using Excel and Excel Cubes 
that are populated by SQL Server data. 


2. The State Agency budget shall be broken out by the following line items:  


2.1. Personnel expenses  


2.1.1. Employee salaries/wages 


2.1.2. Fringe benefits 


2.1.3. In-Kind 


2.2. Equipment purchases 


2.3. Sub-recipient awards 


2.4. All other expenses 


2.4.1. Occupancy – depreciation 


2.4.2. Occupancy – Interest 


2.4.3. Occupancy – rent 


2.4.4. Utilities/heat 


2.4.5. Telephone 


2.4.6. Maintenance/minor repairs 
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2.4.7. Bonding/insurance 


2.4.8. Equipment rental/lease 


2.4.9. Materials/supplies 


2.4.10. Depreciation (non-occupancy) 


2.4.11. Food 


2.4.12. Client-related travel 


2.4.13. Other travel 


2.4.14. Consultants – direct service 


2.4.15. Consultants – other 


2.4.16. Independent public accountants 


2.4.17. Technology services/software 


2.4.18. In-kind (Rebate) 


2.4.19. Miscellaneous 


2.4.20. Indirect allocated – G & A 


3. Ten (10) percent of NSA funds shall be earmarked as operational adjustment funds (OA 
Funds) by USDA/FNS.  Requests to receive these funds are due to FNS for approval in 
December of each year. 


4. Up to seventy-six (76) percent of the remainder of NSA funds shall be allocated to Local 
Agencies for clinic services. 


5. The State Agency shall submit its budget annually with the State Plan. 








Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011       Policy No. FM-4 


Revised: August 1, 2016 


State Agency Reporting Requirements  


Authority 


7 CFR §246.17 and §246.25(b) 


Policy 


1. The State Agency shall have procedures in place to ensure that it meets Federal and State 


financial reporting requirements.   


Procedures 


1. Due dates for report reminders shall be set in the Outlook™ task feature to determine when 


reports are due and create a reminder for each report. 


2. The Financial Manager shall utilize SQL Server to report expenditures for the grants 


maintained by the state accounting system.  


3. SQL Server reports from the reporting tool can be used to create the level of detail needed for 


the various financial reports required.  These reports include but are not limited to: 


3.1 Federal Financial Management and Participation report (798) (see Appendix FM-


4-A) 


3.2 State SEFA report (total expenditures for the WIC Program) 


3.3 Federal MIS Cost Survey  


3.4 Other financial reports (SF- 425) as determined by grant agreements (see 


Appendix FM-4-B) 


4. The Financial Manager shall be responsible for timely submission of the 798 report to the 


Federal Food Programs Reporting System (FPRS).  The 798 report is due on the 6th of each 


month, with a preliminary closeout due thirty (30) days after the end of the fiscal year, and a 


final closeout due 120 days after the end of the Federal Fiscal Year.  This report includes 


estimated and actual food obligations, rebates and participation data, and administrative 


expenditure. 


4.1 Food Obligations 


4.1.1 The State Agency shall calculate food obligations on the 798 report based 


on the number of expected participants and average food cost per 


participant.  
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4.1.2 The State Agency shall estimate the impact of inflation on food costs 


through the use of the following inflation escalators: 


4.1.2.1 Inflation factor used in the federal funding formula 


4.1.2.2 State inflation rate 


4.1.3 To determine a monthly obligation amount, data shall be obtained from 


SQL Server. The State Agency’s food delivery system shall provide the 


following data on food instrument and cash-value voucher redemptions:  


4.1.3.1 Food instruments and cash-value vouchers paid for issue month, on 


a daily/monthly basis 


4.1.3.2 Food instruments and cash-value vouchers outstanding for issue 


month, on an as-needed basis 


4.1.3.3 Food instruments and cash-value vouchers that are void/unclaimed, 


on an as-needed basis 


4.1.4 The State Agency shall use food instruments that enable it to identify the 


type and brand of infant formula redeemed: 


4.1.4.1 For all formula types brands, and physical forms 


4.1.4.2 For exempt infant formulas  


4.2 Rebates 


4.2.1 Rebates shall be reported on the FNS-798 report in the month in which the 


rebate is received. The State Agency invoice continues to match rebates 


billed to the month for which the food instrument earning the rebate was 


issued.  


4.3 Participation 


4.3.1 Participant priority level is a critical data field in the State Agency's food 


delivery system. 


4.3.1.1 The State Agency’s computer system shall automatically assign 


priority level based on the enrollee's nutritional risk condition.  


4.3.1.2 The State agency’s computer system shall revise the priority 


level determination when a participant changes category (e.g., 


infant becomes child and receives a child’s food package). 


4.3.1.3 The State Agency shall have an “unknown” priority category for 


VOC transfers where priority is unknown. 


4.3.2 The State Agency’s computer system shall support its requirement to 


report participation data by the Local Agency to measure breastfeeding 


performance.  


4.4 Administrative (NSA)  


4.4.1 Actual administrative expenditures shall be reported monthly utilizing 


SQL Server. 
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5. The Schedule of Expenditures of Federal Awards report (SEFA) is due quarterly.  


5.1 The Financial Manager shall be responsible for the submission of the SEFA 


report.  The SEFA report gives the total expenditures for each federal program.  


The report shell with a due date is sent to the Financial Manager by a Financial 


Analyst of DHHS Service Center.  The report is typically due mid-month in the 


month after the state quarter ends-- November, February, May and August.  The 


State of Maine Department of Audit uses the SEFA report to plan which federal 


programs will be audited and must be included in the Single Audit Report for 


submission to the federal government.  The Financial Manager shall be 


responsible for preparing, submitting and maintaining copies of auditable 


supporting documentation for all of the SEFA information submitted.  The SEFA 


report must contain the following information: 


5.1.1 All federal awards expended during the current state fiscal year  


5.1.2 The federal programs under which the federal awards were received, 


including: 


5.1.2.1 The CFDA title and number  


5.1.2.2 The name of the federal agency 


5.1.2.3 The pass thru entity and contract or grant number 


6. Federal Management Information System (MIS) Cost Survey – The Financial Manager shall 


be responsible for submitting a preliminary report in August of each year and a final report in 


February of each year for the preceding federal fiscal year.  Reports shall be completed in 


Excel and submitted via email to the appropriate FNS-NERO contact in which the request 


came from. The report contains data relating to: 


6.1 New information technology acquisition expenses  


6.2 On-going information technology operations and maintenance expenses  


6.3 Major commercial information technology hardware/software upgrades 


6.4 State contributions 


6.5 Non-WIC contributions 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 
Effective: October 1, 2012             Policy No. FM-5 


Local Agency Funds Allocation and Budget Submission 


Authority 


7 CFR §246.4(a)(13) and §246.16(f)  


Policy 


1. Annually the State Agency will determine the amount of funding to be allocated to Local 


Agencies by taking the current projected federal award and subtracting a funding level 


required to keep the State Agency operational as well as any other reasonable costs to 


support the State and Local Agencies. Once the amount of funding to Local Agencies has 


been calculated, it will be allocated on the basis of each agencies proportionate share of total 


participation.  The State Agency will use the month-end participation from May of the 


preceding fiscal year for this purpose. The Federal fiscal year runs from October to 


September. (See the DHHS Cost Allocation Plan in Appendix FM-5-A.) 


2. The State Agency may reallocate any additional funds as they become available based on 


local agency need. 


3. Local Agency awards may be amended in the spring of each year based on actual caseload 


for the prior calendar if funding allows. 


Procedure 


1. The State Agency shall email award notification letters to the Local Agency Director and 


Local Agency fiscal staff in August of each year for the upcoming contract period.  


2. The award notification must contain at least the following information: 


2.1. Local Agency name and address 


2.2. Administrative funds allocation methodology 


2.3. Total amount of administrative and food funds awarded 


2.4. Federal award title and number 


2.5. CFDA number 


2.6. Contract period 


2.7. Estimated participation 


2.8. Detail of required forms for inclusion in contract 


2.9. Percentage of nutrition education/breastfeeding costs as determined by time study 


reports 
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3. The Local Agency is required to prepare forms including but not limited to the following:  


3.1. Budget and proforma 


3.2. Provider summary 


3.3. Outreach plan 


3.4. Staffing plan 


3.5. Disaster plan 


3.6. Local Agency performance plan 


3.7. FFATA sub-awardee form 


4. The Local Agency budget forms and instructions may be accessed from the “Contract” 


section of the DHHS website, http://www.maine.gov/dhhs/contracts/. 


5. The State Agency requires that Local Agency budgets include the following cost categories 


by function and funding source:  


5.1. Line item: 


5.1.1. Personnel expenses: 


5.1.1.1. Employee salaries/wages 


5.1.1.2. Fringe benefits 


5.1.2. Equipment purchases 


5.1.3. Sub-recipient awards 


5.1.4. All other expenses: 


5.1.4.1. Occupancy – depreciation 


5.1.4.2. Occupancy – Interest 


5.1.4.3. Occupancy – rent 


5.1.4.4. Utilities/heat 


5.1.4.5. Telephone 


5.1.4.6. Maintenance/minor repairs 


5.1.4.7. Bonding/insurance 


5.1.4.8. Equipment rental/lease 


5.1.4.9. Materials/supplies 


5.1.4.10. Depreciation (non-occupancy) 


5.1.4.11. Food 


5.1.4.12. Client-related travel 


5.1.4.13. Other travel 



http://www.maine.gov/dhhs/contracts/
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5.1.4.14. Consultants – direct service 


5.1.4.15. Consultants – other 


5.1.4.16. Independent public accountants 


5.1.4.17. Technology services/software 


5.1.4.18. In-kind 


5.1.4.19. Miscellaneous 


5.1.4.20. Indirect allocated – G & A 


5.2. Function 


5.2.1. General administration/program management 


5.2.2. Nutrition education and breastfeeding promotion/support  


6. The State Agency requires Local Agencies to submit a revised budget if any line items will 


be over or under budget by ten (10) percent or more in a given year.  It must be submitted to 


the WIC Financial Manager and the DHHS Budget Group (Contract-


Budgets.DHHS@maine.gov) at least 30 days prior to the contract end-date.   


7. A reallocation of funds available to the Local Agency will require a contract amendment and 


will follow the procedures outlined above. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012        Policy No FM-6 


Revised: October 1, 2017 


 


Local Agency Financial Management Systems 


Authority 


7 CFR §246.13 


2 CFR §200 


Policy 


1. Each Local Agency shall maintain a financial management system that discloses accurate, 


current and complete financial status of the WIC Program. 


2. Each Local Agency shall maintain a separate, self-balancing set of accounts for its WIC, BFPC, 


and FMNP Programs. The funds provided for each grant must be identifiable in the Local 


Agency’s accounting system   Expenditures not recorded in these accounts shall not be 


allowable charges to the Maine CDC WIC Program. 


3. Records for expenditures within each funding source must be maintained separately. 


4. Costs shall be reasonable and necessary for the operation of the WIC Program. 


5. Payments to Local Agencies will be made monthly at 1/12 of the contracted amount and trued 


up quarterly to the actual amount.  The true up process will be completed upon the receipt of 


the agencies quarterly financial reporting (see Appendix FM-6-A). Quarterly financial reports 


can be found on the DHHS Division of Contract Management web site 


(http://www.maine.gov/dhhs/contracts/).  Quarterly reports are due on the 25th day of the month 


following the end of a calendar quarter and should be emailed to both the Local Agency Single 


Point of Contact and the WIC Financial Manager. Reports shall identify the sources and uses of 


funds expended for program activities. Source documents must be maintained for a minimum 


of three (3) years.  


6. Local Agency financial management systems must maintain fiscal-year integrity. 


7. The Local Agency must segregate fiscal duties among staff. 


8. The Local Agency must have a set of written procedures to describe the accounting system and 


how the various functions are completed. 



http://www.maine.gov/dhhs/contracts/






Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011             Policy No. FM-7 


Revised: July 20, 2016 


State and Local Agency Access to Funds 


Authority 


7 CFR §246.4(a)(12) 


2 CFR §200 


Policy 


1. The State Agency shall reimburse Local Agencies for WIC related allowable expenditures.   


Procedures 


1. In order to qualify for payment, an expenditure must be:   


1.1 At or below the level of its approved budget line item.  


1.2 Supported by appropriate documentation (e.g., check, invoice, agenda) 


1.3 Reasonable and necessary expense for WIC (refer to Policy No. FM-8, State and 


Local Agency Allowable Costs for further explanation). 


2. If at any time expenditure exceeds the amount budgeted for that particular line item, the State 


Agency requires the Local Agency to: 


2.1 Provide justification for exceeding the budget line item  


2.2 Make an offsetting adjustment to another line item in its budget 


2.3 Request approval of a budget modification 


3. Local Agencies shall receive payment via the payment method requested which can be 


either: 


3.1 Electronic funds transfer  


3.2 State treasury check 


4. Contract payments will be made according to the Cost Settled Agreement payment schedule- 


monthly and 1/12
th


. 


4.1 Upon receipt and review of each Local Agencies quarterly report, contract 


management will create a payment, incorporating their decision to not change, 


withhold or catch-up payments. 
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5. Each Local Agency shall file a quarterly report by the 24th day of the month, following a 


quarter.  This report can be found on the Division of Contract Management’s website.   


5.1 It is important that each quarterly report: 


5.1.1 Reports the total expenditure for each program 


5.1.1.1 WIC expenditures (administrative and food) 


5.1.1.2 Breastfeeding Peer Counseling (BFPC) 


5.1.1.3 Farmer’s Market Nutrition Program (FMNP) 


6. Expenditures must be broken down by line item and function in accordance with the 


approved budget 


7. 60-day closeout report  


7.1 The sixty (60) day closeout report (due on November 24
th


) is similar to the 


quarterly financial report, but shows previously obligated expenses from the prior 


contract period that were disbursed during the period of liquidation.   


7.2 Expenditures for the prior contract period paid after November 30
th


 may not be 


reimbursed by the program if funds have already been recaptured by the USDA.   


8. Requests for reimbursement submitted more than sixty (60) calendar days following the end 


of the contract period shall not be processed. Exceptions shall be considered on a case-by-


case basis for extenuating circumstances such as a catastrophic event, natural disaster, or 


criminal activity that substantially interferes with normal business operations or causes 


damage or destruction of the place of business and/or records. A written statement describing 


the extenuating circumstance and the late request for reimbursement shall be submitted for 


review and approval to the State Agency. 
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Maine Center for Disease Control and Prevention  


WIC Nutrition Program  


Effective: October 1, 2012               Policy No. CE-3 
Revised: February 15, 2019  


Nutrition Risk Determination, Documentation, and Priority Assignment 
Authority  


7 CFR §246.4(a)(11)(i)  
7 CFR §246.7(e)  
22 MRSA §255 and §1951  
10-44 CMR Chapter 286, § II.L and M  
WIC Policy Memorandum #2008-4, WIC Nutrition Services Documentation, FNS, July 3, 2008 
WIC Policy Memorandum #2011-5, WIC Nutrition Risk Criteria, FNS, May 20, 2011  


Policy  
1. Local Agency staff shall conduct anthropometric and hematological measurements and/or 


use anthropometric and hematological measurements from medical referrals.  


2. The Local Agency shall document nutrition risk using FNS-approved nutrition risk 
criteria, as referenced in the most recent Policy Memorandum #2011-5, WIC Nutrition 
Risk Criteria, published on the FNS PartnerWeb (See Appendix CE-3-A for summary of 
each nutrition risk code).  


3. A nutrition risk priority level shall be assigned to each participant based on his/her 
nutrition risk in accordance with federal WIC regulations.  


4. Each Local Agency nutritionist must ensure that all staff with the responsibility of 
assigning risk are familiar with cut off thresholds and definitions for assignment of each 
risk. Periodic Local Agency record audits must include a check of the assigned risk and 
the appropriateness of the risk criteria used based on the definitions in the manual.  


5. Local Agencies are required to perform a complete nutrition assessment for all 
applicants/participants.  


6. A pregnant woman who meets the income eligibility standards may be considered  
presumptively eligible to participate in the program, and may be certified immediately 
without an evaluation of nutrition risk for a period of up to sixty (60) days (see CE-1), 
with a complete assessment of nutrition risk taking place within the sixty (60) days.  Only 
thirty (30) days of benefits may be issued at initial enrollment.   


7. With the exception of presumptive eligibility for pregnant women, at least one (1) 
nutrition risk must be documented at the time of certification in order for an income 
eligible applicant to receive WIC benefits.  
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8. The Local Agency shall ensure that hematological assessment data are current and reflect 
participant status, including blood work periodicity that conforms to the schedule 
requirements in 7 CFR §246.7(e)(1)(ii)(B); and the procedures listed below.  


9. The State Agency requires documentation in the applicant’s case file of all nutrition risk 
criteria used to establish WIC eligibility as described in FNS Policy Memorandum 
#2008-4, WIC Nutrition Services Documentation.   


Procedures  
1. Participants are assigned a priority code (see item 3 below). When a Local Agency is at 


its maximum participation level, participants are enrolled from the waiting list as 
openings occur according to their assigned priority code.     


2. Priority level is assigned based on a participant’s current or most recent documented 
nutrition risk condition, as opposed to any history of the condition, unless otherwise 
stated in the specific definition of the nutrition risk criterion. All applicable risk 
conditions must be assessed.   


3. The following priority levels shall be assigned based on the specified criteria:  


3.1 Priority 1:  Pregnant women, breastfeeding women and infants at nutrition risk as 
demonstrated by hematological or anthropometric measurements or other 
documented nutritionally-related medical conditions which demonstrate the need for 
supplemental foods; pregnant and breastfeeding women who transfer from another 
state WIC program who have a current VOC which does not specify enrollment risk.   


3.2 Priority 2:  Except those infants who qualify for Priority I, infants up to six (6) 
months of age; Program participants who participated during pregnancy; and infants 
up to six months of age born of women who were not Program participants during 
pregnancy, but whose medical records document that they were at nutrition risk 
during pregnancy due to nutrition conditions detectable by biochemical or 
anthropometric measurements, or other documented nutritionally related medical 
conditions which demonstrated the person’s need for supplemental foods;  infants 
who transfer from another state WIC program who have a current VOC which does 
not specify enrollment risk.   


3.3 Priority 3:  Children at nutrition risk as demonstrated by hematological or 
anthropometric measurements or other documented medical conditions which 
demonstrate the child’s need for supplemental foods; children who transfer from 
another state WIC program who have a current VOC which does not specify 
enrollment risk.   


3.4 Priority 4:  Pregnant women, breastfeeding women, and infants assessed at nutrition 
risk of inappropriate feeding practices or infants presumed at dietary risk of 
inappropriate complementary feeding practices.  
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3.5 Priority 5:  Children assessed at nutrition risk because of inappropriate feeding 
practices, children aged 12-23 months presumed at risk of inappropriate 
complementary feeding practices, or children aged 24-59 months presumed at risk of 
failure to meet dietary guidelines.  


3.6 Priority 6:  Nonbreastfeeding women at nutrition risk; nonbreastfeeding women who 
transfer from another state WIC program who have a current VOC which does not 
specify enrollment risk.   


3.6.1 High risk nonbreastfeeding women are assigned to a Priority 3 (<18 years of 
age) or Priority 6 level (>18 years of age).  


3.7 Priority 7: Individuals certified for WIC solely due to homelessness or migrancy and 
previously certified participants who might regress in nutritional status without continued 
provisions of supplemental foods 7 CFR §246.7(e)(4)(vii).   


4. Participants in the following categories, who are certified solely due to 
homelessness/migrant status are assigned to the following priority:  


Pregnant Women  Priority 4  
Breastfeeding Women  Priority 4  
Nonbreastfeeding Women  Priority 6  
Infants  Priority 4  
Children  Priority 5  


Presumptive Eligibility for Pregnant Women  


5. A complete nutrition risk evaluation shall be completed no later than sixty (60) days after 
a pregnant woman is certified for participation.   


6. If no other qualifying risk factor is identified, a hematological test for anemia must be 
performed or obtained from referral sources before the sixty (60) day period elapses. If a 
qualifying risk factor is identified, a hematological test for anemia shall be performed 
within sixty (60) days.  


7. A Local Agency may presumptively issue a pregnant woman one month  of food benefits 
and schedule an appointment for a complete certification visit at which time nutrition risk 
must be assigned. The Local Agency may not issue more than thirty (30) days of  benefits 
to a presumptively eligible pregnant woman. A full nutrition assessment must be 
completed within 60 days of the initial appointment before additional benefits are issued.  


7.1 Presumptively eligible applicants found ineligible to participate in the program shall 
be advised in writing of the ineligibility, of the reasons for the ineligibility, and of the 
right to a fair hearing  (Appendix OM-16 A. OM-16B) 


8. The reasons for the ineligibility shall be properly documented and shall be scanned into 
the participant electronic record.   
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9. If the nutrition risk evaluation is not completed within sixty (60) days, the applicant shall 
be determined ineligible.   


Breastfeeding Women and Breastfed Infants  


10. Breastfeeding dyads may be assessed to be at nutrition risk based on one another, though 
the mother-infant dyad risks are not sufficient alone (601, 702).    


11. A full nutrition assessment must be completed for both a breastfeeding woman and her 
infant and other nutrition risk(s) assigned as appropriate.  Infants - Other  


12. An infant under six (6) months of age may be determined to be at nutrition risk if the 
infant’s mother was a participant during pregnancy or if medical records document that 
the mother was at nutrition risk during pregnancy because of detrimental or abnormal 
conditions detectable by biochemical or anthropometric measurements or other 
documented nutrition- related medical conditions. Hematological Risk Determination  


13. Hemoglobin and/or hematocrit data must be collected within ninety (90) days of 
certification if the participant is determined to have at least one qualifying nutrition risk at 
the time of certification.  


13.1 Pronto bloodless devices shall be used first to obtain a hemoglobin screening 
result for women and children twenty-four (24) months of age or older.   


13.1.1 If a reading cannot be obtained with the Pronto device, a capillary blood 
sample shall be obtained.   


13.2 Hemocue capillary sampling devices shall be used for hemoglobin screening 
result for children less than twenty-four (24) months of age and/or less than 
twenty-two (22) pounds.    


14. The State shall have procedures to ensure receipt of hematologic data and to assure that 
hematological assessment data is current and reflects participant status, meaning the test 
must have been taken for pregnant women during pregnancy and for postpartum or 
breastfeeding women following termination of pregnancy.  The state agency shall 
monitor the hematological assessment  and data collection process at the Management 
Evaluation Review (MER). 


15. A hematological test for anemia, such as hemoglobin or hematocrit, shall be performed 
and/or documented in the applicant’s record at the time of certification, for applicants 
with no other nutrition risk.  


16. If blood work is performed by an outside source within sixty (60) days of certification, 
the actual date that the test was performed must be entered into the WIC system.  Referral 
data must be reflective of participant status.   


17. Refusal of blood work shall only be allowed for medical, sincere religious or 
philosophical reasons.  
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17.1 In the case of a medical condition (e.g., hemophilia, osteogenesis imperfecta or a 
serious skin disease), every effort should be made to obtain a hemoglobin value 
from the participant’s health care provider.  


17.1.1 Documentation from a physician of the medical condition must be 
included in the individual’s certification file.  If the noted condition is 
considered to be treatable, such as a serious skin disease, a new statement 
from the physician would be required for each subsequent certification.  If 
the condition is considered “lifelong”, such as hemophilia, a new 
statement from the physician would NOT be necessary for a subsequent 
certification(s).  


17.2 In the case of a sincere religious or philosophical objection to having blood 
drawn, the client or authorized representative must be informed that the refusal 
may mean that the Maine CDC WIC Nutrition Program will not have the 
information needed to complete a thorough nutrition assessment.  


17.3 Refusal to have blood work done must be documented on the Blood Work 
Refusal Form, (see Appendix CE-3-B) and scanned into the participant’s 
electronic record.  


18. Hematological tests for breastfeeding women, who are 6-12 months postpartum, are not 
required if a test was performed more than four (> 4) weeks after termination of their 
pregnancy.  


19. Hematological testing for infants is not required, but is permitted, for infants less than 
nine (< 9) months of age.   


20. All infants nine months of age and older (> 9 months), who have not already had a 
hematological test, shall have a hematological test performed, or test results shall be 
obtained from outside referral sources.   


20.1 The hematological test for infants nine months and older does not have to occur 
within ninety (90) days of the date of certification.   


20.2 A reminder can be given to the parent at the infant’s six (6) month WIC visit to 
obtain the hemoglobin test results from the health care provider at the next well 
baby checkup.   


21. The Local Agency staff is responsible for ensuring that the infant’s blood work data is 
obtained according to the anemia screening schedule below and recorded in the 
participant electronic record.  Every effort should be made to obtain the hemoglobin 
value from the health care provider. However, when this is not possible, the local WIC 
agency must perform the blood test.  


21.1 Children are required to have at least one (1) hematological test between twelve 
(12) and twenty-four (24) months of age, completed six (6) months after the 
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infant test, if possible. A blood test, at or after twelve (12) months, will not fulfill 
the requirement for both the infant and the 12-24 month child screening.  


21.2 Blood work shall be obtained annually on children ages 2-5 if prior certification 
results were normal.   


21.3 The participant or parent/guardian shall be informed of the test results when there 
is a finding of anemia, and notations reflecting the outcome of the tests shall be 
made in the participant’s electronic record.   


21.4 Participants with low hemoglobin values shall be referred to their physician for 
follow-up within the six (6) month certification period per the health care 
provider’s protocol.   


21.4.1 If the hemoglobin value for any participant is below 10.0 g/dL or the 
Local Agency staff member is concerned about the hematological 
screening value, the participant/authorized representative shall be asked to 
sign the release statement on the Release Nutrition Assessment form 
(Appendix CE-3-C) to allowing the local agency staff member to send the 
hemoglobin information to the health care provider.   


21.5 Children with a low hemoglobin value will require a follow-up blood test at 6 
month intervals.   


22. Nutrition education and referral services related to hematological screening 
results shall be provided to the participant or parent/guardian, as appropriate.  


Lead Screening – Infants and Children  


23. The Early Periodic Screening, Diagnosis, and Treatment (EPSDT) program requires that 
children receive lead screening at twelve (12) and twenty-four (24) months. WIC staff 
shall address this at appointments around the ages of twelve (12) and twenty-four (24) 
months as well as at enrollment for any children older than twenty-four (24) months.   


24. Maine CDC WIC Nutrition Program staff shall assess the history of lead testing for every 
infant and child. The WIC staff shall make a referral to a child’s health care provider if 
the:   


24.1 Child has never received a lead test   
24.2 Child had an elevated blood lead level twelve (12) months prior and has had no 


interim follow-up screening   
24.3 Child has a sibling or frequent playmate with an elevated blood lead level   
24.4 Participant is a recent immigrant, refugee, or foreign adoptee   
24.5 Breastfeeding or lactating woman, parent, or child’s principal caregiver works 


professionally or recreationally with lead  
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24.6 Family has a household member who uses traditional, folk, or ethnic remedies; 
cosmetics; or who routinely eats unregulated/uninspected food imported from 
abroad   


24.7 Family has been identified at increased risk for lead exposure 
(http://www.maine.gov/dhhs/mecdc/environmentalhealth/eohp/lead/parents.shtml
)   


25. If parents indicate that a blood lead test has been done and the results show their child has 
been exposed to lead, WIC staff is advised to request the blood lead level from the 
primary care provider. A lead level greater than or equal to (>) 5 mcg/dl is a nutrition risk 
that must be verified and documented in the client record. Appropriate nutrition education 
is required.  


Lead Screening - Women  


26. Maine CDC WIC Nutrition Program staff shall assess the lead exposure risk and history 
of testing for pregnant and breastfeeding participants. The WIC staff shall make a referral 
to a woman’s health care provider if the:   


26.1 Participant practices pica (consumption of nonnutritive substances for a period of 
at least one month)  


26.2 Participant is a recent immigrant or refugee   
26.3 Participant or household member works professionally or recreationally with lead  
26.4 Family has a household member who uses traditional, folk, or ethnic remedies; 


cosmetics; or who routinely eats unregulated/uninspected food imported from 
abroad   


26.5 Family has been identified at increased risk for lead exposure 
(http://www.maine.gov/dhhs/mecdc/environmentalhealth/eohp/lead/parents.shtml
)  


27. The following recommendations shall be shared with breastfeeding women who are 
confirmed to have high lead levels, as needed:  


27.1 Mothers with blood lead levels less than (<) 40 µg/dL should breastfeed.  
27.2 Mothers with confirmed blood lead levels greater than or equal to (>) 40 µg/dL 


should begin breastfeeding when their blood lead levels drop below 40 µg/dL.  
Until then, they should pump and discard their breast milk.  


27.3 Breastfeeding should continue for all infants with blood lead levels below 5 
µg/dL.  


27.4 Infants born to mothers with blood lead levels greater than or equal to (>) 5 µg/dL 
and less than forty (<) 40 µg/dL can continue to breastfeed unless there are 
indications that the breastmilk is contributing to elevating blood lead levels. 
Anthropometric Risk Determination  



http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml

http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/parents.shtml
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28. In order to appropriately assess anthropometric risk, equipment must be in good working 
order. Scales must be calibrated at least annually or whenever there is a suspected issue 
with accuracy (see Appendix CE-3-D Scale Calibration Instructions).   


29. Height/length and weight measurements shall be performed and/or documented in the 
applicant’s electronic record at the time of certification. Height and weight measurements 
are required at each certification and mid-certification assessment.   


30. Referral anthropometric measurements shall be accepted if they were obtained within 
sixty (60) days prior to the date of the certification and reflective of current participant 
category.   


30.1 The date entered into the electronic record shall reflect the date the measurement 
was taken, not the date the measurement was entered into the electronic record.   


31. For infants enrolled prior to age six (6) months who are certified until their first birthday, 
growth must be assessed  throughout the  certification period, at the following ages:  


31.1 Birth-4 weeks  


31.2 3-5 months  


31.3 6-8 months  


31.4 9-11 months  
32. Infants with inadequate growth or rapid growth velocity may require more frequent 


measurements.   


32.1 If the Local Agency staff member is concerned about the growth patterns of a 
participant, the participant/authorized representative shall be asked to sign the 
release statement on the Nutrition Assessment Release form (Appendix CE-3-C) 
allowing the local agency staff member to send the anthropometric information 
and nutrition assessment to the health care provider.   


33. For infants enrolled after age six (6) months and all children older than twelve (12) 
months, growth must be assessed at each certification and mid-certification assessment.  


34. Growth measurements within a certification period may be done at the discretion of the 
nutritionist or competent professional authority (CPA), especially for infants or children 
certified for growth risks (including risk codes 103, 113, 114, or 115).  


35. All measurements and dates they are taken must be entered into the WIC SPIRIT 
application.  


36. Electronic Growth Charts- World Health Organization (WHO) and National Center for 
Health Statistics (NCHS) electronic growth charts shall be used to record the growth of 
each infant/child participant. There are four variations based on age and sex:   
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36.1 WHO growth charts: birth-36 months, male and female  


36.2 NCHS growth charts:  2-5 years, male and female  


37. The WIC SPIRIT application automatically plots growth on these charts using height and 
weight data that is entered by the Local Agency WIC staff member.  


38. Factors that affect the measurement of an infant or child (e.g. uncooperative behavior), 
should be noted in the client record. Because stature has a strong genetic component, 
parental stature should be considered when interpreting the measurement of a child with a 
height/length for age at or below the tenth percentile.   


39. For prematurely born infants, it is important to account for gestational age when 
interpreting growth data, until they are two (2) years old.  


39.1 Subtract the amount of prematurity from the infant’s chronological age. Age 
adjustments for prematurity are based on forty (40) weeks gestational age for full-
term infants. For example for an infant/child with a gestational age of twenty-
eight0 (28) weeks (twelve [12] weeks premature) subtract three (3) months from 
the actual age.  


39.2 Assess growth using both the adjusted age and actual age values. Comparing 
actual and adjusted growth values is important when discussing the premature 
infant’s growth with the parent/guardian. The WIC counseling staff member may 
use both the electronic WHO growth charts and electronic prematurity growth 
charts in the SPIRIT application to assess a premature baby’s growth velocity.  


Prenatal and Postpartum Assessment  


40. A woman’s height shall be measured at her first clinic visit and her weight at every clinic 
visit. Height shall be taken without shoes using the appropriate measuring technique. 
Frequency of measurements may be tailored to the individual, depending on adequacy of 
weight gain. All measurements and dates obtained must be entered into the participant’s 
electronic record.  


41. Anthropometric measurements shall be used to determine the appropriateness of a 
woman’s pre-gravid weight, as well as her pattern of weight gain.   


42. The WIC system calculates overweight and underweight using BMI based on the 
woman’s height and prenatal weight entered into the WIC SPIRIT application at 
certification.  


43. Prenatal weight gain shall be plotted by the WIC SPIRIT application from weight data 
entered by the WIC staff member.  


44. Inadequate and excessive weight gain shall be determined by comparing the woman’s 
rate of gain throughout pregnancy with the recommended gain given her prenatal weight 
status.   
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44.1  If the Local Agency staff member is concerned about the growth patterns of a 
participant, the participant/authorized representative shall be asked to sign the 
release statement on the Nutrition Assessment form (Appendix CE-3-C) to 
allowing the local agency staff member to send the anthropometric information 
and nutrition assessment to the health care provider.   


45. Postpartum weight status is important for both breastfeeding and non-breastfeeding 
mothers. Postpartum BMI shall be calculated by the WIC SPIRIT application from the 
woman’s height and postpartum weight entered at certification.  


Nutrition Risk Assessment  


46. A nutrition risk assessment must be completed for all participants to become certified.  
All risk assessment information must be documented in the client record.  


47. Dietary risk assessment for women and for children older than twenty-four (24) months 
shall be based on the Dietary Guidelines for Americans and the USDA ChooseMyPlate 
guidance. Dietary assessment for infants and children 12-24 months is based on the  
American Academy of Pediatrics (AAP) feeding guidance.  (Refer to the Dietary 
Guidelines for Americans website:  http://www.cnpp.usda.gov/dietaryguidelines.html and 
the ChooseMyPlate Food Guide website: http://www.choosemyplate.gov for more 
information.)  


48. Risk status shall be assessed based on a participant’s current or most recent nutrition risk 
condition, as opposed to any history of the condition, unless otherwise stated in the 
specific definition of the nutrition risk criterion. All applicable risk conditions must be 
documented.  


49. Women and children over twenty-four (24) months of age who are financially eligible for 
the Maine CDC WIC Nutrition Program may be enrolled on the basis of failure to meet 
Dietary Guidelines for Americans (children > 24 months, women—risk 401), if no other 
risk factors are identified.   


50. When higher priority risks have not been identified (biochemical, anthropometric, and/or 
medical), the WIC counselor must interview the participant/authorized representative 
regarding dietary concerns. Inappropriate nutrition practices to be explored can be found 
on the Risk Factor Detail Guide in SPIRIT.  


51. After the nutrition assessment has been completed, if higher priority risks or an 
inappropriate nutrition practice has been identified, the counselor may not assign Failure 
to Meet Dietary Guidelines for Americans (risk 401) for a child aged 2-5 years, or woman 
of any status.  


52. For infants older than four months or children younger than twenty-four (24) months, the 
counselor may assign Dietary Risk Associated with Complementary Feeding Practices 
(risk 428) if higher priority risks or Inappropriate Nutrition Practices (risk 411) have not 



http://www.cnpp.usda.gov/dietaryguidelines.html

http://www.cnpp.usda.gov/dietaryguidelines.html

http://www.choosemyplate.gov/

http://www.choosemyplate.gov/
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been identified. Inappropriate nutrition practices to be explored can be found on the Risk 
Factor Detail Guide in SPIRIT.    


Documentation of Nutrition Risk Assessment  


53. The applicant’s certification record must substantiate the nutrition risk condition(s) used 
to determine eligibility.  


54. All nutrition risk criteria containing a statement requiring a physician’s diagnosis must be 
verified.   


55. Documentation of the Nutrition Risk Assessment in the SPIRIT participant record must 
include the following nutrition services data:  


55.1 Assessment information   


55.2 All risks/needs identified through the assessment process  


55.3 WIC category and priority level  


55.4 Food prescription (to include medical documentation when required and rationale 
for food prescription tailoring, if applicable)  


55.5 Nutrition education and referral(s) provided (second or subsequent nutrition 
education contacts during a certification period that are provided to a participant 
in a group setting must be documented in the participant electronic record)   


55.6 Follow-up activity plans for future visits  


55.7 An individual care plan for medically high risk participants (identified by the 
WIC staff member)   


56. Medical and clinical risks must be documented by a physician or someone acting under 
the orders of a physician.  


57. The applicant/client must give written consent for the WIC staff to obtain documentation 
of professionally-diagnosed risk conditions. Only the following forms can be used to 
obtain medical information:  


57.1 Request for Information/Infant/Child (Appendix CE-3-E)  


57.2 Request for Information/Women (Appendix CE-3-F)  


57.3 The Authorization of Release of HIV Status (Appendix CE-3-G) shall be used to 
request confirmation of HIV diagnosis.   


58. A referral diagnosis from a physician or other health care professional documenting an 
allowed WIC nutrition risk criterion may be assumed to meet the stipulated definition, 
cut-off or threshold of the applicable criterion. For example, a physician’s referral 
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diagnosis of infant prematurity could be used at face value by WIC staff to certify for 
nutrition risk, without further review or validation against the definition of prematurity.   


59. Self-reported medical diagnoses should prompt the WIC staff member to validate the 
presence of the condition by asking more pointed questions related to the self-reported 
diagnosis, such as:  


59.1 Is the condition being managed by a health care provider?  


59.2 What is the name and contact information for the health care provider?  


59.3 Is the condition being controlled by diet or medication?   


59.4 What type of medication has been prescribed?  


60. Verification from the Health Care Provider shall be obtained prior to assignment of 
appropriate nutrition risk(s) related to the self-reported medical diagnosis.   
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                                                                                      Policy No. CE-4 


Revised: August 1, 2015 


Certification Periods and Termination of WIC Benefits 


Authority 


7 CFR §246.4(a)(11)(i) 


7 CFR §246.7(g), (h) 


Public Law 111-296, Healthy Hunger-Free Kids Act 2010 


FNS Policy Memo, Guidance for Providing Quality WIC Nutrition Services during Extended 


Certification Periods, August 29, 2011. 


WIC Policy Memo, #94-9 WIC Exit Counseling Brochure 


Policy 


1. The State Agency shall authorize all Local Agencies to certify infants less than six 


months of age for a period extending up to the first birthday (“extended certification”) 


provided the quality and accessibility of health care services are not diminished.  


2. The State Agency shall authorize Local Agencies to certify children for a period of up 


to one year provided that participant children receive required health and nutrition 


services. 


3. Extended certification shall be an option for Priority 1, Priority 2, and Priority 4 


infants. 


4. The State Agency shall ensure that health care and nutrition services are not 


diminished for participants certified for longer than six months. 


5. Local Agencies may shorten or extend the certification period up to thirty (30) days in 


certain circumstances. 


6. Local Agencies may suspend an individual in the middle of a certification period for 


the following reasons: 


6.1 Participant volunteers information that they are over income and an 


income calculation determines the participant is over income for their 


family size   


6.2 Participant abuse (refer to Policy OM-7, Participant Abuse) 


6.3 A family member is found income ineligible at recertification 


6.4 Failure to pick up food instruments/cash-value vouchers for two 


consecutive months. 
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7. Local Agencies must stipulate that an individual is not automatically disqualified mid-


certification due to the fact that she/he no longer participates in one or more of the 


programs on the basis of which he/she was originally determined to be adjunctively or 


automatically eligible. 


Procedures 


1. Pregnant women shall be certified for the duration of pregnancy and for up to six (6) 
weeks postpartum.  


2. Non-breastfeeding women shall be certified for up to six (6) months after delivery. 


2.1. Any woman whose most recent pregnancy ended due to miscarriage or abortion, who 


delivered a stillborn infant or whose baby experienced neonatal death may be certi-


fied as non-breastfeeding after the end of her pregnancy. 


2.2. Verification of date of miscarriage/abortion shall be obtained in order for appropriate 


calculation of certification end date. 


3. Breastfeeding women shall be certified for up to twelve (12) months, ending with the 


breastfed infants’ first birthday. 


4. Breastfeeding women whose infants are more than six (6) months of age, and receive 


more than half the full amount of infant formula allowed each month for fully-formula 


fed infants, shall be counted as participants in the program and shall be eligible to receive 


breastfeeding support as well as referrals, but will not receive food benefits. 


5. Infants less than six (6) months of age shall be certified to their first birthday. Infants six 


(6) months or older shall be certified for up to six (6) months. 


6. Children are certified at 12 month intervals, ending with their fifth birthday. 


7. In accordance with 7 CFR §246.7 (g)(3), in cases where there is difficulty in scheduling 


appointments for breastfeeding women, infants and children, the certification period may 


be shortened or extended by a period not to exceed thirty (30) days. The reason for 


shortening or extending the certification period must be documented in the participant’s 


file. 


8. Changes in Income Eligibility: Local Agency WIC staff must reassess a participant’s 


income eligibility during a current certification period if information indicating a change 


in the participant’s household income or adjunctive eligibility is received. 


8.1. Local Agencies must disqualify a participant and any other household members 


currently receiving WIC benefits who are determined to be ineligible based upon 


certification income reassessment.  


8.2. Adjunctively eligible WIC participants may not be disqualified from the Maine 


CDC WIC Nutrition Program solely because they, or certain family members, no 


longer participate in one of the other specified programs.  


8.2.1. The State Agency will ensure that such participants, and other household 


members currently receiving WIC benefits, are disqualified during a 


certification period only if they are found ineligible after their income 
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eligibility has been reassessed based on the WIC income screening 


guidelines used for applicants who are not adjunctively eligible. 


8.2.2. Participants should not be terminated just because they are no longer 


adjunctively eligible; income eligibility must be assessed first. 


8.3. Income reassessments are not required in cases where there is not sufficient time 


to effect the change. 


8.4. For participants whose income rises above income guidelines:  


8.4.1. If the participant is in a valid certification period, , staff shall:   


8.4.1.1.Issue benefits  for the calendar month in which the participant 


becomes over-income, then 


8.4.1.2.Enter new income contact with current monthly income amount 


provided by participant 


8.4.1.3.Participant’s record shall be immediately terminated by the 


application. 


8.4.2. If a participant is over income at recertification, no benefits shall be 


issued. 


9. Participants certified for a period of 12 months must receive the same quality of nutrition 


services that would be provided with shorter (6-month) certification periods. A mid-


certification assessment which includes the following must be provided: 


9.1. Anthropometric measurements and assessment of growth; referral data that is less 


than 60 days old may be accepted.  


9.2. Blood work that meets CDC periodicity recommendations: 


9.2.1. Children age 12-24 months:  a blood test at 15-18 months of age is 


recommended; this test should be done 6 months after the initial test, 


which is done at 9-12 months of age. 


9.2.2. Participants with a previous low hemoglobin/hematocrit result shall have a 


follow-up screening during the mid-certification assessment. Referral data 


<60 days old may be accepted. 


9.3. Brief update of health and dietary risk assessment. 


9.3.1. Immunization screening for children with incomplete immunization 


records. Referrals must be provided as necessary.  


9.4. Nutrition education  


9.5. Breastfeeding promotion and support for breastfeeding women 


9.6. Referrals for identified health and social needs 


10. Categorical Ineligibility- Benefits may be issued for the calendar month in which the 


participant becomes categorically ineligible if the first date to use comes before the date 


of categorical ineligibility. 
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10.1. Partially breastfeeding women whose infant(s) are at least 6 months of age and 


who receive more than the maximum amount of formula for their partially-


breastfed infant may continue to participate in the program to receive health 


education, breastfeeding support, and referrals to other programs, but will not 


receive food benefits.  


10.2. These women shall not be removed from the program until they completely stop 


breastfeeding or their infant(s) reaches their first birthday. 


10.3. Breastfeeding or Non-breastfeeding women who become categorically ineligible 


shall receive exit counseling.  See NS-1 for exit counseling requirements. 


11. Abuse or Fraud – See PolicyOM-7 Participant Abuse for further information about 


termination of WIC Benefits in cases of participant abuse or fraud. 


12. Participants terminated for voluntary withdrawal or no-show who request reinstatement 


and who are within a valid certification period can have their termination reversed.  
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Maine Center for Disease Control and Prevention  
WIC Nutrition Program  


Effective:  October 1, 2012                                 Policy No. CE-5 
Revised: October 1, 2019  


Transfer of Certification and Verification of Certification (VOC)   


Authority  
7 CFR §246.4(a)(6) and (11)(i)  


7 CFR §246.7(k)  


22 MRSA §255 and §1951  


Policy  


1. Verification of Certifications (VOCs) shall be issued to every participant who is a 
member of a family in which there is a migrant farmworker or any other participant who 
is likely to be relocating during a certification period when the participant/authorized 
representative notifies WIC staff that the family is moving.  


2. The State Agency shall have procedures in place that are used by all Local Agencies for 
transfers of certification within the State Agency (intra-State), between States’ Agencies 
(inter-State), and to the WIC Overseas Program (WICO).  


3. All Local Agencies are required to use the standardized VOC document in the WIC 
electronic record.  


4. VOCs from other states shall be proof of nutrition risk, income eligibility and program 
participation.  


5. All Local Agencies must accept as valid all VOCs from both domestic WIC Programs and 
the WICO that contain the following essential elements:  


5.1 Participant name  


5.2 Name and address of the certifying agency  


5.3 Expiration date of the current certification period   


Procedure  


1. VOC information shall be generated from the Maine WIC SPIRIT application.  


2. The VOC shall be valid until the certification period expires, and shall be accepted as 
proof of eligibility for Maine CDC WIC Nutrition Program benefits for applicants 
transferring to a Maine program.  
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3. VOCs issued by Local Agencies or received by Local Agencies include the following 
information:  


3.1 Name of participant  


3.2 Date certification was completed  


3.3 Date income eligibility was last determined   


3.4 Nutrition risk factor(s)   


3.5 Date certification period expires   


3.6 Signature of certifying Local Agency official   


3.7 Name/address of certifying Local Agency   


3.8 Identification number or some other means of accountability   


3.9 Migrant farm worker  


3.10 Authorized representative  


3.11 Participant category and date of birth   


3.12 Anthropometric and hematological measurements and dates obtained  


3.13 Benefits first date and last date to use  


4. Local Agency staff must verify the VOC holder's identity and residency for those 
transferring to a Maine program from another state or another Local Agency.   


5. Local Agencies must accept VOCs from participants, including migrant farm workers or 
members of their families, who have been participating in the program in another Local 
Agency within or outside of the jurisdiction of the State Agency.  


6. A person with a valid VOC shall not be denied participation in the receiving state because 
the person does not meet the receiving State Agency’s eligibility criteria.  


7. A participant with a VOC who transfers to Maine shall be enrolled immediately when the 
Local Agency is not at maximum caseload.  If the receiving Local Agency has a waiting 
list, a transferring participant with a valid VOC card shall be placed on the list ahead of 
all other waiting applicants.  


7.1 Data from the VOC should be entered in the participant’s electronic record. This 
includes, but is not limited to, anthropometric and hematological data and risk 
factors.   


7.2 The VOC shall be scanned into the participant’s electronic record.   
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8. Local Agencies must provide VOC information for WIC participants affiliated with the 
military who will be transferring overseas and will need Department of Defense (DOD) 
WIC Overseas VOCs. These participants must be informed that:  


9.1 There is no guarantee that the WIC Overseas Program will be operational at the 
overseas site where they will be transferred.   


9.2 By law only certain individuals are eligible for the WIC Overseas Program  


9.3 Issuance of a WIC VOC does not guarantee continued eligibility and participation 
in the WIC Overseas Program.   


9.3.1 Eligibility for the overseas program will be determined at the overseas WIC 
service site.  For more information about WIC Overseas Programs, go to: 
http://www.military.com/benefits/tricare/overseas/women-infants-
andchildren-overseas-program.html   


9.4  Local Agencies must accept a valid WIC Overseas Program VOC presented at a 
WIC clinic by WIC Overseas Program participants returning to the United States 
from an overseas assignment.  At a minimum the DOD WIC Overseas Program 
VOC must contain:  


9.4.1 The participant’s name  


9.4.2 The date the participant was certified  


9.4.3 The date that the current certification period expires   


10.  For families who anticipate a move out of state, VOC information may be printed and 
given to the participant/authorized representative.    








Maine Center for Disease Control and Prevention  
WIC Nutrition Program  


Effective:  October 1, 2011              Policy No. CE-6 


Revised: August 1, 2019  


Processing Standards  


Authority  
7 CFR §246.4(a)(11)(i)  


Policy  


1. Pregnant women and infants with special health care needs and migrant applicants must 
be notified of their eligibility/ineligibility within ten (10) calendar days of the date of the 
first request (at the local agency) for program benefits.  


2. The State agency may authorize an extension of the notification period from ten (10) 
calendar days to fifteen (15) calendar days for special nutrition risk applicants when local 
agencies provide a written request with justification.  


3. All other applicants must be notified within twenty (20) calendar days of their first 
request for program benefits.  


Procedure  


1. Processing standards shall begin when the applicant calls or visits the local agency in 
person.  


2. Pregnant women who miss their initial certification appointment shall have a follow- up 
phone call, text message or written notice mailed to try to reschedule the appointment.  


3. Local agency staff shall enter Initial Contact date and First Appointment Offered date 
into all new and reapplying participant records.   


3.1.  This information is required to ensure processing standards are being met for all 
categories of applicants.  


4. The State Agency will monitor adherence to federally required processing standards at 
the local agency Management Evaluation Review (MER).  
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DAT E T I M E CO M M E N TS


A P P O I N T M E N TS


HH ID:
WIC Agency:


W I C H E A LT H .O R G
Connecting for a healthy future


1. Go to wichealth.org


2. Create an account and set 
up your profile


3. Complete a lesson from 
one of the five categories:  
Pregnant Women, Infants, 
Children 1-5, Family, Parents


4. Fill out the survey


5. Print or email your 
certification of completion


PARTICIPANT BOOKLET
Effective June 6, 2016


MAINE WIC
N U T R I T I O N  P R O G R A M


Participant, parent or guardian (print)


Proxy #1 (print)


Proxy #2 (print)


Signature


Signature


Signature


CONTACT YOUR LOCAL WIC AGENCY


Paul R. LePage, Governor Mary C. Mayhew, Commissioner
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RIGHTS & RESPONSIBILITIES


YO U R  R I G H TS :


• All information you give WIC will be kept private.


• Standards for eligibility for WIC are the same for everyone, regardless of 
race, color, national origin, age, disability or sex.


• If you feel you have been discriminated against, you may file a complaint.


N O N - D I S C R I M I N AT I O N  N OT I C E :


In accordance with Federal law and U.S. Department of Agriculture policy, 
this institution is prohibited from discriminating on the basis of race, color, 
national origin, sex, age, or disability. To file a complaint of discrimination, 
write to:  


ADA Compliance/EEO Coordinator 
11 State House Station
Augusta, Maine 04333
Telephone: (207) 287-4289/ (207) 287-3488 
TTY users call Maine Relay 711


USDA Director, Office of Adjudication 
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410 
Toll free (866) 632-9992 (voice) 


Individuals who are hearing impaired or have speech disabilities may contact 
USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-
6136 (Spanish). USDA is an equal opportunity provider and employer.


YO U R  R E S P O N S I B I L I T I E S :


• Bring all documentation requested to each appointment.


• Report address and/or phone changes to your local WIC office.


• Keep your WIC checks safe; lost/stolen checks may not be replaceable.


I F  I  V I O L AT E  T H E  P R O G R A M  R U L E S  A B OV E ,  
I  O R  M Y  FA M I LY:


• May be taken off the program for up to one year 


• Will have to pay money back to the program for foods or formula  
I should not have received


• May face legal charges


I have been advised of my rights and responsibilities as a WIC Program 
participant. I certify that the information I have provided for my eligibility 
determination is correct, to the best of my knowledge. This certification 
information is being submitted in connection with the receipt of federal 
supplemental nutrition assistance. Program officials may verify information  
I have provided. 
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I  U N D E R STA N D  I  M AY  B E  D R O P P E D  F R O M  T H E  W I C  P R O G R A M  I F :


• I or my child(ren) participate in more than one WIC Program at a time (dual participation).


• I provide false information about income, family size and residence location (fraud).


• I or my proxy spends WIC checks at a vendor (store, farm stand or farmers’ market) that is not 
authorized to accept them (fraud).


• I or my proxy buys non-WIC foods with WIC checks (trafficking).


• I or someone on my behalf sells, trades, or gives away WIC checks (trafficking).


• I or someone on my behalf returns WIC foods for cash, credit or non-WIC foods (trafficking).


• I or someone on my behalf sells or trades breast pump(s) owned or rented by WIC, or WIC 
foods, including infant formula, which was purchased with WIC checks for cash, credit, or other 
foods or services (trafficking).


• I or someone on my behalf gives away breast pump(s) owned or rented by WIC or WIC foods, 
including infant formula, which was purchased with WIC checks (fraud).


• I or someone on my behalf makes changes to my WIC check(s) (forgery).


• I or someone on my behalf posts WIC items for sale, exchange or free on any media, including 
social media (such as Facebook), Craigslist, Ebay, television, radio, newspaper or other online 
forum (trafficking).


• I or someone on my behalf verbally or physically abuses WIC or grocery store staff (abuse).


______________________________________________________________________________


S I G N AT U R E  O F  PA R T I C I PA N T  E N R O L L I N G  I N  W I C  P R O G R A M :


Rights & responsibilities


Maine DHHS Non-Discrimination Statement 
The Department of Health and Human Services (DHHS) does not discriminate 
on the basis of disability, race, color, creed, gender, sexual orientation, age 
or national origin, in admission to, access to, or operations of its programs, 
services, or activities, or its hiring or employment practices. This notice is 
provided as required by Title II of the Americans with Disabilities Act of 1990 
and in accordance with the Civil Rights Act of 1964 as amended, the Age 
Discrimination Act of 1975, Title IX of the Education Amendments of 1972 
and the Maine Human Rights Act and Executive Order Regarding State of 
Maine Contracts for Services. Questions, concerns, complaints or requests 
for additional information regarding the ADA may be forwarded to DHHS’ 
ADA Compliance/ EEO Coordinators, 11 State House Station, 221 State 


Street, Augusta, Maine 04333, 207-287-4289 (V), 207-287-3488 (V), TTY users call Maine Relay 
711. Individuals who need auxiliary aids for effective communication in program and services 
of DHHS are invited to make their needs and preferences known to the ADA Compliance/EEO 
Coordinators. This notice is available in alternate formats, upon request.


USDA Non-Discrimination Statement 
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil 
rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
participating in or administering USDA programs are prohibited from discriminating based on 
race, color, national origin, sex, religious creed, disability, age, political beliefs, or reprisal or 
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 


Persons with disabilities who require alternative means of communication for program 
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the 
Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing 
or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-
8339. Additionally, program information may be made available in languages other than English.


To file a program complaint of discrimination, complete the USDA Program Discrimination 
Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.
html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of 
the information requested in the form. To request a copy of the complaint form, call (866) 632-
9992. Submit your completed form or letter to USDA by: 


mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;


fax: (202) 690-7442; or  
email: program.intake@usda.gov.


This institution is an equal opportunity provider.







Tips for using your WIC check
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Use your WIC checks only at WIC approved stores.


Look at the dates on the WIC check. The first date is the first day you can use the check. The second date is the last 
day you can use the check. You can use any number of WIC checks at one time that are within these dates. 


Look at the foods listed and the amount of each item you can buy with your check. For example, the number of 
gallons of milk, ounces of cereal, or cans of juice you can buy is listed here. Always read your WIC Approved Food 
List to see what food you can buy. 


Separate WIC foods at the checkout from other foods you are buying. If you are spending more than one check, 
group the foods for each check together. 


Give your WIC folder and the checks you are using to the cashier before items are scanned.


Write the total price of the WIC items on the check unless it is printed automatically by the store’s cash register.


Sign on the front of the check in the bottom right corner and then give the check back to the cashier. The cashier 
will make sure your signature matches the signature of the authorized representative, participant or the proxy on 
the WIC Folder. 


If you purchased bottled juice, you will need to pay a bottle deposit.


Be sure to get your folder and receipt before leaving the checkout.


1.


4.


5.


8.


9.


2


2


3


6


7
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TIPS FOR USING YOUR WIC CHECK
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Fill in the price of the check. 
Amount written cannot 
exceed check value. If total 
purchase amount is more 
than the fruit and vegetable 
check value, then you must 
pay the difference. For 
example, the value of your 
Fruit and Vegetable Check 
is $11.00. The total of your 
purchase is $12.00. You must 
pay the extra $1.00. If your 
fruit and vegetable purchase 
is less than the check value, 
you will not receive change 
back.


Sign on the front of the 
check in the bottom right 
corner and then give the 
check back to the cashier.  
The cashier will make sure 
your signature matches the 
signature of the authorized 
representative, participant or 
the proxy on the WIC Folder. 


Be sure to get your folder 
and receipt before leaving 
the checkout.


Fruits and vegetables


M AY  B U Y:
• Any type or variety 


of fresh fruits and 
vegetables


• Bagged fruits  
and vegetables


• Cut fruit and vegetables 
(without dip)


• Garlic (not on a string)
• Organic or non-organic


FRESH


• Pickled vegetables or olives
• Items from the salad bar
• Party trays and fruit baskets
• Decorative or dried fruit or 


vegetables and painted pumpkins
• Herbs and spices like basil, 


parsley, or chives


D O  N OT  B U Y


M AY  B U Y:
• Any type or variety 


of frozen fruits or 
vegetables 


• Organic or non-
organic


FROZEN


• Vegetables with 
added cheese, 
sauce, pasta, nuts, 
seasoning, flavoring, 
breading, or oil


• Fruits with added 
sugars or artificial 
sweeteners


• French fries, tater 
tots or twice- 
baked potatoes


• Sorbet or fruit bars


D O  N OT  B U Y


M AY  B U Y:
• Any package size, brand or 


mixture of fruits or vegetables 
• Fruit must be packed in  


water or 100 % fruit juice 
• May be in pouches, metal 


cans or glass or plastic jars
• Organic or non-organic


CANNED


• Sweet potatoes, yams or pie filling
• Pickled, marinated or in cheese sauce
• Home-canned vegetables 
• Sauces- Pizza, pasta, spaghetti, or 


marinara 
• Tomatoes with flavoring like garlic or basil
• Cream style corn or olives
• Cranberry sauce, soup, ketchup or salsa
• Fruits in gel or jello


D O  N OT  B U Y


C h e c k  w i l l  s ay  ‘ F re s h  o n l y ’  o r  ‘ F re s h ,  F roze n  o r  C a n n e d ’


I f  t h e  to t a l  co s t  o f  a l l  f r u i t s  &  ve g e t a b l e s 
yo u  b u y  i s  m o re  t h a n  t h e  va l u e  p r i n te d  o n 
t h e  f r u i t  &  ve g e t a b l e  c h e c k ,  yo u  m u s t  p ay 


t h e  d i f fe re n ce .


Tips for Using fruit & vegetable Checks
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T h e  f r u i t  &  ve g e t a b l e  c h e c k 
c a n  b e  u s e d  a t  W I C  a p p rove d 


s to re s ,  f a r m e r ’ s  m a r ke t s  o r 
fa r m  s t a n d s .
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FRUITS AND VEGETABLES


U S I N G  YO U R  F R U I T  
&  V E G E TA B L E  C H E C K


The Fruit and Vegetable 
Check can be used at a WIC 
approved store, farmers’ 
market or farm stand.


Look at the dates on the 
WIC check. The first date 
is the first day you can use 
the check. The second date 
is the last day you can use 
the check. You can use any 
number of WIC checks at 
one time that are within 
these dates. 


Look at the dollar amount 
listed on your check that 
WIC will cover. 


Group all of the fruits and 
vegetables together at the 
checkout. 


Give your WIC folder and 
the checks you are using to 
the cashier before items are 
scanned.


1.


4.


5.


8.


2


3


6
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Beans, peas, lentils, Eggs, Pb, fish


BABY FOOD, BEANS, PEAS, LENTILS, EGGS, PEANUT BUTTER, FISH


Participants are encouraged 
to purchase the least 
expensive brand available.


D O  N OT  B U Y


• Organic
• Cage free, free-range 


or free-running 
• Vegetarian fed
• Omega-3 
• Low cholesterol


M AY  B U Y:
• Full dozen, any size
• Brown or white shells


EGGS


M AY  B U Y: 
• Any type, low 


sodium or 
regular


• Refried beans


CANNED BEANS
B U Y  O N LY:
15 to 16 oz cans


• Green beans, wax beans, 
green peas (these can be 
purchased with the fruit 
and vegetable check)


• Baked beans, pork and 
beans, soup mix, added 
flavors, sugars, seasonings 
or meats


• Organic


D O  N OT  B U Y


M AY  B U Y: 
• Any type of dried 


beans, peas or lentils 


DRIED BEANS, PEAS, LENTILS
B U Y  O N LY:
1 lb (16 oz) bag


• Organic 
• Beans with added sugars,  


seasoning or flavorings
• Soup mixes


D O  N OT  B U Y


D O  N OT  B U Y


• Albacore, solid white or yellow fin tuna 
• Any type of salmon other than pink
• Flavored or seasoned with ingredients
• Kippered fish
• Oil packed


M AY  B U Y:
3.75 to 15 oz containers packed in water 


• Chunk or light tuna
• Pink salmon
• Sardines


CANNED FISH


• Organic, flavored or 
reduced/low fat 


• Peanut butter with added 
ingredients such as honey, 
jelly, chocolate, omega-3, 
vitamins and minerals


• Squeezable or peanut 
butter spreads


D O  N OT  B U Y


M AY  B U Y:
16 to 18 oz jar


• Any brand 
of creamy, 
chunky or 
crunchy


PEANUT BUTTER


Baby Food
MEATS
B U Y  O N LY:
2.5 oz jars of Beech-
Nut Classics Stage 1


M E ATS :
• Beef and Beef Broth
• Chicken and Chicken Broth
• Turkey and Turkey Broth


• 38 oz Beech-Nut Classics Stage 1 Infant Meats = 15 jars


• 40 oz Beech-Nut Classics Stage 1 Infant Meats = 16 jars


FRUITS & VEGETABLES
B U Y  O N LY:
4 oz jars of Beech-Nut Classics Stage 2


F R U I T :
• Applesauce*
• Apples and Bananas
• Apples and Blueberries*
• Apples and Cherries
• Apples, Mango and Kiwi
• Apples, Pears and Bananas
• Apricots with Pears and 


Apples*
• Bananas*
• Banana and Mixed Berries
• Banana and Strawberries
• Mango
• Peaches
• Pears*
• Pears and Pineapple
• Pears and Raspberries


V E G E TA B L E S :
• Corn and Sweet Potato
• Garden Vegetables*
• Mixed Vegetables
• Squash*
• Sweet Potatoes*
• Sweet Carrots*
• Sweet Peas*
• Green Beans


*Kosher


• 64 oz Beech-Nut 
Classics Stage 2 Inf 
Frts or Veg = 16 jars


• 32 oz Beech-Nut 
Classics Stage 2 Inf 
Frts or Veg = 8 jars


BREAST MILK
Complete nutrition for your baby.


INFANT FORMULA
Brand, type & size listed on check.


• Infant 
cereal with 
added fruit, 
probiotics, 
protein or 
DHA/ARA


• Organic


D O  N OT  B U YCEREAL
B U Y  O N LY:
8 oz boxes of 
Beech-Nut


• Multigrain*
• Oatmeal*
• Rice*


*Kosher


• 24 oz Beech-Nut Baby Cereal = 3 boxes
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MILK, SOY BEVERAGE, CHEESE, TOFU, YOGURT


Milk, Soy Beverage, Cheese, tofu, yogurt
M AY  B U Y  O N LY  I F  P R I N T E D  O N  C H E C K :
If check lists half gallons, 2 quarts may be 
purchased for each half gallon on check.


SOY BEVERAGED O  N OT  B U Y


• Flavored, organic 
or raw milk 


• Goat’s milk 
• Glass bottles


M AY  B U Y:
Size and type listed on check: 


• No Fat (skim) or Lowfat (1/2% or 1%)
• Reduced Fat (1 1/2% or 2%)
• Whole
• Lactose Free 
• Nutrish
• Nonfat dry
• UHT


MILK


Q UA R T H A L F  G A L LO N O N E  G A L LO N


Participants are encouraged 
to purchase the least 


expensive brand available.


Silk Soymilk, 
Original


Half Gallon 
(64 oz)


Refrigerated 
only


8th Continent 
Fortified Soy 


Beverage, 
Original 


Half Gallon 
(64 oz)


Refrigerated 
only


Pacific All 
Natural Ultra 


Soy Non-Dairy 
Beverage, 


Original, Quart 
(32 oz)


Shelf Stable only


D O  N OT  B U Y


• Package sizes other than 8 oz or 16 oz
• Deli or random weight cheese or 


individually wrapped slices
• Cubed, wheels, dips, wedges,  


or cracker cuts
• Imported or organic
• Cheese food, whips or spreads,  


or with added seasonings


M AY  B U Y:
Two (2) 8 oz packages or one (1) 16 oz package of block,  
shredded or sliced of reduced fat or regular


• American
• Cheddar
• Colby Jack
• Monterey Jack
• Mozzarella
• Muenster
• Provolone
• Swiss
• String cheese


CHEESE


= 1 pound


16 ounces


= 1 pound+


8 ounces 8 ounces
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• Cubed or flavored


D O  N OT  S E L L


TOFU
B U Y  O N LY:
16 oz package 


• Azumaya (All Natural) - 
Extra Firm, Firm or Silken 


• Nasoya (Organic) - Silken  
or Super Firm Vac Pack


B U Y  O N LY:
Type listed on check 
(Whole or lowfat/ nonfat)
32 oz container (quart) 
May be Greek or regular


• Best Yet
• Cabot
• Chobani
• Coburn Farms
• Dannon
• Great Value
• Green Mountain  


Creamery
• Hannaford
• Lucerne
• Market Basket
• Open Nature
• Shurfine
• Stony Field Farms
• Taste of Inspirations
• Yoplait 


Flavors include: Plain, vanilla, 
strawberry or blueberry


YOGURT







Oatmeal, rice, Tortillas, pasta, Bread


OATMEAL, RICE, TORTILLAS, PASTA, BREAD


OATMEAL
B U Y  O N LY:
16 oz packages


• McCann’s Quick Cooking Irish Oatmeal
• McCann’s Steel Cut Irish Oatmeal
• McCann’s Quick and Easy Natural Steel 


Cut Irish Oatmeal
• Mom’s Best Naturals Quick Oats
• Mom’s Best Naturals Old Fashioned Oats


• Individual/single-serve packets
• Flavored or organic oatmeal


D O  N OT  B U Y


WHOLE WHEAT PASTA
B U Y  O N LY:
16 oz packages listed below:


G R E AT  VA LU E  PASTA :
• Whole Wheat Spaghetti


S H U R F I N E  PASTA :
• 100% Whole Wheat Penne
• 100% Whole Wheat Spaghetti


H O D G S O N  M I L L  PASTA :
• Whole Wheat Angel Hair
• Whole Wheat Elbows
• Whole Wheat Spaghetti
• Whole Wheat Spirals
• Whole Wheat Thin Spaghetti


R O N ZO N I  H E A LT H Y 
H A RV E ST  PASTA :
• Whole Grain Linguine
• Whole Grain Penne Rigate
• Whole Grain Rotini
• Whole Grain Spaghetti
• Whole Grain Thin Spaghetti


B U Y  O N LY:
Size listed on check  
16oz package of bread listed below


BREAD


Best Yet 100% Whole 
Wheat Bread 16oz


Market Basket 100% 
Whole Wheat Bread 16oz


Arnold Stoneground 100% 
Whole Wheat Bread 16oz


Hannaford 100% Whole 
Wheat Bread 16oz


Sara Lee 100% 
Whole Wheat 


Bread 16oz


Sunbeam 100% 
Whole Wheat 


Bread 16oz


Signature Kitchen 
100% Whole 


Wheat Bread 16oz


Signature Kitchen No 
Salt Added Whole 
Wheat Bread 16oz


Pepperidge Farm 
Very Thin 100% Whole 


Wheat Bread 16oz


Wonder 100% 
Whole Wheat 


Bread 16oz


Pepperidge Farm 100% 
Whole Wheat Bread 16oz


Weight Watchers 
Multigrain Bread 


16oz


Country Kitchen 100% 
Whole Wheat Bread 24oz


Freihofer’s Hearty 100% 
Whole Wheat Bread 24oz


Arnold Whole Grain 100% 
Whole Wheat Bread 24oz


• Buns, rolls, bagels or English muffins 
• Deli or bakery bread 
• Organic or white bread


D O  N OT  B U Y
I f  a  W I C  a p p rove d 


b re a d  i s  n o t  ava i l a b l e 
w h e n  yo u  c h o o s e 


to  b u y  yo u r  W h o l e 
G ra i n  I te m ,  co n s i d e r 


p u rc h a s i n g  W I C 
a p p rove d  w h o l e 


w h e a t  p a s t a ,  o a t m e a l , 
to r t i l l a s  o r  b row n  r i ce .


B U Y  O N LY:
14 to 16 oz package


• Any brand of regular, 
quick, or instant brown rice


• Basmati Brown, Jasmine 
Brown or Boil in Bag 
Brown Rice


BROWN RICE


• White, seasoned, wild, 
mixes or organic rice


• Frozen, single-serve or 
ready to serve packets


D O  N OT  B U Y


B U Y  O N LY:
16 oz package of soft shell


• Chi Chi’s White Corn Tortillas
• Chi Chi’s Whole Wheat Tortillas
• Hannaford Whole Wheat Tortillas
• Herdez Corn Tortillas
• Herdez Whole Wheat Tortillas
• Market Basket Whole Wheat Tortillas
• Mission Whole Wheat Tortillas
• Mission Yellow Corn Tortillas
• Ortega Whole Wheat Tortillas
• Santa Fe White Corn Tortillas
• Santa Fe Whole Wheat Tortillas
• Santa Fe Yellow Corn Tortillas
• Shurfine Whole Wheat Tortillas


TORTILLAS


24 oz package of bread listed below


F O R  WO M E N  F U L LY  B R E AST F E E D I N G  M U LT I P L E  B A B I E S  O N LY
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Cereal


CEREAL


21 
oz15 


oz


Totals 36 oz


12 
oz


24 
oz


Totals 36 oz


18 
oz


18 
oz


Totals 36 oz


12 
oz


12 
oz


12 
oz


Totals 36 oz


WAYS TO BUY  
36 OZ OF CEREAL


NAME BRAND
B U Y  O N LY:
12 oz box or larger


P O ST : GENERIC
B U Y  O N LY:
12 oz box or larger


G E N E R A L  M I L L S : K E L LO G G ’ S : M A LT- O - M E A L : OT H E R :


Oat Blenders 
with Honey


Oat Blenders with 
Honey & Almonds


Frosted Mini-
Wheats Little Bites


Frosted Mini-
Wheats Original


Mini-Wheats
Unfrosted


Kix Multigrain 
Cheerios


Honey Kix Sunbelt Simple 
Granola


Honey Nut 
Shredded Wheat


Honey Bunches 
of Oats


Honey Bunches 
of Oats with 


Almonds


Grape Nuts 
Flakes


Grape Nuts 
Original


Alpha-Bits Bran Flakes


B E ST  Y E T :
• Bite Size Frosted 


Shredded Wheat
• Corn Flakes
• Crispy Rice
• Oat Wise 


(regular)
• Toasted Oats S I G N AT U R E  K I TC H E N :


• Corn Flakes
• Crispy Rice
• Frosted Shredded Wheat
• Toasted Oats


M A R K E T  B AS K E T :
• Corn Flakes
• Crispy/Crisp Rice
• Frosted Shredded 


Wheat
• Oat Wise (regular)
• Square-shaped  


Corn Biscuits
• Square-shaped 


Wheat Biscuits
• Tasteeos/Toasted 


Oats
• Toasted Rice Flakes


SAV E -A- LOT :
• Corn Flakes
• Crispy Rice
• Frosted Shredded 


Wheat
• Rollin’ Oats


I G A :
• Bite Size Frosted 


Shredded Wheat
• Corn Flakes
• Crispy Rice
• Tasteeos/


Toasted Oats


H A N N A F O R D :
• Bite Size Frosted 


Shredded Wheat
• Corn Flakes
• Crispy Rice
• Nutty Nuggets
• Tasteeos 
• Toasted Corn
• Toasted Wheat
• Wheat Flakes


Rice Chex Rice KrispiesWheat Chex Whole Grain 
Cream of Wheat


Special K 
Original


Original Hot 
Wheat Cereal


Whole 
Grain Total


Corn Chex Corn Flakes CrispixBerry Berry Kix Cheerios Quaker Life 
(Original)


All-Bran Complete 
Wheat Flakes


Frosted Mini 
Spooners


Crispy Rice


S H U R F I N E :
• Corn Flakes
• Corn Squares
• Crisp Rice
• Frosted Shredded 


Wheat Bite Size
• Toasted Oats
• Wheat Squares


G R E AT  VA LU E :
• Corn Flakes
• Crisp Rice
• Frosted Shredded 


Wheat
• Toasted Corn
• Toasted Oats
• Toasted Rice
• Toasted Wheat


K E Y:      W H O L E  G R A I N      F O L I C  AC I D
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Juice


JUICE


B U Y  O N LY:
11.5 to 12 oz cans (for women only)


100% JUICE – FROZEN CONCENTRATE
B U Y  O N LY:
11.5 oz cans (for women only)


100% JUICE – LIQUID CONCENTRATE


100% JUICE – BOTTLED LIQUID
B U Y  O N LY:
64 oz bottles (for children only)


• Juice drinks with added sugar, 
juice cocktails, or organic


D O  N OT  B U Y


• Juice drinks with added sugar, 
juice cocktails, or organic


D O  N OT  B U Y


• Juice drinks with added sugar, 
or organic


D O  N OT  B U Y


A P P L E  A N D  E V E :
• Apple


M A R K E T  B AS K E T :
• Apple
• Grape
• White Grape


G R E AT  VA LU E :
• Apple
• Grape
• White Grape


O L D  O R C H A R D :
• Apple
• Grape
• White Grape


H A N N A F O R D :
• Apple
• Grape
• White Grape


S H U R F I N E :
• Apple
• Grape
• White Grape


L A N G E R S :
• Apple
• Grape
• Red Grape
• White Grape


W E LC H ’ S :
• Grape
• Red Grape
• White Grape


W E LC H ’ S ( Y E L LOW  TO P  O N LY ) :
• All flavors


J U I CY  J U I C E :
• All flavors


T I P TO N  G R OV E :
• Apple
• Grape


B E ST  Y E T :
• Apple
• Grape


M OT T ’ S :
• Apple


I G A :
• Apple
• Grape


S I G N AT U R E  K I TC H E N :
• Apple
• Grape
• White Grape


W I C  c a n n o t  p ay  t h e  5  ce n t  b o t t l e 
d e p o s i t .  W I C  p a r t i c i p a n t s  m u s t  p ay  
t h e  d e p o s i t  fo r  e a c h  b o t t l e  o f  j u i ce .


B E ST  Y E T :
• Apple
• Grape


T I P TO N  G R OV E :
• Apple


M A R K E T  B AS K E T :
• Apple


D O L E :
• All flavors of 


100% juice


W E LC H ’ S  ( Y E L LOW 
P U L L  TA B  O N LY ) :
• All flavors of 100% juice


O L D  O R C H A R D 
(G R E E N  TO P  O N LY ) :
• All flavors of 100% juice


G R E AT  VA LU E :
• Apple
• Grape


A N Y  B R A N D :
• Orange


S E N E C A :
• Apple
• Grape


H A N N A F O R D :
• Apple
• Grape


A N Y  B R A N D :
• Grapefruit


S H U R F I N E :
• Apple


L A N G E R S :
• Apple


S I G N AT U R E 
K I TC H E N :
• Apple
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 WHAT WIC PROVIDES, FREQUENTLY ASKED QUESTIONS


FREQUENTLY ASKED Questions
If I am eligible for WIC, how long can I get benefits?
• While pregnant


• Up to one year after delivery if you are breastfeeding your baby


• Up to six months after delivery if you are not breastfeeding


• Up to a child’s fifth birthday


What if I move?
If you plan to move somewhere else in Maine, you can check our website for a 


listing of all WIC offices in the state at wicforme.com. If you plan to move out 


of Maine, please let WIC staff know.


What is a proxy?
A proxy is someone you trust. You give this person permission to use your  


WIC checks at the grocery store or to attend WIC appointments for you.  


If you assign someone to be a proxy, that person must:


• Sign the back of this WIC folder


• Bring it to the store when using WIC checks


• Understand what foods to buy and how to use the WIC checks 


• Bring this folder to a WIC appointment along with a form of identification 


Can I participate in more than one WIC program at the same time?
No.


Why can’t WIC staff talk to other family members or my friends about my 
child or me?
The WIC program protects your right to privacy. WIC will not share any 


information without your permission. This includes appointment times and 


medical information. However, if a WIC staff member believes that a child is  


in danger, she or he is required by law to report this to a DHHS staff member 


who will follow up with the family.


What if I lose my WIC checks or lost, stolen or damaged?
Notify your WIC office right away. Treat your WIC checks like cash.  


Keep them in a safe place. 


Do I need to purchase everything listed on my WIC check?
No, you are not required to pick up everything on your WIC check.  


Purchase the foods that you know you will use.


What if I have spent all of my WIC checks and my baby is out of formula?
WIC can only provide a certain amount of formula each month. As your  


baby gets older, he or she may need more formula than you receive from  


WIC. If this happens, you will have to buy the extra formula until your next  


WIC checks begin.


W I C  P R OV I D E S  G O O D  F O O D  A N D  A  W H O L E  LOT  M O R E


WIC is a nutrition program that provides nutrition and health education, 


breastfeeding support, healthy food and referrals to other services to  


Maine families that qualify. WIC stands for the Special Supplemental  


Nutrition Program for Women, Infants and Children.


WIC offers families:


• Breastfeeding promotion and support


• Checks to buy healthy food


• Health and social service referrals 


• Immunization screening and referrals


• Tips for eating well to improve health


WIC nutrition staff meet with each WIC participant to:


• Review nutrition and health behaviors


• Provide individual nutrition advice


• Support families making changes for better health


• Offer a selection of healthy foods


What WIC Provides
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What to bring to your WIC appointment
Proof of identification for yourself and each person who is applying for WIC (examples):
• Military, photo, passport or school ID
• Driver’s license 
• Birth certificate
• MaineCare card (or paperwork)
• Shot/immunization records
• Foster care/adoption paperwork
• Social Security card 


Proof of residency (examples):
• Envelope that was mailed to your home address
• Utility bill
• Rent receipts
• Official letter
• Driver’s license with your home address


Proof of household income for all people living in your house (examples):
• Paycheck stubs for current job
• Tax return for previous year (only if current income is the same)
• Eligibility paperwork for MaineCare, TANF or SNAP (Food Stamps)


WHAT TO BRING TO YOUR WIC APPOINTMENT 20
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 Maine WIC Nutrition Program 
11 State House Station 
Augusta, Maine 04333 


207-287-3991 or 1-800-437-9300        
TTY Users: Dial 711 
Fax: 207-287-3993 


 


 


Appendix CE-1-B 


Created 10/01/2018 


Maine CDC WIC Nutrition Program 


Permission to Scan Identification 


 


I, ____________________________, hereby grant consent and authorize WIC Program staff to scan a 


copy of my picture identification (ID) into the WIC record(s) for all of my family members who 


participate with the WIC Program and are listed below: 


State WIC ID Participant Name 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


I understand the following: 


• the purpose of having a scanned copy of my picture ID is only for use as positive identification at 


future WIC appointments 


• my picture ID will not be accessible to anyone other than WIC Program staff 


• I may request that my picture ID be removed from family member records at any time 


• I am entitled to a copy of this signed permission form 


 


Authorized Representative/Proxy Name 


 


 


 


  


Authorized Representative/Proxy Signature 


 


 


 


 Date 


WIC Staff Member Signature 


 


 


 Date 


This institution is an equal opportunity provider. 








 Maine WIC Nutrition Program 
11 State House Station 
Augusta, Maine 04333 


207-287-3991 or 1-800-437-9300        
TTY Users: Dial 711 
Fax: 207-287-3993 


 


Appendix CE-1-C     This institution is an equal opportunity provider. 
Revised: 10/01/2018 


Rights and Responsibilities Signature Page 
 


The signature below indicates that the authorized representative for the following participant(s) has been 
informed and understands the rights and responsibilities statement (see second page of this document) for 
participation in the Maine CDC WIC Nutrition Program. 
 


Participant ID number Participant Name 


  


  


  


  


  


  


 


________________________________  ___________           ____________________ 


Authorized representative signature  Date               WIC Staff member 
 
 


 







 


 


Rights and Responsibilities 
 
Your Rights: 


• All information you give WIC will be kept private. 


• Standards for eligibility for WIC are the same for everyone, regardless of race, color, national origin, age, 
disability or sex. 


• If you feel you have been discriminated against, you may file a complaint. 
 


Your Responsibilities: 


• Bring all documentation requested to each appointment. 


• Report address and/or phone changes to your local WIC office. 


• Keep your WIC checks safe; lost / stolen checks may not be replaceable. 
 


If I violate the program rules above, I or my family: 


• May be taken off the program for up to one year. 


• Will have to pay money back to the program for foods or formula I should not have received. 


• May face legal charges. 
 


I have been advised of my rights and responsibilities as a WIC Program participant.  I certify that the 
information I have provided for my eligibility determination is correct, to the best of my knowledge.  
This certification information is being submitted in connection with the receipt of federal supplemental 
nutrition assistance.  Program officials may verify information I have provided. 


 
I understand I may be dropped from the WIC Program if: 


• I or my child or children participate in more than one WIC Program at a time (dual participation) 


• I provide false information about income, family size and residence location (fraud). 


• I or my proxy spends WIC checks at a vendor (store, farm stand or farmers' market) that is not authorized 
to accept them (fraud). 


• I or my proxy buys non-WIC foods with WIC checks (trafficking). 


• I or someone on my behalf sells, trades, or gives away WIC checks (trafficking). 


• I or someone on my behalf returns WIC foods for cash, credit, or non-WIC foods (trafficking). 


• I or someone on my behalf sells or trades breast pump(s) owned or rented by WIC, or WIC foods, including 
infant formula, which was purchased with WIC checks for cash, credit, or other foods or services 
(trafficking). 


• I or someone on my behalf gives away breast pump(s) owned or rented by WIC or WIC foods, including 
infant formula, which was purchased with WIC checks (fraud). 


• I or someone on my behalf makes changes to my WIC check(s) (forgery). 


• I or someone on my behalf posts WIC items for sale, exchange or free on any media, including social media 
(such as Facebook), Craigslist, Ebay, television, radio, newspaper or other online forum (trafficking). 


• I or someone on my behalf verbally or physically abuses WIC or grocery store staff (abuse). 
 








 


Appendix CE-2-A 


MAINE WIC NUTRITION PROGRAM 


INCOME ELIGIBILITY GUIDELINES 


(Effective June 1, 2019 – June 30, 2020) 
 


*Based on OMB Federal Poverty Guidelines – 185% poverty guidelines 


Family Size Weekly Biweekly Twice 
Monthly 


Monthly Annual 


1 $445 $889 $963 $1926 $23107 


2 602 1204 1304 2607 31284 


3 759 1518 1645 3289 39461 


4 917 1833 1985 3970 47638 


5 1074 2147 2326 4652 55815 


6 1231 2462 2667 5333 63992 


7 1388 2776 3008 6015 72169 


8 1546 3091 3348 6696 80346 


9 1703 3405 3689 7377 88523 


10 1860 3720 4030 8059 96700 


11 2017 4034 4370 8740 104877 


12 2175 4349 4711 9422 113054 
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						Income 1		Income 2		Income 3		Income 4		Income 5		Income 6











		Frequency:

																

				Weekly

				Biweekly

				Twice Monthly

				Monthly

				Yearly

		Total:				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

				Count		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		Average:				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		Yearly:				$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		Frequency:				Average:		$   - 0

		Total Yearly Income:						$   - 0

		Household Size:

		*Gray cells have drop-down menus

		Use income in cell D18 (by selecting frequency in cell B18) if all sources of income are paid at the same frequency

		Use income in cell D19 if all sources of income are not paid at the same frequency
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Under penalty of perjury, I certify that the information presented in this certification is true and accurate to 
the best of my knowledge.  The undersigned further understand(s) that providing false representations herein 
constitutes an act of fraud.  I understand that providing false, misleading or incomplete information may result 
in the termination of my housing assistance. 
 
Revised: October 1, 2019 


Declaration Of Zero Income 
 


Head of Household Name: 


 
I hereby certify that I do not individually receive income from any of the following sources: 


1. Employment wages including:  overtime, commissions, tips, bonuses, fees etc. 


2. Unemployment compensation. 
3. Income from operation of a business:  sales from self‐employment resources. 


4. Rental income from real or personal property. 
5. Interest/dividends from Assets:  savings/checking accounts, annuities, insurance policies, retirement funds, pensions or death 


benefits. 


6. Social Security (SS) and/or Supplemental Security Income (SSI) benefits. 
7. Public assistance payments including:  General Assistance, TANF and/or SNAP. 


8. Regular contributions/gifts received from person not living in the household. 
9. Alimony and/or Child Support payments. 


 


Please list the payment sources for the following expenses.   
If you need additional space, please use back side of this form: 
 
Monthly Expenses:                               Source of Funds:                                      Address of Source: 


Food.  Grocery bill X 4 wks     


Communications.  Telephone 
/cell phone, internet connection. 


   


Transportation.  Bus fares.  Taxi 
fares.   Personal car expenses:  gas, 
insurance, maintenance, or tires. 


   


Medical.  Unreimburseable .     


Living.  Clothing.  Cleaning 
supplies, personal grooming and 
paper products.   


   


Entertainment.  magazines, 


memberships, etc. 


   


 


 
 
________________________________  _____________________________    _________________ 
Tenant/Applicant Signature       Printed Name          Date 
 






BF Women

		Risk Factors for Breastfeeding Women												Appendix CE-3-A

		This guide includes the risk factor codes, titles and descriptions for breastfeeding women.												Effective: 09/24/2018

		CODE		DESCRIPTION

		101		Underweight Women

				Breastfeeding Women who are < 6 months postpartum with prepregnancy or current Body Mass Index (BMI) <18.5

				Breastfeeding Women who are at least 6 months postpartum with current Body Mass Index (BMI) <18.5

		111		Overweight Women

				Breastfeeding Women who are < 6 months postpartum with prepregnancy Body Mass Index (BMI) ≥ 25

				Breastfeeding Women who are at least 6 months postpartum with current Body Mass Index (BMI) ≥ 25

		133		High Maternal Weight Gain

				Singleton Pregnancies:

				Breastfeeding or Non-Breastfeeding Women (most recent pregnancy only): total gestational weight gain exceeding the upper limits of the IOM's recommended range based on Body Mass Index (BMI), as follows:

						Weight Groups		Definition		Cutoff Value

						Underweight		BMI < 18.5		> 40 lbs

						Normal Weight		BMI 18.5 to 24.9		> 35 lbs

						Overweight		BMI 25.0 to 29.9		> 25 lbs

						Obese		BMI ≥ 30.0		> 20 lbs

		201		Low Hemoglobin/Hematocrit

				Hemoglobin or hematocrit concentration below the 95 percent confidence level (i.e., below the .025 percentile) for healthy, well-nourished individuals of the same age, sex, and stage of pregnancy:

				Non-Smoking

				12 to 14 Years of Age:  < 11.8/35.7 hgb/hct

				15 to 17 Years of Age:  < 12.0/35.9 hgb/hct

				18 Years of Age or Older:  < 12.0/35.7 hgb/hct

				Smoking Less than 1 (< 1) Pack per Day

				12 to 14 Years of Age:  < 12.1/36.7 hgb/hct

				15 to 17 Years of Age:  < 12.3/36.9 hgb/hct

				18 Years of Age or Older:  < 12.3/36.7 hgb/hct

				Smoking 1 to 2 (≥ 1 and ≤ 2) Packs per Day

				12 to 14 Years of Age:  < 12.3/37.2 hgb/hct

				15 to 17 Years of Age:  < 12.5/37.4 hgb/hct

				18 Years of Age or Older:  < 12.5/37.2 hgb/hct

				Smoking more than 2 (> 2) Packs per Day

				12 to 14 Years of Age:  < 12.5/37.7 hgb/hct

				15 to 17 Years of Age:  < 12.7/37.9 hgb/hct

				18 Years of Age or Older:  < 12.7/37.7 hgb/hct

		211		Elevated Blood Lead Levels

				Blood lead level of ≥ 5 ug/deciliter within the past 12 months.

		303		History of Gestational Diabetes

				History of diagnosed gestational diabetes mellitus

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		304		History of Preeclampsia

				History of diagnosed preeclampsia

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		311		History of Preterm or Early Term Delivery

				Preterm or early term delivery from most recent pregnancy

				Preterm: Delivery of an infant born ≤36 6/7 weeks gestation

				Early Term: Delivery of an infant born ≥37 0/7 and ≤38 6/7 weeks gestation.

		312		History of Low Birth Weight

				Birth of an infant weighing ≤ 5 lbs 8 oz (≤ 2500 grams) (most recent pregnancy)

		321		History of Spontaneous Abortion, Fetal Loss, or Neonatal Loss

				Breastfeeding women: most recent pregnancy in which there was a multi-fetal gestation with one or more fetal or neonatal deaths but with one or more infants still living.

				A spontaneous abortion (SAB) is the spontaneous termination of a gestation at <20 weeks gestation or <500 grams.

				Fetal death is the spontaneous termination of a gestation at ≥ 20 weeks.

				Neonatal death is the death of an infant within 0-28 days of life

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		331		Pregnancy at a Young Age

				Conception ≤ 17 years of age for most recent pregnancy

		332		Short Interpregnancy Interval

				Interpregnancy interval of less than 18 months from the date of a live birth to the conception of the most recent pregnancy

		333		High Parity and Young Age

				Women under age 20 at date of conception who have had 3 or more previous pregnancies of at least 20 weeks duration, regardless of birth outcome.

				Breastfeeding woman: most recent pregnancy

		335		Multifetal Gestation

				More than one (>1) fetus in most recent pregnancy

		337		History of a Birth of a Large for Gestational Age Infant

				Breastfeeding Women: Most recent pregnancy, or history of giving birth to an infant weighing greater than or equal to 9 lbs. (4000 grams)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		339		History of Birth with Nutrition Related Congenital or Birth Defect

				Breastfeeding woman who has given birth, from most recent pregnancy, to an infant who has a congenital or birth defect linked to inappropriate nutritional intake, e.g., inadequate zinc, folic acid, excess vitamin A.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		341		Nutrient Deficiency or Disease

				Any currently treated or untreated nutrient deficiency or disease, including, but are not limited to:

				Protein Energy Malnutrition

				Scurvy

				Rickets

				Beriberi

				Hypocalcemia

				Osteomalacia

				Vitamin K Deficiency

				Pellagra

				Xerophthalmia

				Iron Deficiency

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		342		Gastro-Intestinal Disorders

				Disease(s) or condition(s) that interferes with the intake or absorption of nutrients.  The conditions include, but are not limited to:

				gastroesophageal reflux disease (GERD)

				peptic ulcer

				post-bariatric surgery

				short bowel syndrome

				inflammatory bowel disease, including ulcerative cilitis or Crohn's disease

				liver disease

				pancreatitis

				biliary tract diseases

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		343		Diabetes Mellitus

				Diabetes mellitus consists of a group of metabolic diseases characterized by inappropriate hyperglycemia resulting from defects in insulin secretion, insulin action or both.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		344		Thyroid Disorders

				Hypothyroidism (insufficient levels of thyroid hormone produced or defect in receptor) or hyperthyroidism (high levels of thyroid hormone secreted).

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		345		Hypertension and Prehypertension

				Presence of hypertension or prehypertension diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		346		Renal Disease

				Any renal disease including pyelonephritis and persistent proteinuria, but excluding urinary tract infections (UTI) involving the bladder.  

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		347		Cancer

				A chronic disease whereby populations of cells have acquired the ability to multiply and spread without the usual biologic restraints.  The current condition, or the treatment for the condition, must be severe enough to affect nutritional status.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		348		Central Nervous System Disorders

				Conditions which affect energy requirements and may affect the individual's ability to feed self that alter nutritional status metabolically, mechanically, or both.  Includes, but is not limited to:

				epilepsy

				cerebral palsy (CP) and

				neural tube defects (NTD), such as spina bifida

				Parkinson's Disease

				multiple sclerosis (MS)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		349		Genetic and Congenital Disorders

				Hereditary or congenital condition at birth that causes physical or metabolic abnormality.  The current condition must alter nutrition status metabolically, mechanically, or both.  May include, but is not limited to:

				cleft lip or palate

				Down's syndrome

				thalassemia major

				sickle cell anemia (not sickle cell trait)

				muscular dystrophy

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		351		Inborn Errors of Metabolism

				Presence of inborn error(s) of metabolism diagnosed by a physician as self reported by applicant/participant/caregiver; or as reported or documented by a physician, or someone working under physicians' orders.

				Generally refers to gene mutations or gene deletions that alter metabolism in the body, including, but not limited to:

				phenylketonuria (PKU)

				maple syrup urine disease

				galactosemia

				hyperlipoproteinemia

				homocystinuria

				tyrosinemia

				histidinemia

				urea cycle disorders

				glutaric aciduria

				methylmalonic acidemia

				glycogen storage disease

				galactokinase deficiency

				fructoaldolase deficiency

				propionic acidemia

				hypermethioninemia

				medium-chain acyl-CoA dehydrogenase (MCAD)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352a		Infectious Diseases - Acute

				A disease which is characterized by a single or repeated episode of relatively rapid onset and short duration. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans (1, 2).

						Bronchitis (3 episodes in last 6 months)

						Hepatitis A

						Hepatitis E

						Listeriosis

						Meningitis (Bacterial/Viral)

						Parasitic Infections

						Pneumonia

				The infectious disease must have been present within the past 6 months and diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352b		Infectious Diseases - Chronic

				Conditions likely lasting a lifetime and require long-term management of symptoms. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly, from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans

				AIDS (Acquired Immunodeficiency Syndrome)

				HIV (Human Immunodeficiency Virus)

				Hepatitis B

				Hepatitis C

				Hepatitis D

				Lyme Disease

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		353		Food Allergies

				Food allergies are adverse health effects arising from a specific immune response that occurs reproducibly on exposure to a given food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		354		Celiac Disease

				Also known as Celiac Sprue, Gluten Enteropathy and Non-tropical Sprue

				Celiac Disease (CD) is an autoimmune disease precipitated by the ingestion of gluten (a protein in wheat, rye, and barley) that results in damage to the small intestine and malabsorption of the nutrients from food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		355		Lactose Intolerance

				Lactose intolerance is the syndrome of one or more of the following: diarrhea, abdominal pain, flatulence, and/or bloating, that occurs after lactose ingestion.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		356		Hypoglycemia

				Presence of hypoglycemia diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		357		Drug-Nutrient Interactions

				Use of prescription or over-the-counter drugs or medications that have been shown to interfere with nutrient intake or utilization, to the extent that nutritional status is compromised.

		358		Eating Disorders

				Eating disorders (anorexia nervosa and bulimia) are characterized by a disturbed sense of body image and morbid fear of becoming fat.  Symptoms are manifested by abnormal eating patterns including, but not limited to:

				self-induced vomiting

				purgative abuse

				alternating periods of starvation

				use of drugs such as appetite suppressants, thyroid preparations or diuretics

				self-induced marked weight loss

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		359		Recent Major Surgery, Physical Trauma, Burns

				Major surgery (including cesarean sections), physical trauma, or burns severe enough to compromise nutritional status.

				Any occurrence:

				within the past 2 (≤ 2) months may be self-reported.

				more than 2 (> 2) months previous must have  the continued need for nutritional support diagnosed by a physician or a health care provider working under the orders of a physician.

		360		Other Medical Conditions

				Diseases or conditions with nutritional implications that are not included in any of the other medical conditions.  The current condition, or treatment for the condition, must be severe enough to affect nutritional status.  Includes, but is not limited to:

				juvenile rheumatoid arthritis (JRA)

				lupus erythematosus

				cardiorespiratory diseases

				heart disease

				cystic fibrosis

				persistent asthma (moderate to severe) requiring daily medication

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		361		Depression

				Presence of clinical depression, including postpartum depression.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		362		Developmental, Sensory, or Motor Disabilities Interfering with the Ability to Eat

				Developmental, sensory or motor disabilities that restrict the ability to intake, chew, or swallow food or require tube feeding to meet nutritional needs.

				  Disabilities include but are not limited to:

				minimal brain function

				feeding problems due to a developmental disability such as pervasive development disorder (PDD) which includes autism

				birth injury

				head trauma

				brain damage

				other disabilities

		363		Pre-Diabetes

				Impaired fasting glucose (IFG) and/or impaired glucose tolerance (IGT) are referred to as pre-diabetes.  These conditions are characterized by hyperglycemia that does not meet the diagnostic criteria for diabetes mellitus.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		371		Maternal Smoking

				Any smoking of tobacco products, i.e., cigarettes, pipes, or cigars.

		372		Alcohol and Substance Use

				Alcohol Use:

				High Risk Drinking: routine consumption of > 8 drinks per week or > 4 drinks on any day

				Binge Drinking: routine consumption of > 4 drinks within 2 hours

				Note: a serving or standard sized drink is 12 oz. beer; 5 oz. wine; or 1 1/2 fluid ounces 80 proof distilled spirits (e.g., gin, rum, vodka, whiskey, cordials or liqueurs).

				Any illegal substance use and/or abuse of prescription medications

				Any marijuana use in any form

		381		Oral Health Conditions

				Oral health conditions include, but are not limited to:
       Dental caries, often referred to as “cavities” or “tooth decay”, is a common chronic, infectious, transmissible disease resulting from tooth-adherent specific bacteria, that metabolize sugars to produce acid which, over time, demineralizes tooth structure (1).

				Periodontal diseases are infections that affect the tissues and bone that support the teeth. Periodontal diseases are classified according to the severity of the disease. The two major stages are gingivitis and periodontitis. Gingivitis is a milder and reversible form of periodontal disease that only affects the gums. Gingivitis may lead to more serious, destructive forms of periodontal disease called periodontitis.(2)

				Tooth loss, ineffectively replaced teeth or oral infections which impair the ability to ingest food in adequate quantity or quality

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		401		Failure to Meet Dietary Guidelines for Americans

				Women and children two years of age and older who meet the eligibility requirements of income, categorical, and residency status may be presumed to be at nutrition risk based on failure to meet Dietary Guidelines for Americans.  For this criterion, failure to meet Dietary Guidelines is defined as consuming fewer than the recommended number of servings from one or more of the basic food groups (grains, fruits, vegetables, milk products, and meat or beans) based on an individuals estimated energy needs.

				NOTE:  This risk may be assigned only to individuals for whom a complete nutrition assessment (to include an assessment for risk #427, Inappropriate Nutrition Practices for Women) has been performed and for whom no other risks are identified.

		427.1		Consuming Dietary Supplements with Potentially Harmful Consequences

				Examples of dietary supplements which when ingested in excess of recommended dosages, may be toxic or have harmful consequences:

				Single- or multiple-vitamins;

				Mineral supplements; and

				Herbal or botanical supplements/remedies/teas.

		427.2		Consuming a Diet Very Low in Calories and/or Essential Nutrients

				Impaired Caloric Intake or Absorption of Essential Nutrients Following Bariatric Surgery

				Strict vegan diet

				Low-carbohydrate, high-protein diet

				Macrobiotic diet

				Any other diet restricting calories and/or essential nutrients

		427.3		Compulsively Ingesting Non-food Items (pica)

				Non-food items:

				Ashes;

				Baking soda;

				Burnt matches;

				Carpet fibers;

				Chalk;

				Cigarettes;

				Clay;

				Dust;

				Large quantities of ice and/or freezer frost;

				Paint chips;

				Soil; and

				Starch (laundry and cornstarch).

		427.4		Inadequate Vitamin/Mineral Supplementation Recognized as Essential by National Public Health Policy

				Consumption of less than 150 mcg of supplemental iodine per day by pregnant and breastfeeding women.

				Consumption of less than 400 mcg of folic acid from fortified foods and/or supplements daily by a non-pregnant woman.

		502		Transfer of Certification

				Person with current valid Verification of Certification (VOC) document from another State or local agency.  The VOC is valid through the end of th current certification period, even if the participant does not meet the receiving agency's nutrition risk, priority or income criteria, or the certification period extends beyond the receiving agency's certification period for that category, and shall be accepted as proof of eligibility for program benefits.  If the receiving local agency is at maximum caseload, the transferring participant must be placed at the top of any waiting list and enrolled as soon as possible.

				The criterion would be used primarily when the VOC card/document does not reflect another (more specific) nutrition risk condition or if the participant was certified based on a nutrition risk condition not in use by the receiving State agency.

		601		Breastfeeding Woman of Infant at Nutritional Risk

				A breastfeeding woman whose breastfed infant has been determined to be at nutritional risk.

		602		Breastfeeding Complications or Potential Complications (Women)

				A breastfeeding woman with any of the following complications or potential complications for breastfeeding:

				severe breast engorgement

				recurrent plugged ducts

				mastitis (fever or flu-like symptoms with localized breast tenderness)

				flat or inverted nipples

				cracked, bleeding or severely sore nipples

				age ≥ 40 years

				Failure of milk to come in by 4 days postpartum

				Tandem nursing (breastfeeding two siblings who are not twins)

		801		Homelessness

				A woman, infant or child who lacks a fixed and regular nighttime residence; or whose primary nighttime residence is:

				a supervised publicly or privately operated shelter (including a welfare hotel, congregate shelter, or a shelter for victims of domestic violence) designed to provide temporary living accommodations;

				an institution that provides temporary residence for individuals intended to be institutionalized;

				a temporary accommodation of not more than 365 days in the residence of another individual; or

				a public or private place not designed for, or ordinarily used as, a regular sleeping accommodation for human beings.

		802		Migrancy

				Categorically eligible women, infants, and children who are members of families which contain at least one individual whose principal employment is in agriculture on a seasonal basis, who has been so employed within the last 24 months, and who establishes, for the purposes of such employment, a temporary abode.

		901		Recipient of Abuse

				Battering or child abuse/neglect within past 6 months as self-reported, or as documented by a social worker, health care provider, or on other appropriate documents, or as reported through consultation with a social worker, health care provider, or other appropriate personnel.

				Battering:  Generally refers to violent physical assaults on women.

				Child Abuse/Neglect:  Any recent act or failure to act resulting in imminent risk of serious harm, death, serious physical or emotional harm, sexual abuse, or exploitation of an infant or child by a parent or caretaker.

				NOTE:  Maine State law requires the reporting of known or suspected child abuse or neglect; WIC staff must release such information to appropriate State officials.  WIC regulations pertaining to confidentiality do not take precedence over such State law.

		902		Woman or Infant/Child of Primary Caregiver with Limited Ability to Make Appropriate Feeding Decisions and/or Prepare Food

				A woman or an infant/ child whose primary caregiver is assessed to have a limited ability to make appropriate feeding decisions and/or prepare food.  Examples include, but are not limited to, a woman or an infant/child of caregiver with the following:

				-- Documentation or self-report of misuse of alcohol, use of illegal substances, use of marijuana, or misuse of prescription medications

				-- Mental illness, including clinical depression diagnosed, documented, or reported by a physician or psychologist or someone working under a physician's orders,
                 or as self-reported by applicant/participant/caregiver

				-- Intellectual disability diagnosed, documented or reported by a physician or psychologist or someone working under a physician's orders or as self-reported 
                 by applicant/participant/caregiver

				-- Physical disability to a degree which impairs ability to feed infant/child or limits food preparation abilities

				-- ≤ 17 years of age

		903		Foster Care

				Entering the foster care system during the previous six months or moving from one foster care home to another during the previous six months.

		904		Environmental Tobacco Smoke Exposure

				Environmental tobacco smoke (ETS) exposure is defined (for WIC eligibility purposes) as exposure to smoke from tobacco products inside the home.
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		Risk Factors for Non-breastfeeding Women												Appendix CE-3-A

								This guide includes the risk factor codes, titles and descriptions for non-breastfeeding women.						Effective: 09/24/2018

		CODE		DESCRIPTION

		101		Underweight Women

				Non-Breastfeeding Women who are < 6 months postpartum with prepregnancy or current Body Mass Index (BMI) <18.5

				Non-Breastfeeding Women who are at least 6 months postpartum with current Body Mass Index (BMI) <18.5

		111		Overweight Women

				Non-Breastfeeding Women who are < 6 months postpartum with prepregnancy Body Mass Index (BMI) ≥ 25

				Non-Breastfeeding Women who are at least 6 months postpartum with current Body Mass Index (BMI) ≥ 25

		133		High Maternal Weight Gain

				Singleton Pregnancies:

				Breastfeeding or Non-Breastfeeding Women (most recent pregnancy only): total gestational weight gain exceeding the upper limits of the IOM's recommended range based on Body Mass Index (BMI), as follows:

						Weight Groups		Definition		Cutoff Value

						Underweight		BMI < 18.5		> 40 lbs

						Normal Weight		BMI 18.5 to 24.9		> 35 lbs

						Overweight		BMI 25.0 to 29.9		> 25 lbs

						Obese		BMI ≥ 30.0		> 20 lbs

		201		Low Hemoglobin/Hematocrit

				Hemoglobin or hematocrit concentration below the 95 percent confidence level (i.e., below the .025 percentile) for healthy, well-nourished individuals of the same age and sex:

				Non-Smoking

				12 to 14 Years of Age:  < 11.8/35.7 hgb/hct

				15 to 17 Years of Age:  < 12.0/35.9 hgb/hct

				18 Years of Age or Older:  < 12.0/35.7 hgb/hct

				Smoking Less than 1 (< 1) Pack per Day

				12 to 14 Years of Age:  < 12.1/36.7 hgb/hct

				15 to 17 Years of Age:  < 12.3/36.9 hgb/hct

				18 Years of Age or Older:  < 12.3/36.7 hgb/hct

				Smoking 1 to 2 (≥ 1 and ≤ 2) Packs per Day

				12 to 14 Years of Age:  < 12.3/37.2 hgb/hct

				15 to 17 Years of Age:  < 12.5/37.4 hgb/hct

				18 Years of Age or Older:  < 12.5/37.2 hgb/hct

				Smoking more than 2 (> 2) Packs per Day

				12 to 14 Years of Age:  < 12.5/37.7 hgb/hct

				15 to 17 Years of Age:  < 12.7/37.9 hgb/hct

				18 Years of Age or Older:  < 12.7/37.7 hgb/hct

		211		Elevated Blood Lead Levels

				Blood lead level of ≥ 5 ug/deciliter within the past 12 months.

		303		History of Gestational Diabetes

				History of diagnosed gestational diabetes mellitus

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		304		History of Preeclampsia

				History of diagnosed preeclampsia

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		311		History of Preterm or Early Term Delivery

				Preterm or early term delivery from most recent pregnancy 
Preterm: Delivery of an infant born ≤36 6/7 weeks gestation
 Early Term: Delivery of an infant born ≥37 0/7 and ≤38 6/7 weeks gestation.

		312		History of Low Birth Weight

				Birth of an infant weighing ≤ 5 lbs 8 oz (≤ 2500 grams) (most recent pregnancy)

		321		History of Spontaneous Abortion, Fetal Loss, or Neonatal Loss

				Non-Breastfeeding women: History of spontaneous abortion, fetal or neonatal loss in most recent pregnancy.

				A spontaneous abortion (SAB) is the spontaneous termination of a gestation at <20 weeks gestation or <500 grams.

				Fetal death is the spontaneous termination of a gestation at ≥ 20 weeks.

				Neonatal death is the death of an infant within 0-28 days of life

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		331		Pregnancy at a Young Age

				Conception ≤ 17 years of age for most recent pregnancy

		332		Short Interpregnancy Interval

				Interpregnancy interval of less than 18 months from the date of a live birth to the conception of the most recent pregnancy

		333		High Parity and Young Age

				Women under age 20 at date of conception who have had 3 or more previous pregnancies of at least 20 weeks duration, regardless of birth outcome.

				Non-Breastfeeding: most recent pregnancy

		335		Multifetal Gestation

				More than one (>1) fetus in most recent pregnancy

		337		History of a Birth of a Large for Gestational Age Infant

				Non-Breastfeeding Women: Most recent pregnancy, or history of giving birth to an infant weighing greater than or equal to 9 lbs. (4000 grams)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		339		History of Birth with Nutrition Related Congenital or Birth Defect

				Non-Breastfeeding woman who has given birth, from most recent pregnancy, to an infant who has a congenital or birth defect linked to inappropriate nutritional intake, e.g., inadequate zinc, folic acid, excess vitamin A.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		341		Nutrient Deficiency or Disease

				Any currently treated or untreated nutrient deficiency or disease, including, but are not limited to:

				Protein Energy Malnutrition

				Scurvy

				Rickets

				Beriberi

				Hypocalcemia

				Osteomalacia

				Vitamin K Deficiency

				Pellagra

				Xerophthalmia

				Iron Deficiency

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		342		Gastro-Intestinal Disorders

				Disease(s) or condition(s) that interferes with the intake or absorption of nutrients.  The conditions include, but are not limited to:

				gastroesophageal reflux disease (GERD)

				peptic ulcer

				post-bariatric surgery

				short bowel syndrome

				inflammatory bowel disease, including ulcerative cilitis or Crohn's disease

				liver disease

				pancreatitis

				biliary tract diseases

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		343		Diabetes Mellitus

				Diabetes mellitus consists of a group of metabolic diseases characterized by inappropriate hyperglycemia resulting from defects in insulin secretion, insulin action or both.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		344		Thyroid Disorders

				Hypothyroidism (insufficient levels of thyroid hormone produced or defect in receptor) or hyperthyroidism (high levels of thyroid hormone secreted).

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		345		Hypertension and Prehypertension

				Presence of hypertension or prehypertension diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		346		Renal Disease

				Any renal disease including pyelonephritis and persistent proteinuria, but excluding urinary tract infections (UTI) involving the bladder.  

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		347		Cancer

				A chronic disease whereby populations of cells have acquired the ability to multiply and spread without the usual biologic restraints.  The current condition, or the treatment for the condition, must be severe enough to affect nutritional status.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		348		Central Nervous System Disorders

				Conditions which affect energy requirements and may affect the individual's ability to feed self that alter nutritional status metabolically, mechanically, or both.  Includes, but is not limited to:

				epilepsy

				cerebral palsy (CP) and

				neural tube defects (NTD), such as spina bifida

				Parkinson's Disease

				multiple sclerosis (MS)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		349		Genetic and Congenital Disorders

				Hereditary or congenital condition at birth that causes physical or metabolic abnormality.  The current condition must alter nutrition status metabolically, mechanically, or both.  May include, but is not limited to:

				cleft lip or palate

				Down's syndrome

				thalassemia major

				sickle cell anemia (not sickle cell trait)

				muscular dystrophy

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		351		Inborn Errors of Metabolism

				Presence of inborn error(s) of metabolism diagnosed by a physician as self reported by applicant/participant/caregiver; or as reported or documented by a physician, or someone working under physicians' orders.

				Generally refers to gene mutations or gene deletions that alter metabolism in the body, including, but not limited to:

				phenylketonuria (PKU)

				maple syrup urine disease

				galactosemia

				hyperlipoproteinemia

				homocystinuria

				tyrosinemia

				histidinemia

				urea cycle disorders

				glutaric aciduria

				methylmalonic acidemia

				glycogen storage disease

				galactokinase deficiency

				fructoaldolase deficiency

				propionic acidemia

				hypermethioninemia

				medium-chain acyl-CoA dehydrogenase (MCAD)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352a		Infectious Diseases - Acute

				A disease which is characterized by a single or repeated episode of relatively rapid onset and short duration. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans (1, 2).

						Bronchitis (3 episodes in last 6 months)

						Hepatitis A

						Hepatitis E

						Listeriosis

						Meningitis (Bacterial/Viral)

						Parasitic Infections

						Pneumonia

				The infectious disease must have been present within the past 6 months and diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352b		Infectious Diseases - Chronic

				Conditions likely lasting a lifetime and require long-term management of symptoms. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly, from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans

				AIDS (Acquired Immunodeficiency Syndrome)

				HIV (Human Immunodeficiency Virus)

				Hepatitis B

				Hepatitis C

				Hepatitis D

				Lyme Disease

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		353		Food Allergies

				Food allergies are adverse health effects arising from a specific immune response that occurs reproducibly on exposure to a given food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		354		Celiac Disease

				Also known as Celiac Sprue, Gluten Enteropathy and Non-tropical Sprue

				Celiac Disease (CD) is an autoimmune disease precipitated by the ingestion of gluten (a protein in wheat, rye, and barley) that results in damage to the small intestine and malabsorption of the nutrients from food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		355		Lactose Intolerance

				Lactose intolerance is the syndrome of one or more of the following: diarrhea, abdominal pain, flatulence, and/or bloating, that occurs after lactose ingestion.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		356		Hypoglycemia

				Presence of hypoglycemia diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		357		Drug-Nutrient Interactions

				Use of prescription or over-the-counter drugs or medications that have been shown to interfere with nutrient intake or utilization, to the extent that nutritional status is compromised.

		358		Eating Disorders

				Eating disorders (anorexia nervosa and bulimia) are characterized by a disturbed sense of body image and morbid fear of becoming fat.  Symptoms are manifested by abnormal eating patterns including, but not limited to:

				self-induced vomiting

				purgative abuse

				alternating periods of starvation

				use of drugs such as appetite suppressants, thyroid preparations or diuretics

				self-induced marked weight loss

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		359		Recent Major Surgery, Physical Trauma, Burns

				Major surgery (including cesarean sections), physical trauma, or burns severe enough to compromise nutritional status.

				Any occurrence:

				within the past 2 (≤ 2) months may be self-reported.

				more than 2 (> 2) months previous must have  the continued need for nutritional support diagnosed by a physician or a health care provider working under the orders of a physician.

		360		Other Medical Conditions

				Diseases or conditions with nutritional implications that are not included in any of the other medical conditions.  The current condition, or treatment for the condition, must be severe enough to affect nutritional status.  Includes, but is not limited to:

				juvenile rheumatoid arthritis (JRA)

				lupus erythematosus

				cardiorespiratory diseases

				heart disease

				cystic fibrosis

				persistent asthma (moderate to severe) requiring daily medication

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		361		Depression

				Presence of clinical depression, including postpartum depression.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		362		Developmental, Sensory, or Motor Disabilities Interfering with the Ability to Eat

				Developmental, sensory or motor disabilities that restrict the ability to intake, chew, or swallow food or require tube feeding to meet nutritional needs.   Disabilities include but are not limited to:

				minimal brain function

				feeding problems due to a developmental disability such as pervasive development disorder (PDD) which includes autism

				birth injury

				head trauma

				brain damage

				other disabilities

		363		Pre-Diabetes

				Impaired fasting glucose (IFG) and/or impaired glucose tolerance (IGT) are referred to as pre-diabetes.  These conditions are characterized by hyperglycemia that does not meet the diagnostic criteria for diabetes mellitus.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		361		Maternal Smoking

				Any smoking of tobacco products, i.e., cigarettes, pipes, or cigars.

		372		Alcohol and Substance Use

				Alcohol Use:

				High Risk Drinking: routine consumption of > 8 drinks per week or > 4 drinks on any day

				Binge Drinking: routine consumption of > 4 drinks within 2 hours

				Note: a serving or standard sized drink is 12 oz. beer; 5 oz. wine; or 1 1/2 fluid ounces 80 proof distilled spirits (e.g., gin, rum, vodka, whiskey, cordials or liqueurs).

				Any illegal substance use and/or abuse of prescription medications

		381		Oral Health Conditions

				Oral health conditions include, but are not limited to:
       Dental caries, often referred to as “cavities” or “tooth decay”, is a common chronic, infectious, transmissible disease resulting from tooth-adherent specific bacteria, that metabolize sugars to produce acid which, over time, demineralizes tooth structure (1).

				Periodontal diseases are infections that affect the tissues and bone that support the teeth. Periodontal diseases are classified according to the severity of the disease. The two major stages are gingivitis and periodontitis. Gingivitis is a milder and reversible form of periodontal disease that only affects the gums. Gingivitis may lead to more serious, destructive forms of periodontal disease called periodontitis.(2)

				Tooth loss, ineffectively replaced teeth or oral infections which impair the ability to ingest food in adequate quantity or quality

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		401		Failure to Meet Dietary Guidelines for Americans

				Women and children two years of age and older who meet the eligibility requirements of income, categorical, and residency status may be presumed to be at nutrition risk based on failure to meet Dietary Guidelines for Americans.  For this criterion, failure to meet Dietary Guidelines is defined as consuming fewer than the recommended number of servings from one or more of the basic food groups (grains, fruits, vegetables, milk products, and meat or beans) based on an individuals estimated energy needs.

				NOTE:  This risk may be assigned only to individuals for whom a complete nutrition assessment (to include an assessment for risk #427, Inappropriate Nutrition Practices for Women) has been performed and for whom no other risks are identified.

		427.1		Consuming Dietary Supplements with Potentially Harmful Consequences

				Examples of dietary supplements which when ingested in excess of recommended dosages, may be toxic or have harmful consequences:

				Single- or multiple-vitamins;

				Mineral supplements; and

				Herbal or botanical supplements/remedies/teas.

		427.2		Consuming a Diet Very Low in Calories and/or Essential Nutrients

				Impaired Caloric Intake or Absorption of Essential Nutrients Following Bariatric Surgery

				Strict vegan diet

				Low-carbohydrate, high-protein diet

				Macrobiotic diet

				Any other diet restricting calories and/or essential nutrients

		427.3		Compulsively Ingesting Non-food Items (pica)

				Non-food items:

				Ashes;

				Baking soda;

				Burnt matches;

				Carpet fibers;

				Chalk;

				Cigarettes;

				Clay;

				Dust;

				Large quantities of ice and/or freezer frost;

				Paint chips;

				Soil; and

				Starch (laundry and cornstarch).

		427.4		Inadequate Vitamin/Mineral Supplementation Recognized as Essential by National Public Health Policy

				Consumption of less than 150 mcg of supplemental iodine per day by pregnant and breastfeeding women.

				Consumption of less than 400 mcg of folic acid from fortified foods and/or supplements daily by a non-pregnant woman.

		502		Transfer of Certification

				Person with current valid Verification of Certification (VOC) document from another State or local agency.  The VOC is valid through the end of th current certification period, even if the participant does not meet the receiving agency's nutrition risk, priority or income criteria, or the certification period extends beyond the receiving agency's certification period for that category, and shall be accepted as proof of eligibility for program benefits.  If the receiving local agency is at maximum caseload, the transferring participant must be placed at the top of any waiting list and enrolled as soon as possible.

				The criterion would be used primarily when the VOC card/document does not reflect another (more specific) nutrition risk condition or if the participant was certified based on a nutrition risk condition not in use by the receiving State agency.

		801		Homelessness

				A woman, infant or child who lacks a fixed and regular nighttime residence; or whose primary nighttime residence is:

				a supervised publicly or privately operated shelter (including a welfare hotel, congregate shelter, or a shelter for victims of domestic violence) designed to provide temporary living accommodations;

				an institution that provides temporary residence for individuals intended to be institutionalized;

				a temporary accommodation of not more than 365 days in the residence of another individual; or

				a public or private place not designed for, or ordinarily used as, a regular sleeping accommodation for human beings.

		802		Migrancy

				Categorically eligible women, infants, and children who are members of families which contain at least one individual whose principal employment is in agriculture on a seasonal basis, who has been so employed within the last 24 months, and who establishes, for the purposes of such employment, a temporary abode.

		901		Recipient of Abuse

				Battering or child abuse/neglect within past 6 months as self-reported, or as documented by a social worker, health care provider, or on other appropriate documents, or as reported through consultation with a social worker, health care provider, or other appropriate personnel.

				Battering:  Generally refers to violent physical assaults on women.

				Child Abuse/Neglect:  Any recent act or failure to act resulting in imminent risk of serious harm, death, serious physical or emotional harm, sexual abuse, or exploitation of an infant or child by a parent or caretaker.

				NOTE:  Maine State law requires the reporting of known or suspected child abuse or neglect; WIC staff must release such information to appropriate State officials.  WIC regulations pertaining to confidentiality do not take precedence over such State law.

		902		Woman or Infant/Child of Primary Caregiver with Limited Ability to Make Appropriate Feeding Decisions and/or Prepare Food

				A woman or an infant/ child whose primary caregiver is assessed to have a limited ability to make appropriate feeding decisions and/or prepare food.  Examples include, but are not limited to, a woman or an infant/child of caregiver with the following:

				-- Documentation or self-report of misuse of alcohol, use of illegal substances, use of marijuana, or misuse of prescription medications

				-- Mental illness, including clinical depression diagnosed, documented, or reported by a physician or psychologist or someone working under a physician's orders,
                 or as self-reported by applicant/participant/caregiver

				-- Intellectual disability diagnosed, documented or reported by a physician or psychologist or someone working under a physician's orders or as self-reported 
                 by applicant/participant/caregiver

				-- Physical disability to a degree which impairs ability to feed infant/child or limits food preparation abilities

				-- ≤ 17 years of age

		903		Foster Care

				Entering the foster care system during the previous six months or moving from one foster care home to another during the previous six months.

		904		Environmental Tobacco Smoke Exposure

				Environmental tobacco smoke (ETS) exposure is defined (for WIC eligibility purposes) as exposure to smoke from tobacco products inside the home.





P Women

		Risk Factors for Pregnant Women												Appendix CE-3-A

								This guide includes the risk factor codes, titles and descriptions for pregnant women.						Effective: 09/24/2018

		CODE		DESCRIPTION

		101		Underweight Women

				Pre-pregnancy Body Mass Index (BMI) <18.5.

		111		Overweight Women

				Pre-pregnancy Body Mass Index (BMI) ≥ 25.

		131		Low Maternal Weight Gain

				Low weight gain at any point in pregnancy, such that using a National Academies of Sciences, Medicine and Engineering (NASEM - formerly known as the Institute of Medicine)-based weight gain grid, a pregnant woman's weight plots at any point beneath the bottom line of the appropriate weight gain range for her respective prepregnancy weight category (underweight, normal, overweight, or obese).

						Prepregnancy Weight Classification		BMI		Total Weight Gain Range

						Underweight		< 18.5		28-40 lbs

						Normal Weight		18.5 to 24.9		25-35 lbs

						Overweight		25.0 to 29.9		15-25 lbs

						Obese		≥ 30.0		11-20 lbs

		132		Maternal Weight Loss During Pregnancy Discontinued 9/24/18

				Any weight loss below pregravid weight during the 1st trimester, or Weight loss of ≥ 2 lbs (≥1 kg) in the 2nd or 3rd trimesters (14-40 weeks gestation).

		133		High Maternal Weight Gain

				Singleton Pregnancies: High weight gain at any point in pregnancy, such that using an Institute of Medicine (IOM)-based weight gain grid, a pregnant woman’s weight plots at any point above the top line of the appropriate weight gain range for her respective prepregnancy weight category

		201		Low Hemoglobin/Hematocrit

				Hemoglobin or hematocrit concentration below the 95 percent confidence level (i.e., below the .025 percentile) for healthy, well-nourished individuals of the same age, sex, and stage of pregnancy.

				Non-Smoking

				0 to 13 Weeks of Gestation:  < 11.0/33 hgb/hct

				14 to 26 Weeks of Gestation:  < 10.5/32 hgb/hct

				27 to 40 Weeks of Gestation:  < 11.0/33 hgb/hct

				Smoking Less than 1 (< 1) Pack per Day

				0 to 13 Weeks of Gestation:  < 11.3/34 hgb/hct

				14 to 26 Weeks of Gestation:  < 10.8/33 hgb/hct

				27 to 40 Weeks of Gestation:  < 11.3/34 hgb/hct

				Smoking 1 to 2 (≥ 1 and ≤ 2) Packs per Day

				0 to 13 Weeks of Gestation:  < 11.5/34.5 hgb/hct

				14 to 26 Weeks of Gestation:  < 11.0/33.5 hgb/hct

				27 to 40 Weeks of Gestation:  < 11.5/34.5 hgb/hct

				Smoking More than 2 (> 2) Packs per Day

				0 to 13 Weeks of Gestation:  < 11.7/35 hgb/hct

				14 to 26 Weeks of Gestation:  < 11.2/34 hgb/hct

				27 to 40 Weeks of Gestation:  < 11.7/35 hgb/hct

		211		Elevated Blood Lead Levels

				Blood lead level of ≥ 5 ug/deciliter within the past 12 months.

		301		Hyperemesis Gravidarum

				Severe and persistent nausea and vomiting during pregnancy which may cause more than 5% weight loss and fluid and electrolyte imbalances

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		302		Gestational Diabetes

				Gestational Diabetes Mellitus (GDM) is defined as any degree of glucose/carbohydrate intolerance with onset or first recognition during pregnancy.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		303		History of Gestational Diabetes

				History of diagnosed gestational diabetes mellitus

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		304		History of Preeclampsia

				History of diagnosed preeclampsia

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		311		History of Preterm or Early Term Delivery

				Any history of preterm and/or early term delivery 
Preterm: Delivery of an infant born ≤36 6/7 weeks gestation
 Early Term: Delivery of an infant born ≥37 0/7 and ≤38 6/7 weeks gestation.

		311		History of Preterm Delivery

				Any history of preterm delivery, in which an infant was born at ≤ 37 weeks gestation.

		312		History of Low Birth Weight

				Any history of low birth weight, in which an infant was born weighing ≤ 5 lbs 8 oz  (≤2500 grams)

		321		History of Spontaneous Abortion, Fetal Loss, or Neonatal Loss

				Any history of fetal or neonatal death or 2 or more spontaneous abortions.

				A spontaneous abortion (SAB) is the spontaneous termination of a gestation at <20 weeks gestation or <500 grams.

				Fetal death is the spontaneous termination of a gestation at ≥ 20 weeks.

				Neonatal death is the death of an infant within 0-28 days of life

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		331		Pregnancy at a Young Age

				Current pregnancy: conception ≤ 17 years of age.

		332		Short Interpregnancy Interval

				Interpregnancy interval of less than 18 months from the date of a live birth to the conception of the current pregnancy

		333		High Parity and Young Age

				Current pregnancy: women under age 20 at date of conception who have had 3 or more previous pregnancies of at least 20 weeks duration, regardless of birth outcome.

		334		Lack of/or Inadequate Prenatal Care

				Prenatal care beginning after the 1st trimester (after the 13th week)

				First prenatal visit in the 3rd trimester (7-9 months) or:

						Weeks of Gestation		Number of Prenatal Visits

						14 to 21		0 or unknown

						22 to 29		1 or less

						30 to 31		2 or less

						32 to 33		3 or less

						34 or more		4 or less

		335		Multi-fetal Gestation

				More than one (>1) fetus in a current pregnancy.

		336		Fetal Growth Restriction

				Fetal Growth Restriction (FGR) (replaces the term Intrauterine Growth Restriction (IUGR)), may be diagnosed by a physician with serial measurements of fundal height, abdominal girth and can be confirmed with ultrasonography.  FGR is usually defined as a fetal weight < 10th percentile for gestational age.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		337		History of Birth of a Large for Gestational Age Infant

				Any history of giving birth to an infant weighing greater than or equal to 9 lbs. (4000 grams).

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		338		Pregnant Woman Currently Breastfeeding

				Breastfeeding woman now pregnant.

		339		History of Birth with Nutrition Related Congenital or Birth Defect

				Any history of birth with nutrition-related congenital or birth defect linked to inappropriate nutritional intake, e.g., inadequate zinc, folic acid, excess vitamin A.

				Presence of condition diagnosed by a physician as self reported by applicant/participant/caregiver; or as reported or documented by a physician, or someone working under physician's orders.

		341		Nutrient Deficiency or Disease

				Any currently treated or untreated nutrient deficiency or disease, including, but are not limited to:

				Protein Energy Malnutrition

				Scurvy

				Rickets

				Beriberi

				Hypocalcemia

				Osteomalacia

				Vitamin K Deficiency

				Pellagra

				Xerophthalmia

				Iron Deficiency

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		342		Gastro-Intestinal Disorders

				Disease(s) or condition(s) that interferes with the intake or absorption of nutrients.  The conditions include, but are not limited to:

				gastroesophageal reflux disease (GERD)

				peptic ulcer

				post-bariatric surgery

				short bowel syndrome

				inflammatory bowel disease, including ulcerative cilitis or Crohn's disease

				liver disease

				pancreatitis

				biliary tract diseases

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		343		Diabetes Mellitus

				Diabetes mellitus consists of a group of metabolic diseases characterized by inappropriate hyperglycemia resulting from defects in insulin secretion, insulin action or both.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		344		Thyroid Disorders

				Hypothyroidism (insufficient levels of thyroid hormone produced or defect in receptor) or hyperthyroidism (high levels of thyroid hormone secreted).

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		345		Hypertension and Prehypertension

				Presence of hypertension or prehypertension diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		346		Renal Disease

				Any renal disease including pyelonephritis and persistent proteinuria, but excluding urinary tract infections (UTI) involving the bladder.  

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		347		Cancer

				A chronic disease whereby populations of cells have acquired the ability to multiply and spread without the usual biologic restraints.  The current condition, or the treatment for the condition, must be severe enough to affect nutritional status.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		348		Central Nervous System Disorders

				Conditions which affect energy requirements and may affect the individual's ability to feed self that alter nutritional status metabolically, mechanically, or both.  Includes, but is not limited to:

				epilepsy

				cerebral palsy (CP) and

				neural tube defects (NTD), such as spina bifida

				Parkinson's Disease

				multiple sclerosis (MS)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		349		Genetic and Congenital Disorders

				Hereditary or congenital condition at birth that causes physical or metabolic abnormality.  The current condition must alter nutrition status metabolically, mechanically, or both.  May include, but is not limited to:

				cleft lip or palate

				Down's syndrome

				thalassemia major

				sickle cell anemia (not sickle cell trait)

				muscular dystrophy

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		351		Inborn Errors of Metabolism

				Presence of inborn error(s) of metabolism diagnosed by a physician as self reported by applicant/participant/caregiver; or as reported or documented by a physician, or someone working under physicians' orders.

				Generally refers to gene mutations or gene deletions that alter metabolism in the body, including, but not limited to:

				phenylketonuria (PKU)

				maple syrup urine disease

				galactosemia

				hyperlipoproteinemia

				homocystinuria

				tyrosinemia

				histidinemia

				urea cycle disorders

				glutaric aciduria

				methylmalonic acidemia

				glycogen storage disease

				galactokinase deficiency

				fructoaldolase deficiency

				propionic acidemia

				hypermethioninemia

				medium-chain acyl-CoA dehydrogenase (MCAD)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352a		Infectious Diseases - Acute

				A disease which is characterized by a single or repeated episode of relatively rapid onset and short duration. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans (1, 2).

						Bronchitis (3 episodes in last 6 months)

						Hepatitis A

						Hepatitis E

						Listeriosis

						Meningitis (Bacterial/Viral)

						Parasitic Infections

						Pneumonia

				The infectious disease must have been present within the past 6 months and diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352b		Infectious Diseases - Chronic

				Conditions likely lasting a lifetime and require long-term management of symptoms. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly, from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans

				AIDS (Acquired Immunodeficiency Syndrome)

				HIV (Human Immunodeficiency Virus)

				Hepatitis B

				Hepatitis C

				Hepatitis D

				Lyme Disease

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		353		Food Allergies

				Food allergies are adverse health effects arising from a specific immune response that occurs reproducibly on exposure to a given food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		354		Celiac Disease

				Also known as Celiac Sprue, Gluten Enteropathy and Non-tropical Sprue

				Celiac Disease (CD) is an autoimmune disease precipitated by the ingestion of gluten (a protein in wheat, rye, and barley) that results in damage to the small intestine and malabsorption of the nutrients from food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		355		Lactose Intolerance

				Lactose intolerance is the syndrome of one or more of the following: diarrhea, abdominal pain, flatulence, and/or bloating, that occurs after lactose ingestion.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		356		Hypoglycemia

				Presence of hypoglycemia diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		357		Drug-Nutrient Interactions

				Use of prescription or over-the-counter drugs or medications that have been shown to interfere with nutrient intake or utilization, to the extent that nutritional status is compromised.

		358		Eating Disorders

				Eating disorders (anorexia nervosa and bulimia) are characterized by a disturbed sense of body image and morbid fear of becoming fat.  Symptoms are manifested by abnormal eating patterns including, but not limited to:

				self-induced vomiting

				purgative abuse

				alternating periods of starvation

				use of drugs such as appetite suppressants, thyroid preparations or diuretics

				self-induced marked weight loss

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		359		Recent Major Surgery, Physical Trauma, Burns

				Major surgery (including cesarean sections), physical trauma, or burns severe enough to compromise nutritional status.

				Any occurrence:

				within the past 2 (≤ 2) months may be self-reported.

				more than 2 (> 2) months previous must have  the continued need for nutritional support diagnosed by a physician or a health care provider working under the orders of a physician.

		360		Other Medical Conditions

				Diseases or conditions with nutritional implications that are not included in any of the other medical conditions.  The current condition, or treatment for the condition, must be severe enough to affect nutritional status.  Includes, but is not limited to:

				juvenile rheumatoid arthritis (JRA)

				lupus erythematosus

				cardiorespiratory diseases

				heart disease

				cystic fibrosis

				persistent asthma (moderate to severe) requiring daily medication

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		361		Depression

				Presence of clinical depression, including postpartum depression.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		362		Developmental, Sensory, or Motor Disabilities Interfering with the Ability to Eat

				Developmental, sensory or motor disabilities that restrict the ability to intake, chew, or swallow food or require tube feeding to meet nutritional needs.   Disabilities include but are not limited to:

				minimal brain function

				feeding problems due to a developmental disability such as pervasive development disorder (PDD) which includes autism

				birth injury

				head trauma

				brain damage

				other disabilities

		371		Maternal Smoking

				Any smoking of tobacco products, i.e., cigarettes, pipes, or cigars.

		372		Alcohol and Substance Use

				Any alcohol use

				Any illegal substance use and/or abuse of prescription medications

				Any marijuana use in any form

		381		Oral Health Conditions

				Oral health conditions include, but are not limited to:
       Dental caries, often referred to as “cavities” or “tooth decay”, is a common chronic, infectious, transmissible disease resulting from tooth-adherent specific bacteria, that metabolize sugars to produce acid which, over time, demineralizes tooth structure (1).

				Periodontal diseases are infections that affect the tissues and bone that support the teeth. Periodontal diseases are classified according to the severity of the disease. The two major stages are gingivitis and periodontitis. Gingivitis is a milder and reversible form of periodontal disease that only affects the gums. Gingivitis may lead to more serious, destructive forms of periodontal disease called periodontitis.(2)

				Tooth loss, ineffectively replaced teeth or oral infections which impair the ability to ingest food in adequate quantity or quality

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		401		Failure to Meet Dietary Guidelines for Americans

				Women and children two years of age and older who meet the eligibility requirements of income, categorical, and residency status may be presumed to be at nutrition risk based on failure to meet Dietary Guidelines for Americans.  For this criterion, failure to meet Dietary Guidelines is defined as consuming fewer than the recommended number of servings from one or more of the basic food groups (grains, fruits, vegetables, milk products, and meat or beans) based on an individuals estimated energy needs.

				NOTE:  This risk may be assigned only to individuals for whom a complete nutrition assessment (to include an assessment for risk #427, Inappropriate Nutrition Practices for Women) has been performed and for whom no other risks are identified.

		427.1		Consuming Dietary Supplements with Potentially Harmful Consequences

				Examples of dietary supplements which when ingested in excess of recommended dosages, may be toxic or have harmful consequences:

				Single- or multiple-vitamins;

				Mineral supplements; and

				Herbal or botanical supplements/remedies/teas.

		427.2		Consuming a Diet Very Low in Calories and/or Essential Nutrients

				Impaired Caloric Intake or Absorption of Essential Nutrients Following Bariatric Surgery

				Strict vegan diet

				Low-carbohydrate, high-protein diet

				Macrobiotic diet

				Any other diet restricting calories and/or essential nutrients

		427.3		Compulsively Ingesting Non-food Items (pica)

				Non-food items:

				Ashes;

				Baking soda;

				Burnt matches;

				Carpet fibers;

				Chalk;

				Cigarettes;

				Clay;

				Dust;

				Large quantities of ice and/or freezer frost;

				Paint chips;

				Soil; and

				Starch (laundry and cornstarch).

		427.4		Inadequate Vitamin/Mineral Supplementation Recognized as Essential by National Public Health Policy

				Consumption of less than 150 mcg of supplemental iodine per day by pregnant and breastfeeding women.

				Consumption of less than 400 mcg of folic acid from fortified foods and/or supplements daily by a non-pregnant woman.

		427.5		Pregnant Woman Ingesting Foods that Could Be Contaminated with Pathogenic Microorganisms

				Potentially harmful foods:

				Raw fish or shellfish, including oysters, clams, mussels, and scallops;

				Refrigerated smoke seafood, unless it is an ingredient in a cooked dish, such as a casserole;

				Raw or undercooked meat or poultry;

				Hot dogs, luncheon meats (cold cuts), fermented and dry sausage and other deli style meat or poultry products unless reheating until steaming hot;

				Refrigerated pate or meat spreads;

				Unpasteurized milk or foods containing unpasteurized milk;

				Soft Cheeses such as feta, Brie, Camembert, blue-veined cheeses, and Mexican-style cheeses, such as queso blanco, queso fresco, or Panela unless labeled as made with pasteurized milk;

				Raw or undercooked eggs or foods containing raw or lightly cooked eggs including certain salad dressings, cookie and cake batters, sauces, and beverages such as unpasteurized eggnog;

				Raw sprouts (alfalfa, clover, and radish); or

				Unpasteurized Fruit or Vegetable Juices

		502		Transfer of Certification

				Person with current valid Verification of Certification (VOC) document from another State or local agency.  The VOC is valid through the end of th current certification period, even if the participant does not meet the receiving agency's nutrition risk, priority or income criteria, or the certification period extends beyond the receiving agency's certification period for that category, and shall be accepted as proof of eligibility for program benefits.  If the receiving local agency is at maximum caseload, the transferring participant must be placed at the top of any waiting list and enrolled as soon as possible.

				The criterion would be used primarily when the VOC card/document does not reflect another (more specific) nutrition risk condition or if the participant was certified based on a nutrition risk condition not in use by the receiving State agency.

		503		Presumptive Eligibility for Pregnant Women

				A pregnant woman who meets WIC income eligibility standards but has not yet been evaluated for nutrition risk, for a period of up to 60 days.

		601		Breastfeeding Woman of Infant at Nutritional Risk

				A breastfeeding woman whose breastfed infant has been determined to be at nutritional risk.

		602		Breastfeeding Complications or Potential Complications (Women)

				A breastfeeding woman with any of the following complications or potential complications for breastfeeding:

				severe breast engorgement

				recurrent plugged ducts

				mastitis (fever or flu-like symptoms with localized breast tenderness)

				flat or inverted nipples

				cracked, bleeding or severely sore nipples

				age ≥ 40 years

				Failure of milk to come in by 4 days postpartum

				Tandem nursing (breastfeeding two siblings who are not twins)

		801		Homelessness

				A woman, infant or child who lacks a fixed and regular nighttime residence; or whose primary nighttime residence is:

				a supervised publicly or privately operated shelter (including a welfare hotel, congregate shelter, or a shelter for victims of domestic violence) designed to provide temporary living accommodations;

				an institution that provides temporary residence for individuals intended to be institutionalized;

				a temporary accommodation of not more than 365 days in the residence of another individual; or

				a public or private place not designed for, or ordinarily used as, a regular sleeping accommodation for human beings.

		802		Migrancy

				Categorically eligible women, infants, and children who are members of families which contain at least one individual whose principal employment is in agriculture on a seasonal basis, who has been so employed within the last 24 months, and who establishes, for the purposes of such employment, a temporary abode.

		901		Recipient of Abuse

				Battering or child abuse/neglect within past 6 months as self-reported, or as documented by a social worker, health care provider, or on other appropriate documents, or as reported through consultation with a social worker, health care provider, or other appropriate personnel.

				Battering:  Generally refers to violent physical assaults on women.

				Child Abuse/Neglect:  Any recent act or failure to act resulting in imminent risk of serious harm, death, serious physical or emotional harm, sexual abuse, or exploitation of an infant or child by a parent or caretaker.

				NOTE:  Maine State law requires the reporting of known or suspected child abuse or neglect; WIC staff must release such information to appropriate State officials.  WIC regulations pertaining to confidentiality do not take precedence over such State law.

		902		Woman or Infant/Child of Primary Caregiver with Limited Ability to Make Appropriate Feeding Decisions and/or Prepare Food

				A woman or an infant/ child whose primary caregiver is assessed to have a limited ability to make appropriate feeding decisions and/or prepare food.  Examples include, but are not limited to, a woman or an infant/child of caregiver with the following:

				-- Documentation or self-report of misuse of alcohol, use of illegal substances, use of marijuana, or misuse of prescription medications

				-- Mental illness, including clinical depression diagnosed, documented, or reported by a physician or psychologist or someone working under a physician's orders,
                 or as self-reported by applicant/participant/caregiver

				-- Intellectual disability diagnosed, documented or reported by a physician or psychologist or someone working under a physician's orders or as self-reported 
                 by applicant/participant/caregiver

				-- Physical disability to a degree which impairs ability to feed infant/child or limits food preparation abilities

				-- ≤ 17 years of age

		903		Foster Care

				Entering the foster care system during the previous six months or moving from one foster care home to another during the previous six months.

		904		Environmental Tobacco Smoke Exposure

				Environmental tobacco smoke (ETS) exposure is defined (for WIC eligibility purposes) as exposure to smoke from tobacco products inside the home.





Children

		Risk Factors for Children												Appendix CE-3-A

						This guide includes the risk factor codes, titles and descriptions for children.								Effective: 09/24/2018

		CODE		DESCRIPTION

		103		Underweight or at Risk of Becoming Underweight (Infants and Children)

				Underweight

				12 -24 months:  Less than or equal to 5th percentile weight-for-length*.

				2 to 5 years:  Less than or equal to 5th percentile Body Mass Index (BMI)-for-age**.

				At Risk of Becoming Underweight

				12 -24 months:  6th through 10th percentile weight-for-length*.

				2 - 5 years: 6th through 10th percentile Body Mass Index (BMI)-for-age**.

				*Based on WHO Growth Standards age/sex specific growth charts

				**Based on National Center for Health Statistics (NCHS)/Centers for Disease Control and Prevention (CDC) age/sex specific growth charts (2000).

		113		Obese (Children 2 to 5 Years of Age)

				≥24 months to 5 years of age and ≥ 95th percentile Body Mass Index (BMI)* or ≥ 95th percentile weight-for-stature*.

				NOTE:  For children 24-36 months of age with a recumbent length, use ≥ 95th percentile based on the weight-for-length growth grid.

				*Based on National Center for Health Statistics (NCHS)/Centers for Disease Control and Prevention (CDC) age/sex specific growth charts (2000).

		114		Overweight or At Risk of Overweight

				Have one or more risk factors for being at-risk of becoming overweight.  The risk factors are limited to:

				Being >24 months of age and >85th and <95th percentile Body Mass Index (BMI)*

				OR

				Being >24 months of age and >85th and <95th percentile weight-for-stature*

				OR

				Having a Biological Mother who is Obese (BMI ≥30) at the Time of Certification (The mother's Body Mass Index (BMI) must be based on weight and height measurements that are self reported or taken by staff at the time of certification.  If the mother is pregnant or has had a baby within the past 6 months, use her preconceptional weight to assess for obesity since her current weight will be influenced by pregnancy related weight gain.)

				OR

				Having a Biological Father who is Obese (BMI ≥ 30) at the Time of Certification (The father's Body Mass Index (BMI) must be based on weight and height measurements that are self reported or taken by staff at the time of certification.)

				*(Based on NCHS/CDC (2000) age/sex specific growth charts)  Note: This cannot be used for children 24-36 months with a recumbent length measurement.

		121		Short Stature or At Risk of Short Stature (Infants and Children)

				Short Stature

				12-24 months:  Less than or equal to 5th percentile length-for-age*

				2 to 5 years:  Less than or equal to 5th percentile stature-for-age**

				At Risk of Short Stature

				12-24 months:  6th through 10th percentile length-for-age*

				2 - 5 years: 6th through 10th percentile stature-for-age**

				*Based on WHO Growth Standards age/sex specific growth charts

				**(Based on NCHS/CDC (2000) age/sex specific growth charts)

				NOTE:  For premature infants and children (with a history of prematurity) up to 2 years of age, assignment of this risk criterion will be based on adjusted gestational age. For information about adjusting for gestational age see: “Guidelines for Growth Charts and Gestational Age Adjustment for Low Birth Weight and Very Low Birth Weight Infants” (FNS Policy Memorandum 98-9, Revision 7, April 2004).

		134		Failure to Thrive

				Presence of failure to thrive (FTT) diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		141		Low Birth Weight and Very Low Birth Weight

				Low Birth Weight (LBW): Birth weight defined as less than or equal to 5 pounds 8 ounces (less than or equal to 2500 g), for children less than 24 months old.

				Very Low Birth Weight (VLBW): Birth weight defined as less than or equal to 3 pounds 5 ounces (less than or equal to 1500 g), for children less than 24 months old.

		142		Preterm or Early Term Delivery

				Preterm: Delivery of an infant born ≤36 6/7 weeks gestation.
 Early Term: Delivery of an infant born ≥37 0/7 and ≤38 6/7 weeks gestation.

Assignable for children less than 24 months old

		151		Small for Gestational Age

				For children less than 24 months old:

				Presence of small for gestational age diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		152		Low Head Circumference

				Less than 2.3rd percentile head circumference-for-age as plotted on the WHO Birth to 24 months gender specific growth charts

				NOTE:  For premature infants and children up to 24 months of age, assignment of this risk criterion will be based on adjusted gestational age.

		201		Low Hemoglobin/Low Hematocrit

				Hemoglobin or hematocrit concentration below the 95 percent confidence level (i.e., below the .025 percentile) for healthy, well-nourished individuals of the same age, sex, and stage of pregnancy.

				Children 1 to <2 years of age:  <11.0 hgb or <32.9 hct

				Children 2 to <5 years of age:  <11.1 hgb or <33.0 hct

		211		Elevated Blood Lead Levels

				Blood lead level of ≥ 5 ug/deciliter within the past 12 months.

		341		Nutrient Deficiency or Disease

				Any currently treated or untreated nutrient deficiency or disease, including, but are not limited to:

				Protein Energy Malnutrition

				Scurvy

				Rickets

				Beriberi

				Hypocalcemia

				Osteomalacia

				Vitamin K Deficiency

				Pellagra

				Xerophthalmia

				Iron Deficiency

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		342		Gastro-Intestinal Disorders

				Disease(s) or condition(s) that interferes with the intake or absorption of nutrients.  The conditions include, but are not limited to:

				gastroesophageal reflux disease (GERD)

				peptic ulcer

				post-bariatric surgery

				short bowel syndrome

				inflammatory bowel disease, including ulcerative cilitis or Crohn's disease

				liver disease

				pancreatitis

				biliary tract diseases

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		343		Diabetes Mellitus

				Diabetes mellitus consists of a group of metabolic diseases characterized by inappropriate hyperglycemia resulting from defects in insulin secretion, insulin action or both.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		344		Thyroid Disorders

				Hypothyroidism (insufficient levels of thyroid hormone produced or defect in receptor) or hyperthyroidism (high levels of thyroid hormone secreted).

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		345		Hypertension and Prehypertension

				Presence of hypertension or prehypertension diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		346		Renal Disease

				Any renal disease including pyelonephritis and persistent proteinuria, but excluding urinary tract infections (UTI) involving the bladder.  

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		347		Cancer

				A chronic disease whereby populations of cells have acquired the ability to multiply and spread without the usual biologic restraints.  The current condition, or the treatment for the condition, must be severe enough to affect nutritional status.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		348		Central Nervous System Disorders

				Conditions which affect energy requirements and may affect the individual's ability to feed self that alter nutritional status metabolically, mechanically, or both.

				 Includes, but is not limited to:

				epilepsy

				cerebral palsy (CP) and

				neural tube defects (NTD), such as spina bifida

				Parkinson's Disease

				multiple sclerosis (MS)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		349		Genetic and Congenital Disorders

				Hereditary or congenital condition at birth that causes physical or metabolic abnormality.  The current condition must alter nutrition status metabolically, mechanically, or both.  May include, but is not limited to:

				cleft lip or palate

				Down's syndrome

				thalassemia major

				sickle cell anemia (not sickle cell trait)

				muscular dystrophy

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		351		Inborn Errors of Metabolism

				Presence of inborn error(s) of metabolism diagnosed by a physician as self reported by applicant/participant/caregiver; or as reported or documented by a physician, or someone working under physicians' orders.

				Generally refers to gene mutations or gene deletions that alter metabolism in the body, including, but not limited to:

				phenylketonuria (PKU)

				maple syrup urine disease

				galactosemia

				hyperlipoproteinemia

				homocystinuria

				tyrosinemia

				histidinemia

				urea cycle disorders

				glutaric aciduria

				methylmalonic acidemia

				glycogen storage disease

				galactokinase deficiency

				fructoaldolase deficiency

				propionic acidemia

				hypermethioninemia

				medium-chain acyl-CoA dehydrogenase (MCAD)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352a		Infectious Diseases - Acute

				A disease which is characterized by a single or repeated episode of relatively rapid onset and short duration. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans (1, 2).

						Bronchitis (3 episodes in last 6 months)

						Hepatitis A

						Hepatitis E

						Listeriosis

						Meningitis (Bacterial/Viral)

						Parasitic Infections

						Pneumonia

				The infectious disease must have been present within the past 6 months and diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352b		Infectious Diseases - Chronic

				Conditions likely lasting a lifetime and require long-term management of symptoms. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly, from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans

				AIDS (Acquired Immunodeficiency Syndrome)

				HIV (Human Immunodeficiency Virus)

				Hepatitis B

				Hepatitis C

				Hepatitis D

				Lyme Disease

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		353		Food Allergies

				Food allergies are adverse health effects arising from a specific immune response that occurs reproducibly on exposure to a given food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		354		Celiac Disease

				Also known as Celiac Sprue, Gluten Enteropathy and Non-tropical Sprue

				Celiac Disease (CD) is an autoimmune disease precipitated by the ingestion of gluten (a protein in wheat, rye, and barley) that results in damage to the small intestine and malabsorption of the nutrients from food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		355		Lactose Intolerance

				Lactose intolerance is the syndrome of one or more of the following: diarrhea, abdominal pain, flatulence, and/or bloating, that occurs after lactose ingestion.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		356		Hypoglycemia

				Presence of hypoglycemia diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		357		Drug-Nutrient Interactions

				Use of prescription or over-the-counter drugs or medications that have been shown to interfere with nutrient intake or utilization, to the extent that nutritional status is compromised.

		359		Recent Major Surgery, Physical Trauma, Burns

				Major surgery, physical trauma, or burns severe enough to compromise nutritional status.

				Any occurrence:

				within the past 2 (≤ 2) months may be self-reported.

				more than 2 (> 2) months previous must have  the continued need for nutritional support diagnosed by a physician or a health care provider working under the orders of a physician.

		360		Other Medical Conditions

				Diseases or conditions with nutritional implications that are not included in any of the other medical conditions.  The current condition, or treatment for the condition, must be severe enough to affect nutritional status.  Includes, but is not limited to:

				juvenile rheumatoid arthritis (JRA)

				lupus erythematosus

				cardiorespiratory diseases

				heart disease

				cystic fibrosis

				persistent asthma (moderate to severe) requiring daily medication

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		362		Developmental, Sensory, or Motor Disabilities Interfering with the Ability to Eat

				Developmental, sensory or motor disabilities that restrict the ability to intake, chew, or swallow food or require tube feeding to meet nutritional needs.   Disabilities include but are not limited to:

				minimal brain function

				feeding problems due to a developmental disability such as pervasive development disorder (PDD) which includes autism

				birth injury

				head trauma

				brain damage

				other disabilities

		381		Oral Health Conditions

				Oral health conditions include, but are not limited to:
       Dental caries, often referred to as “cavities” or “tooth decay”, is a common chronic, infectious, transmissible disease resulting from tooth-adherent specific bacteria, that metabolize sugars to produce acid which, over time, demineralizes tooth structure (1).

				Periodontal diseases are infections that affect the tissues and bone that support the teeth. Periodontal diseases are classified according to the severity of the disease. The two major stages are gingivitis and periodontitis. Gingivitis is a milder and reversible form of periodontal disease that only affects the gums. Gingivitis may lead to more serious, destructive forms of periodontal disease called periodontitis.(2)

				Tooth loss, ineffectively replaced teeth or oral infections which impair the ability to ingest food in adequate quantity or quality

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		382		Fetal Alcohol Syndrome

				Fetal Alcohol Syndrome (FAS) is based on the presence of retarded growth, a pattern of facial abnormalities, and abnormalities of the central nervous system, including mental retardation.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		401		Failure to Meet Dietary Guidelines for Americans

				Children two years of age and older who meet the eligibility requirements of income, categorical, and residency status may be presumed to be at nutrition risk based on failure to meet Dietary Guidelines for Americans.  For this criterion, failure to meet Dietary Guidelines is defined as consuming fewer than the recommended number of servings from one or more of the basic food groups (grains, fruits, vegetables, milk products, and meat or beans) based on an individuals estimated energy needs.

				NOTE:  This risk may be assigned only to individuals for whom a complete nutrition assessment (to include an assessment for risk #425, Inappropriate Nutrition Practices for Children) has been performed and for whom no other risks are identified.

		425.1		Routinely Feeding Inappropriate Beverages as the Primary Milk Source

				Examples of inappropriate beverages as primary milk source:

				• Non-fat or reduced-fat milks (between 12 and 24 months of age, unless allowed by State agency policy for a child for whom overweight or obesity is a concern) or sweetened condensed milk; and
• Goat’s milk, sheep’s milk, imitation or substitute milks (that are unfortified or inadequately fortified), or other “homemade concoctions.”

		425.2		Routinely Feeding a Child Any Sugar-Containing Fluids

				Examples of sugar-containing fluids:

				Soda/soft drinks;

				Gelatin water;

				Corn syrup solutions; and

				Sweetened tea

		425.3		Routinely Using Nursing Bottles, Cups, or Pacifiers Improperly

				Using a bottle to feed: Fruit Juice, or Diluted cereal or other solid foods.

				Allowing the child to fall asleep or be put to bed with a bottle at naps or bedtime.

				Allowing the child to use the bottle without restriction (e.g., walking around with a bottle) or as a pacifier.

				Using a bottle for feeding or drinking beyond 14 months of age.

				Using a pacifier dipped in sweet agents such as sugar, honey, or syrups.

				Allowing a child to carry around and drink throughout the day from a covered or training cup.

		425.4		Routinely Using Feeding Practices that Disregard the Developmental Needs or Stages of the Child

				Inability to recognize, insensitivity to, or disregarding the child's cues for hunger and satiety (e.g., forcing a child to eat a certain type and/or amount of food or beverage or ignoring a hungry child's requests for appropriate foods).

				Feeding foods of inappropriate consistency, size, or shape that put children at risk of choking.

				Not supporting a child's need for growing independence with self-feeding (e.g., solely spoon-feeding a child who is able and ready to finger-feed and/or try to self-feed with appropriate utensils).

				Feeding a child food with inappropriate texture based on his/her developmental stage (e.g., feeding primarily pureed or liquid food when the child is ready and capable of eating mashed, chopped, or appropriate finger foods).

		425.5		Feeding Foods to a Child that Could Be Contaminated with Harmful Microorganisms

				Examples of potentially harmful foods for a child:

				Unpasteurized fruit or vegetable juice;

				Unpasteurized dairy products or soft cheeses such as feta, Brie, Camembert, blue-veined, and Mexican-style cheese;

				Raw or undercooked meat, fish, poultry, or eggs;

				Raw vegetable sprouts (alfalfa, clover, bean,  and radish);

				Deli meats, hot dogs, and processed meats (avoid unless heated until steaming hot).

		425.6		Routinely Feeding a Diet Very Low in Calories and/or Essential Nutrients

				Examples:

				Vegan diet;

				Macrobiotic diet; and

				Other diets very low in calories and/or essential nutrients.

		425.7		Feeding Dietary Supplements with Potentially Harmful Consequences

				Examples of dietary supplements which when fed in excess of recommended dosage may be toxic or have harmful consequences:

				Single- or multi-vitamins;

				Mineral supplements; and

				Herbal or botanical supplements/remedies/teas.

		425.8		Routinely Not Providing Dietary Supplements Recognized as Essential by National Public Health Policy when a Child's Diet Alone Cannot Meet Nutrient Requirements

				Providing children under 36 months of age less than 0.25 mg of fluoride daily when the water supply contains less than 0.3 ppm fluoride.

				Providing children 36-60 months of age less than 0.50 mg of fluoride daily when the water supply contains less than 0.3 ppm fluoride.

				Not providing 400 IU of vitamin D if a child consumes less than 1 liter (or 1 quart) of vitamin D fortified milk or formula.

		425.9		Routine Ingestion of Nonfood Items (pica)

				Examples of inappropriate nonfood items:

				Ashes;

				Carpet fibers;

				Cigarettes or cigarette butts;

				Clay;

				Dust;

				Foam rubber;

				Paint chips;

				Soil; and

				Starch (laundry and cornstarch)

		428		Dietary Risk Associated with Complementary Feeding Practices

				Children 12 through 23 months only

				A complete nutrition assessment, including for risk #425, Inappropriate Nutrition Practices for Children, must be completed prior to assigning this risk.

				A child who has begun to or is expected to begin to

				1) consume complementary foods and beverages,

				2) eat independently,

				3) be weaned from breast milk or infant formula, or

				4) transition from a diet based on infant/toddler foods to one based on the Dietary Guidelines for Americans,

				is at risk of inappropriate complementary feeding.

		502		Transfer of Certification

				Person with current valid Verification of Certification (VOC) document from another State or local agency.  The VOC is valid through the end of th current certification period, even if the participant does not meet the receiving agency's nutrition risk, priority or income criteria, or the certification period extends beyond the receiving agency's certification period for that category, and shall be accepted as proof of eligibility for program benefits.  If the receiving local agency is at maximum caseload, the transferring participant must be placed at the top of any waiting list and enrolled as soon as possible.

				The criterion would be used primarily when the VOC card/document does not reflect another (more specific) nutrition risk condition or if the participant was certified based on a nutrition risk condition not in use by the receiving State agency.

		801		Homelessness

				A child who lacks a fixed and regular nighttime residence; or whose primary nighttime residence is:

				a supervised publicly or privately operated shelter (including a welfare hotel, congregate shelter, or a shelter for victims of domestic violence) designed to provide temporary living accommodations;

				an institution that provides temporary residence for individuals intended to be institutionalized;

				a temporary accommodation of not more than 365 days in the residence of another individual; or

				a public or private place not designed for, or ordinarily used as, a regular sleeping accommodation for human beings.

		802		Migrancy

				Categorically eligible children who are members of families which contain at least one individual whose principal employment is in agriculture on a seasonal basis, who has been so employed within the last 24 months, and who establishes, for the purposes of such employment, a temporary abode.

		901		Recipient of Abuse

				Child abuse/neglect within past 6 months as self-reported, or as documented by a social worker, health care provider, or on other appropriate documents, or as reported through consultation with a social worker, health care provider, or other appropriate personnel.

				Child Abuse/Neglect:  Any recent act or failure to act resulting in imminent risk of serious harm, death, serious physical or emotional harm, sexual abuse, or exploitation of an infant or child by a parent or caretaker.

				NOTE:  Maine State law requires the reporting of known or suspected child abuse or neglect; WIC staff must release such information to appropriate State officials.  WIC regulations pertaining to confidentiality do not take precedence over such State law.

		902		Woman or Infant/Child of Primary Caregiver with Limited Ability to Make Appropriate Feeding Decisions and/or Prepare Food

				A woman or an infant/ child whose primary caregiver is assessed to have a limited ability to make appropriate feeding decisions and/or prepare food.

				Examples include, but are not limited to, a woman or an infant/child of caregiver with the following:

				-- Documentation or self-report of misuse of alcohol, use of illegal substances, use of marijuana, or misuse of prescription medications

				-- Mental illness, including clinical depression diagnosed, documented, or reported by a physician or psychologist or someone working under a physician's orders,
                 or as self-reported by applicant/participant/caregiver

				-- Intellectual disability diagnosed, documented or reported by a physician or psychologist or someone working under a physician's orders or as self-reported 
                 by applicant/participant/caregiver

				-- Physical disability to a degree which impairs ability to feed infant/child or limits food preparation abilities

				-- ≤ 17 years of age

		903		Foster Care

				Entering the foster care system during the previous six months or moving from one foster care home to another during the previous six months.

		904		Environmental Tobacco Smoke Exposure

				Environmental tobacco smoke (ETS) exposure is defined (for WIC eligibility purposes) as exposure to smoke from tobacco products inside the home.





Infants

		Risk Factors for Infants												Appendix CE-3-A

								This guide includes the risk factor codes, titles, and descriptions for infants.						Effective: 09/24/2018

		CODE		DESCRIPTION

		103		Underweight or at Risk of Becoming Underweight (Infants and Children)

				Underweight

				Birth - 12 months:  Less than or equal to 5th percentile weight-for-length*.

				At Risk of Becoming Underweight

				Birth -12 months:  6th through 10th percentile weight-for-length*.

				*Based on WHO Growth Standards age/sex specific growth charts

		114		Overweight or At Risk of Overweight

				Have one or more risk factors for being at-risk of becoming overweight.  The risk factors are limited to:

				Being <12 months of age and born to a woman who was obese (BMI ≥30) at the time of conception or at any point in the first trimester of the pregnancy.  (BMI must be self reported , by the mother, prepregnancy weight and height or on a measured weight and height documented by staff or other health care provider.)

				OR

				Having a biological father who is obese (BMI ≥ 30) at the time of certification.  (BMI must be based on self reported, by the father, weight and height or on weight and height measurements that are taken by staff at the time of certification.)

		121		Short Stature or At Risk of Short Stature (Infants and Children)

				Short Stature

				Birth - 12 months:  Less than or equal to 5th percentile length-for-age*

				At Risk of Short Stature

				Birth - 12 months:  6th through 10th percentile length-for-age*

				*Based on WHO Growth Standards age/sex specific growth charts

				NOTE:  For premature infants and children (with a history of prematurity) up to 2 years of age, assignment of this risk criterion will be based on adjusted gestational age. For information about adjusting for gestational age see: “Guidelines for Growth Charts and Gestational Age Adjustment for Low Birth Weight and Very Low Birth Weight Infants” (FNS Policy Memorandum 98-9, Revision 7, April 2004).

		134		Failure to Thrive

				Presence of failure to thrive (FTT) diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		135		Slowed/Faltering Growth Pattern - Priority 1

						Age		Cut-Off Value

						Infants birth to 2 weeks		excessive weight loss after birth, defined as > 7% birth weight

						Infants 2 weeks to 6 months of age		Any weight loss. Use two separate weight measurements taken at least eight weeks apart

		141		Low Birth Weight and Very Low Birth Weight

				Low Birth Weight (LBW): Birth weight defined as less than or equal to 5 pounds 8 ounces (less than or equal to 2500 g)

				Very Low Birth Weight (VLBW): Birth weight defined as less than or equal to 3 pounds 5 ounces (less than or equal to 1500 g)

		142		Preterm or Early Term Delivery

				Preterm: Delivery of an infant born ≤36 6/7 weeks gestation.

				Early Term: Delivery of an infant born ≥37 0/7 and ≤38 6/7 weeks gestation.

		151		Small for Gestational Age

				For children less than 24 months old:

				Presence of small for gestational age diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		152		Low Head Circumference

				Less than 2.3rd percentile head circumference-for-age as plotted on the WHO Growth Standards Birth to 24 months gender specific growth charts

				NOTE:  For premature infants and children up to 24 months of age, assignment of this risk criterion will be based on adjusted gestational age.

		153		Large for Gestational Age

				Birth weight greater than or equal to 9 pounds (greater than or equal to 4000 g); or presence of large for gestational age diagnosed, reported or documented by a physician, or someone working under a physician's orders.

		201		Low Hemoglobin/Hematocrit

				Hemoglobin or hematocrit concentration below the 95 percent confidence level (i.e., below the .025 percentile) for healthy, well-nourished individuals of the same age and sex.

				Infants 6-12 months of age:  <11.0 hgb or <33.0 hct

		211		Elevated Blood Lead Levels

				Blood lead level of ≥ 5 ug/deciliter within the past 12 months.

		341		Nutrient Deficiency or Disease

				Any currently treated or untreated nutrient deficiency or disease, including, but are not limited to:

				Protein Energy Malnutrition

				Scurvy

				Rickets

				Beriberi

				Hypocalcemia

				Osteomalacia

				Vitamin K Deficiency

				Pellagra

				Xerophthalmia

				Iron Deficiency

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		342		Gastro-Intestinal Disorders

				Disease(s) or condition(s) that interferes with the intake or absorption of nutrients.  The conditions include, but are not limited to:

				gastroesophageal reflux disease (GERD)

				peptic ulcer

				post-bariatric surgery

				short bowel syndrome

				inflammatory bowel disease, including ulcerative cilitis or Crohn's disease

				liver disease

				pancreatitis

				biliary tract diseases

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		343		Diabetes Mellitus

				Diabetes mellitus consists of a group of metabolic diseases characterized by inappropriate hyperglycemia resulting from defects in insulin secretion, insulin action or both.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		344		Thyroid Disorders

				Hypothyroidism (insufficient levels of thyroid hormone produced or defect in receptor) or hyperthyroidism (high levels of thyroid hormone secreted).

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		345		Hypertension and Prehypertension

				Presence of hypertension or prehypertension diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		346		Renal Disease

				Any renal disease including pyelonephritis and persistent proteinuria, but excluding urinary tract infections (UTI) involving the bladder.  

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		347		Cancer

				A chronic disease whereby populations of cells have acquired the ability to multiply and spread without the usual biologic restraints.  The current condition, or the treatment for the condition, must be severe enough to affect nutritional status.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		348		Central Nervous System Disorders

				Conditions which affect energy requirements and may affect the individual's ability to feed self that alter nutritional status metabolically, mechanically, or both.  Includes, but is not limited to:

				epilepsy

				cerebral palsy (CP) and

				neural tube defects (NTD), such as spina bifida

				Parkinson's Disease

				multiple sclerosis (MS)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		349		Genetic and Congenital Disorders

				Hereditary or congenital condition at birth that causes physical or metabolic abnormality.  The current condition must alter nutrition status metabolically, mechanically, or both.  May include, but is not limited to:

				cleft lip or palate

				Down's syndrome

				thalassemia major

				sickle cell anemia (not sickle cell trait)

				muscular dystrophy

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		351		Inborn Errors of Metabolism

				Presence of inborn error(s) of metabolism diagnosed by a physician as self reported by applicant/participant/caregiver; or as reported or documented by a physician, or someone working under physicians' orders.

				Generally refers to gene mutations or gene deletions that alter metabolism in the body, including, but not limited to:

				phenylketonuria (PKU)

				maple syrup urine disease

				galactosemia

				hyperlipoproteinemia

				homocystinuria

				tyrosinemia

				histidinemia

				urea cycle disorders

				glutaric aciduria

				methylmalonic acidemia

				glycogen storage disease

				galactokinase deficiency

				fructoaldolase deficiency

				propionic acidemia

				hypermethioninemia

				medium-chain acyl-CoA dehydrogenase (MCAD)

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352a		Infectious Diseases - Acute

				A disease which is characterized by a single or repeated episode of relatively rapid onset and short duration. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans (1, 2).

						Bronchitis (3 episodes in last 6 months)

						Hepatitis A

						Hepatitis E

						Listeriosis

						Meningitis (Bacterial/Viral)

						Parasitic Infections

						Pneumonia

				The infectious disease must have been present within the past 6 months and diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		352b		Infectious Diseases - Chronic

				Conditions likely lasting a lifetime and require long-term management of symptoms. Infectious diseases come from bacteria, viruses, parasites, or fungi and spread directly or indirectly, from person to person (1). Infectious diseases may also be zoonotic, which are transmitted from animals to humans, or vector-borne, which are transmitted from mosquitoes, ticks, and fleas to humans

				AIDS (Acquired Immunodeficiency Syndrome)

				HIV (Human Immunodeficiency Virus)

				Hepatitis B

				Hepatitis C

				Hepatitis D

				Lyme Disease

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		353		Food Allergies

				Food allergies are adverse health effects arising from a specific immune response that occurs reproducibly on exposure to a given food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		354		Celiac Disease

				Also known as Celiac Sprue, Gluten Enteropathy and Non-tropical Sprue

				Celiac Disease (CD) is an autoimmune disease precipitated by the ingestion of gluten (a protein in wheat, rye, and barley) that results in damage to the small intestine and malabsorption of the nutrients from food.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		355		Lactose Intolerance

				Lactose intolerance is the syndrome of one or more of the following: diarrhea, abdominal pain, flatulence, and/or bloating, that occurs after lactose ingestion.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		356		Hypoglycemia

				Presence of hypoglycemia diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		357		Drug-Nutrient Interactions

				Use of prescription or over-the-counter drugs or medications that have been shown to interfere with nutrient intake or utilization, to the extent that nutritional status is compromised.

		359		Recent Major Surgery, Physical Trauma, Burns

				Major surgery, physical trauma, or burns severe enough to compromise nutritional status.

				Any occurrence:

				within the past 2 (≤ 2) months may be self-reported.

				more than 2 (> 2) months previous must have  the continued need for nutritional support diagnosed by a physician or a health care provider working under the orders of a physician.

		360		Other Medical Conditions

				Diseases or conditions with nutritional implications that are not included in any of the other medical conditions.  The current condition, or treatment for the condition, must be severe enough to affect nutritional status.  Includes, but is not limited to:

				juvenile rheumatoid arthritis (JRA)

				lupus erythematosus

				cardiorespiratory diseases

				heart disease

				cystic fibrosis

				persistent asthma (moderate to severe) requiring daily medication

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		362		Developmental, Sensory, or Motor Disabilities Interfering with the Ability to Eat

				Developmental, sensory or motor disabilities that restrict the ability to intake, chew, or swallow food or require tube feeding to meet nutritional needs.   Disabilities include but are not limited to:

				minimal brain function

				feeding problems due to a developmental disability such as pervasive development disorder (PDD) which includes autism

				birth injury

				head trauma

				brain damage

				other disabilities

		381		Oral Health Conditions

				Oral health conditions include, but are not limited to:
       Dental caries, often referred to as “cavities” or “tooth decay”, is a common chronic, infectious, transmissible disease resulting from tooth-adherent specific bacteria, that metabolize sugars to produce acid which, over time, demineralizes tooth structure (1).

				Periodontal diseases are infections that affect the tissues and bone that support the teeth. Periodontal diseases are classified according to the severity of the disease. The two major stages are gingivitis and periodontitis. Gingivitis is a milder and reversible form of periodontal disease that only affects the gums. Gingivitis may lead to more serious, destructive forms of periodontal disease called periodontitis.(2)

				Tooth loss, ineffectively replaced teeth or oral infections which impair the ability to ingest food in adequate quantity or quality

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		382		Fetal Alcohol Syndrome

				Fetal Alcohol Syndrome (FAS) is based on the presence of retarded growth, a pattern of facial abnormalities, and abnormalities of the central nervous system, including mental retardation.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		383		Neonatal Abstinence Syndrome

				Neonatal Aabstinence syndrome (NAS) is a drug wihtdrawl syndrome that occurs among drugexposed infants as a result of mother's use of drugs during pregnancy. NAS is a combination of physiologic and neurologic symptoms that can be identified after birth and can last up to 6 months after birth.

				Presence of condition diagnosed, documented, or reported by a physician or someone working under a physician’s orders

		411.1		Routinely Using a Substitute(s) for Breast Milk or FDA-approved Iron-fortified Formula as the Primary Nutrient Source during the First Year of Life

				Examples of substitutes include:

				Low-iron formula without iron supplementation;

				Cow's milk, goat's milk, or sheep's milk (whole, reduced fat, low-fat, skim), canned evaporated or sweetened condensed milk; and

				Imitation or substitute milks (such as rice- or soy-based beverages, non-dairy creamer), or other "homemade concoctions."

		411.2		Routinely Using Nursing Bottles or Cups Improperly

				Using a bottle to feed fruit juice

				Feeding any sugar-containing fluids, such as soda/soft drinks, gelatin water, corn syrup solutions, sweetened tea

				Allowing the infant to fall asleep or be put to bed with a bottle at naps or bedtime

				Allowing the infant to use the bottle without restriction (e.g., walking around with a bottle) or as a pacifier

				Propping the bottle when feeding

				Allowing an infant to carry around and drink throughout the day from a covered or training cup

				Adding any food (cereal or other solid foods) to the infant's bottle

		411.3		Routinely Offering Complementary Foods or Other Substances that Are Inappropriate in Type or Timing*

				*Complementary foods are any foods or beverages other than breast milk or infant formula.  

				Examples of inappropriate complementary foods:

				Adding sweet agents such as sugar, honey, or syrups added to any beverage (including water) or prepared food, or used on a pacifier; and

				Any food other than breast milk or iron-fortified infant formula before six (6) months of age

		411.4		Routinely Using Feeding Practices that Disregard the Developmental Needs or Stages of the Infant

				Inability to recognize, insensitivity to, or disregarding the infant's cues for hunger and satiety (e.g., forcing an infant to eat a certain type and/or amount of food or beverage or ignoring an infants hunger cues).

				Feeding foods of inappropriate consistency, size, or shape that put infants at risk of choking.

				Not supporting an infant's need for growing independence with self-feeding (e.g., solely spoon-feeding an infant who is able and ready to finger-feed and/or try self-feeding with appropriate utensils).

				Feeding an infant foods with inappropriate textures based on his/her developmental stage (e.g., feeding primarily pureed or liquid foods when the infant is ready and capable of eating mashed, chopped, or appropriate finger foods).

		411.5		Feeding Foods to a Infant that Could Be Contaminated with Harmful Microorganisms or Toxins

				Examples of potentially harmful foods:

				Unpasteurized fruit or vegetable juice;

				Unpasteurized dairy products or soft cheeses such as feta, Brie, Camembert, blue-veined, and Mexican-style cheese;

				Honey (added to liquids or solid foods, used in cooking, as part of processed foods, on a pacifier, etc.);

				Raw or undercooked meat, fish, poultry, or eggs;

				Raw vegetable sprouts (alfalfa, clover, bean,  and radish);

				Deli meats, hot dogs, and processed meats (avoid unless heated until steaming hot)

				Donor human milk acquired directly from individuals or the Internet

		411.6		Routinely Feeding Inappropriately Diluted Formula

				Failure to follow manufacturers dilution instructions (to include stretching formula for household economic reasons).

				Failure to follow specific instructions accompanying a prescription.

		411.7		Routinely Limiting the Frequency of Nursing of the Exclusively Breastfed Infant when Breast Milk Is the Sole Source of Nutrients

				Examples of inappropriate frequency of nursing include:

				Scheduled feedings instead of demand feedings;

				Less than 8 feedings in 24 hours if less than 2 months of age

		411.8		Routinely Feeding a Diet Very Low in Calories or Essential Nutrients

				Examples:

				Strict vegan diet;

				Macrobiotic diet;

				Other diets very low in calories and/or essential nutrients

		411.9		Routinely Using Inappropriate Sanitation in Preparation, Handling, and Storage of Expressed Breast Milk or Formula

				Examples of inappropriate sanitation:

				Limited access or no access to a:

				Safe water supply (documented by appropriate officials)

				Heat source for sterilization, and/or

				Refrigerator or freezer for storage

				Failure to properly prepare, handle, and store bottles or storage containers of expressed breast milk or formula, for example:

				Human Milk
     Thawing in a microwave
     Refreezing
     Adding freshly expressed unrefrigerated human milk to frozen human milk
     Adding freshly pumped chilled human milk to frozen human milk in an amount that is greater than the amount of frozen human milk
     Feeding thawed human milk more than 24 hours after it was thawed
     Saving human milk from a used bottle for another feeding
     Failure to clean breast pump per manufacturer’s instruction
     Feeding donor human milk acquired directly from individuals or the Internet

				Formula
     Storing at room temperature for more than 1 hour
     Failure to prepare and/or store formula per manufacturer’s or physician instructions
     Using formula in a bottle one hour after the start of a feeding
     Saving formula from a used bottle for another feeding
     Failure to clean baby bottle properly

		411.10		Feeding Dietary Supplements with Potentially Harmful Consequences

				Examples of dietary supplements, which when fed in excess of recommended dosage, may be toxic or have harmful consequences:

				Single- or multi-vitamins;

				Mineral supplements; and

				Herbal or botanical supplements/remedies/teas

		411.11		Routinely Not Providing Dietary Supplements Recognized as Essential by National Public Health Policy when a Infant's Diet Alone Cannot Meet Nutrient Requirements

				Infants who are 6 months of age or older who are ingesting less than 0.25 mg of fluoride daily when the water supply contains less than 0.3 ppm fluoride

				Infants who are exclusively breastfed, or are ingesting less than 1 liter ( or 1 quart) per day of vitamin D-fortified formula, and are not taking a supplement of 400 IU of vitamin D.

		428		Dietary Risk Associated with Complementary Feeding Practices

				A complete nutrition assessment, including for risk #411, Inappropriate Nutrition Practices for Infants, must be completed prior to assigning this risk.

				An infant who has begun to or is expected to begin to

				1) consume complementary foods and beverages,

				2) eat independently,

				3) be weaned from breast milk or infant formula, or

				4) transition from a diet based on infant/toddler foods to one based on the Dietary Guidelines for Americans,

				is at risk of inappropriate complementary feeding.

		502		Transfer of Certification

				Person with current valid Verification of Certification (VOC) document from another State or local agency.  The VOC is valid through the end of th current certification period, even if the participant does not meet the receiving agency's nutrition risk, priority or income criteria, or the certification period extends beyond the receiving agency's certification period for that category, and shall be accepted as proof of eligibility for program benefits.  If the receiving local agency is at maximum caseload, the transferring participant must be placed at the top of any waiting list and enrolled as soon as possible.

				The criterion would be used primarily when the VOC card/document does not reflect another (more specific) nutrition risk condition or if the participant was certified based on a nutrition risk condition not in use by the receiving State agency.

		603		Breastfeeding Complications or Potential Complications (Infants)

				A breastfed infant with any of the following complications or potential complications for breastfeeding:

				jaundice

				weak or ineffective suck

				difficulty latching onto mother's breast

				inadequate stooling (for age, as determined by a physician or other health care professional) and/or less than 6 wet diapers per day

		701		Infant Up to 6 Months Old of WIC Mother or of a Woman Who Would Have Been Eligible During Pregnancy

				An infant < six months of age whose mother was a WIC Program participant during pregnancy or whose mother's medical records document that the woman was at nutritional risk during pregnancy because of detrimental or abnormal nutritional conditions detectable by biochemical or anthropometric measurements or other documented nutritionally related medical conditions.

		702		Breastfeeding Infant of Woman at Nutritional Risk

				Breastfeeding infant of woman at nutritional risk

		703		Infant Born of Woman with Mental Retardation or Alcohol or Drug Abuse During Most Recent Pregnancy    Discontinued 09/24/2018

				Infant born of a woman diagnosed with mental retardation by a physician or psychologist as self-reported by applicant/participant/caregiver; or as reported or documented by a physician, psychologist, or someone working under physicians' orders

				Infant born of a woman with any use of alcohol or illegal drugs during most recent pregnancy (documentated or self-reported)

		801		Homelessness

				A child who lacks a fixed and regular nighttime residence; or whose primary nighttime residence is:

				a supervised publicly or privately operated shelter (including a welfare hotel, congregate shelter, or a shelter for victims of domestic violence) designed to provide temporary living accommodations;

				an institution that provides temporary residence for individuals intended to be institutionalized;

				a temporary accommodation of not more than 365 days in the residence of another individual; or

				a public or private place not designed for, or ordinarily used as, a regular sleeping accommodation for human beings.

		802		Migrancy

				Categorically eligible children who are members of families which contain at least one individual whose principal employment is in agriculture on a seasonal basis, who has been so employed within the last 24 months, and who establishes, for the purposes of such employment, a temporary abode.

		901		Recipient of Abuse

				Child abuse/neglect within past 6 months as self-reported, or as documented by a social worker, health care provider, or on other appropriate documents, or as reported through consultation with a social worker, health care provider, or other appropriate personnel.

				Child Abuse/Neglect:  Any recent act or failure to act resulting in imminent risk of serious harm, death, serious physical or emotional harm, sexual abuse, or exploitation of an infant or child by a parent or caretaker.

				NOTE:  Maine State law requires the reporting of known or suspected child abuse or neglect; WIC staff must release such information to appropriate State officials.  WIC regulations pertaining to confidentiality do not take precedence over such State law.

		902		Woman or Infant/Child of Primary Caregiver with Limited Ability to Make Appropriate Feeding Decisions and/or Prepare Food

				A woman or an infant/ child whose primary caregiver is assessed to have a limited ability to make appropriate feeding decisions and/or prepare food.  Examples include, but are not limited to, a woman or an infant/child of caregiver with the following:

				-- Documentation or self-report of misuse of alcohol, use of illegal substances, use of marijuana, or misuse of prescription medications

				-- Mental illness, including clinical depression diagnosed, documented, or reported by a physician or psychologist or someone working under a physician's orders,
                 or as self-reported by applicant/participant/caregiver

				-- Intellectual disability diagnosed, documented or reported by a physician or psychologist or someone working under a physician's orders or as self-reported 
                 by applicant/participant/caregiver

				-- Physical disability to a degree which impairs ability to feed infant/child or limits food preparation abilities

				-- ≤ 17 years of age

		903		Foster Care

				Entering the foster care system during the previous six months or moving from one foster care home to another during the previous six months.

		904		Environmental Tobacco Smoke Exposure

				Environmental tobacco smoke (ETS) exposure is defined (for WIC eligibility purposes) as exposure to smoke from tobacco products inside the home.
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Refusal of Hematological Screening 


 


I refuse to have a hematological screen completed for __________________________________  


  (Applicant/Participant Name) 


 


by the______________________________ WIC Program as a means for determining 


                       (Local Agency Name) 


 


 WIC Program eligibility as required by federal regulations (USDA 7 CFR Part. 246.7 e,1.).  


 


 


Reason for Refusal: ____________________________________________________________ 


 


 


Signature: _______________________________________      Date: _____________________ 


                          (Participant/Parent/Guardian) 


 


Signature: _______________________________________ 
(WIC Staff Member) 


 
USDA Non-Discrimination Statement 


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 
policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA 
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or 
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 


Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 
applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available in 
languages other than English. 


To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-
3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a 
letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy 
of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: 


(1) (1) Mail: U.S. Department of Agriculture 


Office of the Assistant Secretary for Civil Rights 


1400 Independence Avenue, SW 


Washington, D.C. 20250-9410; 


(2)  Fax:  (202) 690-7442; or 
(3) Email: program.intake@usda.gov 


 
This institution is an equal opportunity provider. 


 


 



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html






Local Agency Name WIC Nutrition Program 
Nutrition Assessment 


 


Appendix CE-3-C 
Revised: 08/01/2016 


 
To:  ______________________________  Fax:________________________________ 
 
The following may be helpful as you work to achieve positive health outcomes for: 
 
Participant’s Name: _______________________________  DOB:___________________   
 
WIC ID Number: _________________________________  Clinic:__________________ 
 


Growth 


Date     Comments: 


Height/length    


Weight    


Wt/length %ile    


BMI/age %ile    


 
 


Iron 
Status 


Date    Comments: 


Hgb    


 
  
Nutrition Assessment: 
 
 
 
 
 
 
 
Next WIC Appointment:  


 
 
Release of Information: 
 


 I give the WIC Program permission to send this information to my or my child’s doctor.  
 The WIC program may talk to my doctor about the information on this form.  


 
__________________________________________        ______________ 


          Signature Parent/Authorized Representative                                     Date 


 
__________________________________________        ______________                              


Signature of WIC Program Staff Member      Date 
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VERIFYING CALIBRATION OF DIGITAL SCALES 


 


1. Turn scale on and allow the scale to read “0” (zero). 


a. The display may read “0.0”, “0”, “0 lb. 0 oz.”, depending upon the model and resolution 


of the scale. 


 


2. Starting with the smallest precision test weight in your set, place test weight on scale 


platform (or in the case of an infant scale, on the weighing seat or tray) and allow the scale to 


stabilize. 


 


3. Observe the display/read-out.   


 


a. The weight displayed on the read-out should match the weight of the test weight and 


should read + or – within the tolerance listed by the manufacturer. 


a. Example: A Doran DS6100 weighs to within .2 lbs. If a 20-pound test weight is 


placed on the scale, an accurate reading for this scale would be 19.8, 20.0, or 


20.2. 


 


4. Remove the test weight from the scale and allow the read out to return to “0”.  If a weight 


reading is being held in the display, you may need to press a “zero” button to return to zero. 


 


5. Place additional test weights on the scale and repeat steps 2-4 above.  Repeat these steps 


until you have reached at least half of the capacity of the scale. 


 


6. If you find the accuracy of the scale is outside the tolerance specified by the manufacturer 


and outside the tolerance you require of your scales, you should have the scale re-calibrated. 


Some scales can be calibrated by the user or a field technician, while others may have to be 


sent back to the distributor or manufacturer for calibration. 
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VERIFYING CALIBRATION OF BEAM BALANCE SCALES 


 


1. Slide both sliding weights, on beam, to extreme left.   


NOTE:  If you are using a diaper or paper cover on the scale when taking a weight 


measurement, be sure to place diaper or paper on the scale before you complete the 


following steps. 


 


2. Be sure both sliding weights are in “0” position (usually indicated by a small notch).  The 


weights should not be beyond the zero position.   


 


3. Check the “zero” position of the scale.  If the scale is properly zeroed, the beam will float up 


and down and come to rest in the center of the indicator.  No further adjustment is needed; 


proceed to step 5. 


 


4. If the beam is not in the center of the indicator, adjustments are needed.  Proceed to the 


following: 


a. Leave sliding weights in zero position 


b. Locate the zeroing screw (usually located to the left or right on the beam.   


c. Using a small screwdriver (some models have a thumb screw and may not need a 


screwdriver), turn the screw clockwise or counter clockwise, in small amounts, until the 


beam rests in the center of the indicator.  Proceed to step 5. 


 


5. Starting with one 20 lb precision test weight, place weight on platform (or in the case of an 


infant scale, on the weighing seat or tray). 


 


6. If verifying an infant scale: 


a. Slide the sliding weight that indicates pounds to the 20-lb. notch on the beam. 


b. The beam should come to rest in the center of the indicator. 


c. If the beam does not rest in the center, move the sliding weight that indicates ounces, to 


the left or right. 


d. The indicated weight should read +/- 1 ounce of 20 lbs. 


e. Add another 20-lb. test weight to the platform. 


f. Slide the sliding weight that indicates pounds to the 40-lb. notch on the beam and repeat 


steps 6b and 6c above.  The indicated weight should read +/- 1 ounce of 40 lbs. 


g. If the beam will not match the test weights +/- 1 ounce, an adjustment will have to be 


made by a local skilled technician, or by user.  If adjustment instructions are needed, 


please call Perspective Enterprises, (800) 323-7452. 


 


7. If verifying a child/adult beam scale: 


a. Slide the smaller sliding weight that indicates pounds to the 20-lb. mark on the beam. 


b. The beam should come to rest in the center of the indicator 


c. If the beam does not rest in the center, move the small sliding weight to the left or right. 


d. The indicated weight should read +/- ¼ pound of 20 lbs. 


e. Add another test weight to the platform. 
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f. Using the combination of the smaller and larger sliding weights that indicate pounds, 


slide them to the pound marking on the beams that match the amount of test weights on 


the platform and repeat steps 6b and 6c above.  The indicated weight should read +/- ¼ 


pound of total test weights on platform of scale. 


g. Repeat steps e and f until 150 lbs. of weights have been placed on the platform of the 


scale and the accurate readings have been verified.   


h. If the beam will not match the test weights +/- ¼ pound, an adjustment must be made by 


a local skilled technician, or by user.  If adjustment instructions are needed, please call 


Perspective Enterprises, (800) 323-7452. 
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VERIFYING CALIBRATION OF STATURE MEASURING UNITS 


 


1. Using calibration measuring rod, place the rod vertically on the standing surface where 


patients/clients are to be measured.   


 


2. Measuring rod should be parallel to measuring unit. 


 


3. Slide/position head piece on top of measuring rod, making sure the rod remains parallel to 


measuring unit 


 


4. After placing the head piece on top of the measuring rod, the reading indicator on the 


measuring unit should read the length of the measuring rod. 


 


5. If the reading indicator does not read accurately, the following adjustments can be made: 


a. Wall mounted measuring units: 


1) If indicator reads more than the length of the rod, raise the entire unit until the reading 


indicator does read the length of the rod (be sure head piece remains flush on top of 


rod). 


2) If indicator reads less than the length of the rod, lower the entire unit until the reading 


indicator reads the length of the rod (be sure head piece remains flush on top of rod). 


b. Scale mounted measuring rods: 


1) These cannot be adjusted; however, it is possible that the rod or the head piece could 


be replaced. 
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VERIFYING CALIBRATION OF INFANT LENGTH MEASURING UNITS 


 


1. Place one end of calibration rod against stationary head piece of infantometer and 


position rod, lengthwise, down the center of the unit.   


2. Be sure that rod runs completely parallel to the measuring tape on the unit.  


3. Slide the foot piece to the other end of the rod.  The reading indicator of the unit should 


read exactly the length of the rod.  If it does not, contact the manufacturer for adjustment 


instructions.  If the unit is manufactured by Perspective Enterprises and has the model 


#PE-RILB-STND or PE-RILB-BRG2, the following adjustment can be made. 


 


Adjustments 


 


1. Remove calibration rod from unit. 


2. Loosen screws in head piece so head piece will move back and   forth, slightly. 


3. Slide foot piece so that the “READ HERE” mark is on length of rod exactly. 


4. Place rod against foot piece and run lengthwise, down the center of the unit making sure 


it runs parallel to the measuring tape on the unit.  Adjust head piece so that other end of 


rod fits flush against it and tighten the screws in the head piece to secure it. 


 


 


 


If you have any questions regarding any procedure, please contact Perspective Enterprises, Inc. 


by phone at (800) 323-7452, by fax (269) 327-0837 or by e-mail at pepdc@net-link.net. 


 


 



mailto:pepdc@net-link.net
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WIC Nutrition Program 
Authorization to Release or Obtain Information 


We are committed to the privacy of your information. 
Please read this form carefully. 


 
 


 
Child’s Name            
 
                                                                                                   


Date of Birth 


 


 


 


 


  


WIC Clinic  


Parent/Guardian’s Name:  


I give WIC permission to:  release health information   obtain health information 
 
Send my information to:             Receive my information from:  


 
Please complete the following: 
 Hgb/Hct:                               Date:  Lead:                                           Date:                                   


 Height/Length:                                        Date:  Weight:                                       Date:                                   


 If child is unable to be present at WIC appointments, please list reasons: 
 


 
What is the purpose of the release? Please check or write a response. 
 To coordinate or manage child’s care    To be used to determine eligibility for the WIC Nutrition Program  
 Other:  
 
 


Check all current medical conditions that apply: 
  Bronchitis (3 episodes in last 6 months)   Persistent Asthma requiring daily medication 
  Failure to Thrive (specify underlying condition): 
 


  Food Allergies (specify): 


  FAS/FASD   Substance Disorder in Utero (specify): 


  Diabetes:  Type 1    Type 2       Pneumonia (within last 6 months) 
  Low Head Circumference   GI Disorder (specify):   


 
  Other (specify any other conditions which may potentially affect nutrition status): 
 
Provider Signature:                                                                                                                 Date:  
 


 


Name  
_______________________________________________  
Address 
_______________________________________________  
City, State, Zip Code 
_______________________________________________  
Phone                                      Fax No.  
 


Name 
_________________________________________________  
Address 
_________________________________________________  
City, State, Zip Code 
_________________________________________________  
Phone                                        Fax No. 
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Drug/Alcohol (Substance Use Disorder) Referral or Services  Include all my information in the release, or:  
 Include only the specific drug/alcohol records checked: 
             Diagnosis and treatment                          Clinical notes and discharge summaries                                              
             Drug/Alcohol history or summary               Payment or claims information                                          
             Living situation and social supports      Medication, dosages, or supplies                                     
             Lab results       Other:                                


HIV/AIDS Status/Test Results:  Include this information in the release 


Please note: Maine law requires us to tell you of possible effects of releasing HIV/AIDS information.  For example, you may 
receive more complete care if you release this information, but you could experience discrimination if your data is misused. 
DHHS/WIC will protect your HIV data, and all your information, as the law requires. 
Mental Health Information:  Include this information in the release 
 I want to review my mental health/behavioral health record before release. I understand that the review will be supervised. 


Please note:  Maine law allows health care providers and health plans to share this information with other health care 
providers and health plans to coordinate your care (to help take care of you) so long as we make a reasonable effort to 
notify you of the release.  


 
I understand and agree that: 
 
• My health information may be shared in written, spoken and/or electronic format.  
 
• This form will expire one year from the date below unless I revoke (take back) my permission sooner.  
 
• To take back my permission, I will contact the WIC office where I receive services.  I understand that WIC may 


have released information prior to this time with my permission. 
 
• If I take back my permission or refuse to release some or all of my information, my choice could lead to an 


improper diagnosis a n d / or treatment. 
 
• I permit the people and/or offices listed on this form to speak to each other for the purpose(s) on this form. 
 
• Health information from other providers (such as doctors, hospitals, and counselors) in my WIC file is 


included in this release.  
 
• WIC offices will keep my information confidential as required by law. If I choose to share my 


information with others who are not required by law to keep it private, it may no longer be protected 
by federal confidentiality laws. 


 
• If alcohol or drug treatment or program records are included in this release, WIC will include a notice 


saying that such information may not be re-released or shared without my written permission. 
 


I am signing this form voluntarily.  I have the right to a signed copy of this form if I request one. 
 
Date: ___________   Signature    ______________________________________________________________ 
    WIC Participant 
 
Date:   __________   Signature  _________________________________________________________________ 
     WIC Program Representative 
This organization is an equal opportunity provider.                                                                                      
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WIC Nutrition Program 
Authorization to Release or Obtain Information 


We are committed to the privacy of your information. 
Please read this form carefully. 


 


Participant’s Name                                                                                                              Date of Birth 


  


WIC Clinic  


I give WIC permission to:  release my health information   obtain my health information 
 


Send my information to:      Receive my information from: 


Please complete the following:        


 
What is the purpose of the release? Please check or write a response. 
 To coordinate or manage my care    To be used to determine eligibility for the WIC Nutrition Program  
 Other:  


Check all current medical conditions that apply:  
  Depression   Persistent Asthma requiring daily medication 
  Multifetal Gestation   Preeclampsia 
  Fetal Growth Restriction   Hypertension/Prehypertension 
  Diabetes: 
 Type 1    Type 2    Gestational    Prediabetes 


  Eating Disorder (specify):   


  Thyroid Disorder (specify):   
 


  GI Disorder (specify):   


  Hyperemesis Gravidarum   Pneumonia (within last six (6) months) 
  Infectious Disease (specify):  
  Other (specify any other conditions which may potentially affect nutrition status): 
 
Current Prescribed and Over-the-Counter Medications: 
 
Please verify past pregnancy-related conditions below: 
  History of Gestational Diabetes   History of Miscarriage (date[s]): 


 
  History of Preeclampsia   History of Stillbirth or Neonatal Death 
Provider Signature:                                                                                                                 Date:  
 


 


Name  
______________________________________________  
Address 
______________________________________________  
City, State, Zip Code 
______________________________________________  
Phone                                      Fax No. 
 


Name 
_________________________________________________ 
Address 
_________________________________________________ 
City, State, Zip Code 
_________________________________________________ 
Phone                                                  Fax No. 
 


 EDD:                                        
 Hgb/Hct:                                   


 Most recent: Height: ________  Weight: ________   Date Taken: 
 BEDREST: Client is on bedrest and unable to attend WIC appointments. 
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Drug/Alcohol (Substance Use Disorder) Referral or Services  Include all my information in the release, or:  
 Include only the specific drug/alcohol records checked: 
             Diagnosis and treatment                          Clinical notes and discharge summaries                                              
             Drug/Alcohol history or summary               Payment or claims information                                          
             Living situation and social supports      Medication, dosages, or supplies                                     
             Lab results       Other:                                


HIV/AIDS Status/Test Results:  Include this information in the release 


Please note: Maine law requires us to tell you of possible effects of releasing HIV/AIDS information.  For example, you may 
receive more complete care if you release this information, but you could experience discrimination if your data is misused. 
DHHS/WIC will protect your HIV data, and all your information, as the law requires. 
Mental Health Information:  Include this information in the release 
 I want to review my mental health/behavioral health record before release. I understand that the review will be supervised. 


Please note:  Maine law allows health care providers and health plans to share this information with other health care 
providers and health plans to coordinate your care (to help take care of you) so long as we make a reasonable effort to 
notify you of the release.  


 
I understand and agree that: 
 
• My health information may be shared in written, spoken and/or electronic format.  
 
• This form will expire one year from the date below unless I revoke (take back) my permission sooner.  
 
• To take back my permission, I will contact the WIC office where I receive services.  I understand that WIC may 


have released information prior to this time with my permission. 
 
• If I take back my permission or refuse to release some or all of my information, my choice could lead to an 


improper diagnosis a n d / or treatment. 
 
• I permit the people and/or offices listed on this form to speak to each other for the purpose(s) on this form. 
 
• Health information from other providers (such as doctors, hospitals, and counselors) in my WIC file is 


included in this release.  
 
• WIC offices will keep my information confidential as required by law. If I choose to share my 


information with others who are not required by law to keep it private, it may no longer be protected 
by federal confidentiality laws. 


 
• If alcohol or drug treatment or program records are included in this release, WIC will include a notice 


saying that such information may not be re-released or shared without my written permission. 
 


I am signing this form voluntarily.  I have the right to a signed copy of this form if I request one. 
 
Date: ___________   Signature    ______________________________________________________________ 
    WIC Participant 
 
Date:   __________   Signature  _________________________________________________________________ 
     WIC Program Representative 
This organization is an equal opportunity provider.                                                                                      
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Local WIC Agency: 
 
 
 
 
 


 
 


AUTHORIZATION OF RELEASE OF HIV STATUS 
 
I, _________________________________________, give written informed consent to 
                WIC Participant/Authorized Representative 


 
__________________________________________ to disclose my/my child’s HIV status. 
             Health Care Provider 


 
I understand  that this information is being used to determine my/my child’s eligibility for WIC 
benefits. 
 
I understand that information related to my HIV status cannot be further disclosed without my 
written authorization and that all other provisions for confidentiality of test results under Maine 
Law, (5 M.R.S.A., Part 23, Chapter 501, Section 19203) remain in effect. 
 
This release of information is valid for one (1) year from the date entered below. 
 
 
_________________________________________   ______________________ 
WIC Participant’s Name       Date of Birth 


 
 
__________________________________________ ____________________ 
WIC Participant/Authorized Representative’s Signature    Date signed 
 
 
_________________________________________________ 
WIC Representative’s Signature 


 
 








Maine Center for Disease Control and Prevention  
WIC Nutrition Program  


Effective: October 1, 2012                                Policy No. CM-1  
Revised:  October 1, 2019   


No-Show Rate  


Authority  
7 CFR §246.7(b)(5)  


22 MRSA §255 and §1951  


10-144 CMR Chapter 286, §II.H  


Policy  


1. Each Local Agency shall run the Kept vs. Missed Appointments report from the SPIRIT 
application monthly.  


2. Each Local Agency shall attempt to contact participants in order to reschedule a missed 
appointment, giving priority to contacting pregnant women who miss their initial 
appointment.  


3. The Local Agency shall prorate the food package benefits according to guidelines 
established in Policy FD-2, Food Benefit Pick-up and Transaction, when participants 
miss appointments or pick up food instruments late.  


4. Participants who miss an appointment (“no-show”), do not request a new appointment 
and do not participate in the program for 60 days shall be automatically terminated from 
the program by the SPIRIT application.    


5. The recommended no-show or missed appointment rate is 30% or less.   


Procedures  
1. The Local Agency shall attempt to contact, by telephone, text message or mail, any 


applicant or participant who misses an appointment, and inquire if she/he wishes to 
reschedule the appointment.    


1.1 A missed appointment text or message will be automatically sent to participants and 
applicants the day following the missed appointment.  The automatic message will be 
sent to the phone number in the SPIRIT application.  


1.2 If the automatic message delivery is unsuccessful, the local agency shall attempt to 
notify pregnant women who miss their initial appointment by an additional phone call 
or mail within ten (10) days of the missed appointment.  
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1.3 Attempts to contact all other participants or applicants who miss appointments shall 
be done by an additional phone call or mail within fifteen (15) days after the missed 
appointment.  


2. Participants who are terminated from the program as a result of missing or “no-showing” 
may reapply at any time.  


3. Local agencies shall have a process for following up with participants who miss 
appointments.  


3.1 The state agency shall monitor the no show process and rates at the Management 
Evaluation Review (MER).  


3.2 No-show rates shall be reported for the local agency and for each site (main and 
satellite).   


3.3 The no-show or missed appointment rate is calculated as the number of individual 
appointments that are missed in the day divided by the total number of individual 
appointments.  


3.4 Notes should be taken if, during the collection week, there are extenuating 
circumstance that may affect the no-show rate, including but not limited to:  


3.4.1 Inclement weather  


3.4.2 Disasters, natural or man-made  


3.4.3 Unexpected staff shortage, due to illness or vacancies  


3.4.4 Unexpected agency closures  


3.5 Local agency staff shall employ strategies to reduce the number of no show 
appointments for program participants, including but not limited to the following:  


3.5.1 Certification or mid-certification appointments:    


3.5.1.1 Consider offering to provide one month of benefits and an appointment 
the following month  


3.5.2 Nutrition education appointments:    


3.5.2.1 Call authorized representative of low nutrition risk participant(s) and 
provide nutrition education , offer to provide up to three months of 
benefits. 


3.5.2.2 Call authorized representative of high-risk participant(s) to discuss 
nutrition and health concern(s), offer to provide one month of benefits 
with follow up appointment the next month.  


3.5.3 Anthropometric or hemoglobin check appointment:    


3.5.3.1 Call authorized representative, discuss nutrition and health concern(s), 
provide one month of benefits with follow up appointment the next month.   
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Maine Center for Disease Control and Prevention  
WIC Nutrition Program  


Effective: October 1, 2012                                Policy No. CM-2 
Revised:  October 1, 2019  


Caseload Allocation of Services  


Authority  
7 CFR § 246.4(a)(5)(i) and (13); 
22 MRSA §255 and §1951  


Policy  
1. The State Agency allocates caseload by the eight Public Health Districts:  


1.1. District 1—York (York County)  


1.2. District 2—Cumberland (Cumberland County)   


1.3. District 3—Western (Androscoggin, Franklin and Oxford Counties)  


1.4. District 4—Midcoast (Waldo, Lincoln, Knox and Sagadahoc Counties)  


1.5. District 5—Central (Kennebec and Somerset Counties)  


1.6. District 6—Penquis (Penobscot and Piscataquis Counties)  


1.7. District 7—Downeast (Hancock and Washington Counties)  


1.8. District 8—Aroostook (Aroostook County)  


2. Local agencies must select at least one main site location that is central to their 
population.  


3. Local Agencies must ensure established criteria are met when selecting satellite locations  


4. Local Agencies shall maintain caseloads greater than or equal to eighty-five percent 
(85%) of their funded capacity in all clinic locations (main and satellite sites). Failure to 
maintain this caseload may initiate a Local Agency agreement modification.  


5. If it appears that during the course of the program year not all funds will be spent by a 
Local Agency, the State Agency may reallocate funds on the basis of Local Agency 
needs.  


6. Local Agency directors and program managers shall monitor participation rates and 
trends monthly.   


Procedures  
1. The State and Local Agency shall use the following methods to monitor participation 


rates and trends:  


1.1. WIC MIS reports  
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1.2. On-site reviews  


2. As part of the Management and Evaluation Review (MER) process, the State Agency 
shall assess the participation of all clinic locations by comparing current caseload with 
prior year caseload.  


3. Criteria for selecting Local Agency satellite location:  


3.1. Clinic setting is appropriate for participants  


3.2. Clinic is clean  


3.3. Clinic is accessible for all participants  


3.4. Scales are routinely calibrated  


3.5. Handicapped persons have access to WIC services (Americans with Disabilities 
Act compliance)  


3.6. The location of the WIC clinic is centrally located  


3.7. Clinic is a non-smoking facility  


3.8. Location has at least one WIC-approved vendor in community  


3.9. Existing access to working wired or WIFI internet connection with minimum 15 
Mbps  


4. Changes to local agency clinic locations shall be communicated to the State Agency via 
Appendix CM-2-A Proposed LA Clinic Site Description Form.   


5. The Local Agency shall ensure that all satellite clinic locations serve an average of 25 
participants, unless a waiver has been obtained from the State Agency.  


6. If any sites’ caseloads go below 85% of caseload, the State Agency will meet with Local 
Agency staff to discuss the financial feasibility of continuing to operate in that clinic 
location.   


6.1. Methodology for determining funded capacity can be found in Policy FM-5 Local 
Agency Funds Allocation and Budget.  


7. When assessing clinic locations, local agencies shall conduct a needs analysis to 
determine locations that best meet participant needs. Analysis shall include:  


7.1. Assessment of participation by geographic area  


7.2. Hours of operation which meet the needs of eligible families   


7.3. Location of WIC-approved vendors in the selected area  


7.4. Documentation of decision that warrants opening/closing clinic location  


8. The State Agency will make all changes to clinic locations in the WIC application.   


Caseload Allocation and Monitoring (CM)  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                         Policy No. CM-3 


Revised: October 1, 2017 


Community Outreach and Participant Retention 


Authority 


7 CFR §246.4(a)(5)(i-ii), (6), (7), (19-22); §246.7(a) and (b); 


22 MRSA §255 and §1951; 


10-144 CMR Chapter 286, § II.Q 


Policy 


1. Each Local Agency shall develop and implement a community outreach and participant 


retention plan. 


2. The Local Agency community outreach and participant retention plan shall coordinate the 


Maine CDC WIC Nutrition Program with other programs and services that serve potential 


WIC applicants/participants.   


3. Local Agencies may develop their own outreach materials to meet the needs of the 


communities they serve. 


4. The Local Agency community outreach and participant retention plan shall include special 


populations, see Policy CR-7, Special Populations. 


5. The State Agency shall develop general outreach materials for use by local agencies, which 


may be tailored to meet community needs.   


5.1 Any alterations to State developed outreach materials must be approved by the 


State Agency prior to dissemination.  


6. The State Agency shall develop and implement an annual statewide outreach plan, based 


on programmatic needs. 


Procedures 


1. Outreach activities shall include but not be limited to informational posters, brochures, and 


displays in public places, presentations at meetings and clubs, health fairs, and 


advertisements in local newspapers. 


1.1. Local Agency produced brochures or pamphlets do not need to include the CDC 


logo, however, shall include the wording, “This institution is an equal opportunity 


provider.”  
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1.2. If the Local Agency does choose to use the CDC logo on agency developed 


materials, they must be approved by the State Agency prior to dissemination. 


2. Local Agencies shall conduct community engagement activities. 


2.1. Community outreach efforts shall include two areas of concentration chosen by 


the Local Agency. 


2.2. Outreach to community providers serving mothers and children shall be included.  


See Appendix CM-3-A Outreach Targets for a listing of potential community 


providers. 


3. Local Agencies shall conduct participant retention activities. 


3.1. Participant retention efforts shall focus on strategies including such as: 


3.1.1. Messaging to encourage income-eligible families to keep appointments. 


3.1.2. Same day contacts when appointments are missed to set up another 


appointment 


3.1.3. Follow up with authorized representatives who do not respond to missed 


appointment text or phone call message with request to reschedule. 


3.1.4. Follow up with authorized representatives for participants listed on monthly 


termination reports. 


3.1.5. Group sessions that meet needs of participants 


3.1.6. Same day walk-in appointments 


3.1.7. Partner with medical providers to encourage WIC participation at well-child 


visits 


3.1.7.1. Discuss services provided by program with health care provider staff 


3.1.7.2. Provide program materials to health care provider offices 


3.1.8. Partner with staff from other programs to encourage continued WIC 


participation, including but not limited to: 


3.1.8.1. Head Start   


3.1.8.2. Maine Families Home Visiting Program 


3.1.8.3. Public Health Nursing 


3.1.8.4. Summer Feeding Programs 


3.1.8.5. DHHS Office of Family Independence  


3.2. Local Agency Directors shall monitor rates of participation decrease by 


participant category and clinic. 
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4. State and local agencies may use any of the following formats to inform the public about 


program benefits: 


4.1. Newspapers 


4.2. Television 


4.3. Radio 


4.4. Posters 


4.5. Letters 


4.6. Brochures/pamphlets 


4.7. Websites/social media 


4.8. Face-to-face communication 


5. Local Agency community outreach and participant retention plans shall be submitted to the 


State Agency no later than August 31 and as a part of the annual report. 


5.1. The annual report shall provide the Local Agency’s self-evaluation of the 


previous year’s activities. 


5.2. Updates to the community outreach and participant retention plan shall be 


submitted to the State Agency as major changes occur within the community or 


the Local Agency during the federal fiscal year. 


5.3. Local Agency community outreach and participant retention plans will be 


assessed for adequacy and quality of services at Local Agency management 


evaluation reviews (MER). 


5.4. The Local Agency community outreach and participant retention plan along with 


associated activities and outcome measures shall be documented and kept on file 


for three (3) years plus the current year. 


6. The State Agency shall provide technical assistance to Local Agencies in promoting 


collaboration between the Maine CDC WIC Nutrition Program and other community 


service providers. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011                          Policy No. CM-4 


Revised: August 1, 2016   


 


Waiting List Management 


Authority 


7 CFR Part 246.7(e)(4), (f)(1) 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, II.F 1 and 2.   


Policy 


1. Waiting lists shall be initiated only after the State Agency receives Food and Nutrition 


Service (FNS) approval. 


2. Applicants shall be placed on waiting lists based on nutrition risk priority. See Policy No. 


CE-3, Nutrition Risk Determination for further description of the determination of 


nutrition risk priority. 


3. Telephone requests for placement on the waiting list shall not be accepted.  


Procedures 


1. Based on food funds availability, the State Agency shall project the maximum caseload that 


can be served annually.  If the projected caseload is determined to be equal to or less than the 


current participation, the State Agency shall: 


1.1. Determine the number of participants that can be served statewide. 


1.2. Determine the number of participants that can be served at each local agency. 


1.3. Communicate the maximum caseload to each local agency. 


1.4. Request approval to implement a waiting list from FNS. 


2. If projected caseload is greater than current participation, the State Agency shall: 


2.1. Determine the number of participants that can be served statewide. 


2.2. Determine the number of participants that can be served at each local agency. 


2.3. Communicate the maximum caseload to each local agency. 
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2.4. When a local agency approaches their maximum caseload, they shall notify the State 


Agency director or other designated staff member by email and/or phone. 


3. The State Agency shall assess participation at all other local agencies to determine if a 


waiting list is needed. 


4. The State Agency shall request FNS approval to implement a waiting list at the local agency 


level, as needed. 


5. Each applicant must be screened for income, eligibility, and nutrition risk before being added 


to a waiting list.  In no case shall an applicant who requests placement on the waiting list 


after this assessment be denied inclusion. 


6. Applicants shall be assigned to the waiting list beginning with individuals in the lowest 


priority nutrition risk group (Priority 7) currently being served.  Applicants in sequentially 


higher priority nutrition risk groups shall be added to the waiting list as needed to achieve the 


necessary cut in active caseload. 


7. All local agency waiting lists shall contain the following information: 


7.1. Name 


7.2. Address 


7.3. Phone number(s) 


7.4. Date placed on waiting list 


7.5. Category 


7.6. Priority level 


7.7. Nutrition risk 


7.8. Income eligibility status 


8. All applicants who are placed on a waiting list shall be notified in writing within twenty (20) 


days of their visit to the local agency. 


9. Applicants shall be advised in writing of their right to a fair hearing to appeal the local 


agency’s decision to place them on a waiting list (see Appendix OM-17-A Maine CDC WIC 


Program Notification of Appeal Procedure form). 


10. The local agency shall document the notification of fair hearing information in the 


participant’s file. 


11. Participants whose certification period has not expired shall continue to receive WIC food 


benefits until the end of their certification period.  At the end of their current certification 
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period, they will need to be recertified.  At that time they shall be placed on the waiting list if 


they are in a priority group at or below the cut-off for being placed on the waiting list. 


12. Both new applicants and participants needing recertification must be certified in order to 


determine their nutrition risk and to assign their nutrition priority.  Participants needing 


recertification do not take priority over new applicants and both shall be placed on the same 


waiting list. 


13. Local agencies shall provide information on other food assistance programs to applicants 


who are placed on a waiting list. 


14. Once an opening becomes available, local agency staff may schedule an appointment for the 


next person on the waiting list to receive nutrition education and be issued food benefits. 


15. Participants who transfer from another WIC clinic (whether in-state or out of state) with a 


valid Verification of Certification (VOC), and who are still within a certification period shall 


be served until the end of their certification period.  If their certification period has expired, 


they are to be treated as all other applicants for certification. 


16. If additional food funds become available, the number of applicants who can be added to the 


statewide caseload shall be projected by priority group by the State Agency. 


17. The State Agency shall notify local agencies of the number of applicants who can be 


activated by that local agency, by priority group. 


18. Applicants in each priority group shall become active in chronological order of their 


placement on the waiting list. 


19. Waiting lists shall be maintained by the WIC Management Information System (MIS). 


20. Local agencies shall retain records of waiting lists for one year. 
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		Date of submission to State Agency:

		Site Name:												Agency:

		Estimated caseload at start-up:												Estimated caseload after 6 months operation:

		Proposed opening date:



		Description of Proposed Space

		Address:

		Type of facility:

		Approximate square footage:																								 

		Cost to WIC budget:										Rental cost:    								Other cost:

		General description, including arrangement for use of space (temporary, long-term, rental):

		Will anyone else be using this space?  												If yes, at the same time?    

		Specify:



		Is there privacy to determine eligibility?    

		Is there privacy for breastfeeding?  

		Is the site accessible to physically challenged persons?  

		Will check stock and/or printers be stored at this site?    

		If yes, is there a security system?  												Does the door to the site lock?  

		If site is locked, who has the keys to the site?

		Does the site have a restroom?  

		Does the site have a sink easily accessible to staff for hand washing?  

		Does the site have a telephone easily accessible to staff?  

		Will staff have use of a cell phone?

		Is there adequate cell phone reception?

		Is there internet connectivity?

		Is the site safe for small children?

		Is the site smoke-free?

		Is maintenance service adequate?												Who provides maintenance service?

		Is the heating system adequate?

		What are the parking arrangements?

		How many parking spaces are available on average for participants?

		Is there access to public transportation?

		Describe how this site will benefit your program and participants.  Include what is located nearby:





		Proposed Hours of Operation

		Indicate the days and times proposed for this site to be open

		Site				Monday				Tuesday				Wednesday				Thursday				Friday

		Days when clinic is open

		Hours of operation

		Staff member(s) assigned



		Discuss the suitability of these hours to meet the needs of the participants of this area:



Maine CDC WIC Nutrition Program
Proposed Site Description Form
Appendix CM-2-A

Complete one form for each clinic site
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Appendix CM-3-A 


Revised: 08/01/2016 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


 


WIC Outreach Targets - Agencies and Businesses 


 Alcohol/drug counseling and treatment centers 


 Family Planning programs 


 Child abuse counseling centers 


 Health care providers 


 Health and medical organizations 


 Hospitals and outpatient clinics 


 Rural health clinics 


 Pharmacies 


 Department of Health and Human Services offices 


 Welfare and unemployment offices 


 Employment service offices 


 Town offices 


 Social Service agencies – LiHEAP, TANF, Child Protective, etc. 


 Agencies offering services for homeless families and individuals 


 Food banks and soup kitchens 


 Migrant offices 


 Military bases 


 Day care centers 


 Head Start programs 


 Parenting programs 


 Charitable organizations (Salvation Army, Goodwill, Catholic Charities, etc.) 


 Retail stores 


 High school nurses and guidance counselors 


 Migrant and refugee resettlement coordinators 


 Lactation consultants, breast pump rental stations 


 Indian and tribal organizations 


 Faith-based and community organizations in low-income areas 


 Shelters for victims of domestic violence 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                                      Policy No. CR-1 


Revised: October 1, 2017 


Public Notification Requirements and Nondiscrimination Notification 


Authority 


7 CFR §246.4(a)(17); §246.8 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.P.1  


The National Voter Registration Act of 1993 


Policy 


1. All participants/applicants shall be informed of their rights and responsibilities; that they 


are protected against discrimination on the basis of race, color, national origin, sex, age, 


creed, sexual orientation, or disability; and the procedure for filing a complaint. 


2. All clinic sites must display the United States Department of Agriculture (USDA) “And 


Justice for All” poster in a noticeable location. The poster may be downloaded from 


http://www.fns.usda.gov/cr/and-justice-all-posters. 


3. All publicly distributed Maine CDC WIC Nutrition Program materials shall include the 


FNS and DHHS nondiscrimination policy statement and civil rights complaint procedure 


(see Policy CR-4, Civil Rights Complaints Process). 


4. The nondiscrimination statement is not required on nutrition education and breastfeeding 


promotion and support materials that strictly provide a nutrition message with no mention 


of the Maine CDC WIC Nutrition Program. 


5. The Maine CDC WIC Nutrition program shall offer voter registration assistance services 


at Local Agencies. 


Procedures 


1. Local Agencies shall include the following USDA and Maine DHHS nondiscrimination 


policy statement and civil rights complaint procedure on all Local Agency-developed 


materials: 


1.1 USDA 


“In accordance with Federal civil rights law and U.S. Department of Agriculture 


(USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and 


employees, and institutions participating in or administering USDA programs are 


prohibited from discriminating based on race, color, national origin, sex, 
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disability, age, or reprisal or retaliation for prior civil rights activity in any 


program or activity conducted or funded by USDA.   


Persons with disabilities who require alternative means of communication for 


program information (e.g. Braille, large print, audiotape, American Sign 


Language, etc.), should contact the Agency (State or local) where they applied for 


benefits.  Individuals who are deaf, hard of hearing or have speech disabilities 


may contact USDA through the Federal Relay Service at (800) 877-


8339.  Additionally, program information may be made available in languages 


other than English. 


To file a program complaint of discrimination, complete the USDA Program 


Discrimination Complaint Form, (AD-3027) found online at: 


http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or 


write a letter addressed to USDA and provide in the letter all of the information 


requested in the form. To request a copy of the complaint form, call (866) 632-


9992. Submit your completed form or letter to USDA by:  


1. Mail: U.S. Department of Agriculture  


Office of the Assistant Secretary for Civil Rights  


1400 Independence Avenue, SW  


Washington, D.C. 20250-9410;  


2. Fax: (202) 690-7442 or  


3. Email: program.intake@usda.gov 


This institution is an equal opportunity provider.” 


1.2 Maine DHHS: 


The Department of Health and Human Services (“DHHS”) does not discriminate 


on the basis of disability, race, color, sex, gender, sexual orientation, age, national 


origin, religious or political belief, ancestry, familial or marital status, genetic 


information, association, previous assertion of a claim or right, or whistleblower 


activity, in admission or access to, or the operation of its policies, programs, 


services, or activities, or in hiring or employment practices.  This notice is 


provided as required by and in accordance with Title II of the Americans with 


Disabilities Act of 1990 (“ADA”); Title VI of the Civil Rights Act of 1964, as 


amended; Section 504 of the Rehabilitation Act of 1973, as amended; Age 


Discrimination Act of 1975; Title IX of the Education Amendments of 1972; 


Section 1557 of the Affordable Care Act; the Maine Human Rights Act; 


Executive Order Regarding State of Maine Contracts for Services; and all other 


laws and regulations prohibiting such discrimination.  Questions, concerns, 


complaints or requests for additional information regarding the ADA and hiring 


or employment practices may be forwarded to the DHHS ADA/EEO Coordinators 


at 11 State House Station, Augusta, Maine 04333-0011; 207-287-4289 (V); 207-


287-1871(V); or Maine Relay 711 (TTY).  Questions, concerns, complaints or 


requests for additional information regarding the ADA and programs, services, or 



http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf

http://www.ascr.usda.gov/complaint_filing_cust.html

mailto:program.intake@usda.gov





Civil Rights (CR) 


CR-1 Public Notification  3 


activities may be forwarded to the DHHS ADA/Civil Rights Coordinator, at 11 


State House Station, Augusta, Maine 04333-0011; 207-287-5014 (V); Maine 


Relay 711 (TTY); or ADA-CivilRights.DHHS@maine.gov.  Civil rights complaints 


may also be filed with the U.S. Department of Health and Human Services, Office 


of Civil Rights, by phone at 800-368-1019 or 800-537-7697 (TDD); by mail to 


200 Independence Avenue, SW, Room 509, HHS Building, Washington, D.C. 


20201; or electronically at https://ocrportal.hhs.gov/ocr/portal/lobby.jsf. 
Individuals who need auxiliary aids for effective communication in program and 


services of DHHS are invited to make their needs and preferences known to the 


ADA/Civil Rights Coordinator.  This notice is available in alternate formats, upon 


request. 


2. If a material is too small to permit the full statement to be included, the material shall, at 


a minimum, include the statement: “This institution is an equal opportunity provider” in 


print size no smaller than the text. 


3. An imprinted civil rights statement is not required on items such as cups, buttons, 


magnets and pens that identify the ME CDC WIC Nutrition Program, when the size or 


configuration make it impractical.   


4. Radio and television public service announcements require the statement “This institution 


is an equal opportunity provider.” 


5. Any videos and/or public service announcements produced or used by the State or Local 


Agencies shall be closed captioned. Labels and promotional materials shall clearly 


identify the presence of closed captioning. Material already existing as of the date of this 


policy need not be modified to include closed captioning. 



mailto:ADA-CivilRights.DHHS@maine.gov

https://ocrportal.hhs.gov/ocr/portal/lobby.jsf
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                  Policy No. CR-2 


Revised:  August 1, 2014 


Compliance Requirements 


Authority 


7 CFR §246.8(a)(2) 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.P.1 


Policy 


1. The State Agency shall review all Local Agencies for compliance with nondiscrimination 


laws and civil rights regulations. 


2. Local Agencies shall ensure that all clinic facilities are accessible to participants with 


disabilities.  If a site is unable to meet a participant’s accessibility needs, other 


accommodations must be put in place and documented in the participant’s file. 


Procedures 


1. Civil rights reviews of Local Agencies shall be conducted annually as part of the 


Management Evaluation Review (MER) process. 


2. The State Agency shall monitor the following in its civil rights reviews of Local 


Agencies: 


1.1. The Local Agency has corrected all past substantiated civil rights problems or 


noncompliance issues.  


1.2. Case records include information about race/ethnicity. 


1.3. A process for providing civil rights training is the responsibility of the local 


agencies to ensure that all staff have received training. 


1.4. All Local Agency clinic sites display an original copy of the USDA 


nondiscrimination poster, "And Justice For All.” 


1.5. Program information has been provided to applicants, participants, and 


organizations representing underserved populations. 


1.6. The nondiscrimination policy statement and civil rights complaint procedure are 


included on all printed materials such as applications, pamphlets, forms, or any 


other materials distributed to the public.  


1.7. Local Agencies maintain and monitor their Civil Rights Complaint Log, as 


outlined in Policy CR-4, Civil Rights Complaint Process. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                           Policy No. CR-3 


Revised:  August 1, 2016 


Data Collection and Reporting 


Authority 


7 CFR §246.8(a)(3) 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §III.D.9 


OMB Directive 15  


 


Policy 


1. Local Agency staff shall collect and record racial and ethnic participation data in the WIC 


Management Information System (MIS). 


Procedures 


1. Each applicant/participant shall be asked to self-identify by race and ethnic group. 


1.1. The interviewer shall inform the applicant that racial and ethnic data are collected 


for aggregate statistical purposes only and are not used to identify individuals. 


1.2. Applicants shall be asked to self-identify race and ethnicity from the following 


options: 


1.2.1. Ethnicity 


1.2.1.1.Hispanic or Latino:  a person of Cuban, Mexican, Puerto Rican, South or 


Central American, or other Spanish culture or origin, regardless of race.   


1.2.1.2.Not  Hispanic or Latino 


1.2.2. Race 


1.2.2.1.American Indian or Alaska Native:  a person having origins in any of the 


original peoples of North and South America (including Central America), 


and who maintains tribal affiliation or community attachment. 


1.2.2.2.Asian:  a person having origins in any of the original peoples of the Far 


East, Southeast Asia, or the Indian subcontinent. 


1.2.2.3.Black or African American:  a person having origins in any of the original 


black racial groups of Africa. 
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1.2.2.4.Native Hawaiian or Other Pacific Islander:  a person having origins in any 


of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 


1.2.2.5.White:  a person having origins in any of the original peoples of Europe, 


the Middle East, or North Africa. 


1.3. Applicants/participants have the option to refuse to self-identify without penalty. 


1.3.1. When an applicant does not provide self-identified racial and ethnicity data, the 


staff member shall, through visual observation, record the information as 


accurately as possible. 


1.4. Local Agency staff shall not challenge or change race and ethnic information 


provided by applicants. 


2. The State Agency shall ensure the following when collecting civil rights data: 


2.1 All racial/ethnic categories  are collected and reported as part of the Program 


Participant Characteristics report  


2.2 Racial/ethnic data definitions are in accordance with OMB Directive 15 guidance.  


2.3 Participant characteristic data collected for the WIC MIS includes the number of 


persons who are certified to receive WIC benefits  


2.4 Clinic procedures are in place to ensure the data are collected accurately and stored 


securely (See Policy IS-4, Data Security).  


2.5 Data and records are accessible only to authorized personnel, in accordance with 


data release procedures (See Policy OM-16, Confidentiality and Privacy). 


2.6 Data is permanently maintained in the WIC Management Information System. 
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Maine Center for Disease Control and Prevention 
WIC Nutrition Program 


Effective: October 1, 2011 Policy No. CR-4 


Revised:  August 1, 2019 
 


Civil Rights Complaint Process 


Authority 


7 CFR §246.4(a)(17); §246.8(a)(4), (b); and §246.9 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §V.A 
 


Policy 
 
1. Civil rights complaints may be made verbally or in writing, by any applicant/participant who 


believes she/he was discriminated against for any of the following reasons: 


1.1. Disability 


1.2. Race 


1.3. Color 


1.4. Creed (state level) 


1.5. Gender 


1.6. Sexual orientation (state level) 


1.7. Age 


1.8. National origin 


2. The State Agency shall ensure that Maine CDC WIC Nutrition Program applicants and 
participants are informed where and how they may file a complaint of discrimination. 


2.1. All State and Local Agency staff shall be trained in what constitutes a civil rights 
complaint and the procedures that must be followed when such a complaint is 
made. 


2.2. If applicants/participants were not issued program benefits as a result of actions 
that led to a complaint and due to this complaint, fair hearing procedures shall be 
followed as outlined in Policy OM-17, Fair Hearings Procedures. 
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Procedures 


1. Persons seeking to file discrimination complaints may file them either with the U.S. 
Department of Agriculture, Director, Office of Adjudication, 1400 Independence 
Avenue, SW, Washington, DC 20250-9410 or with the State of Maine’s ADA 
Compliance/EEO Coordinator, 11 State House Station, 109 Capitol Street, Augusta, 
ME 04333. 


2. The complaint shall include the name of the agency and/or individual towards which the 
complaint is directed and a description of the alleged violation. Anonymous complaints 
shall be handled like any other complaint. 


3. In the event a complainant makes a verbal allegation and is unable or declines to submit 
the complaint in writing, the person who receives the verbal complaint shall put the 
complaint in writing. The complainant will be asked to supply the following information: 


3.1 Name, address and telephone number of the complainant. 


3.2 The specific location and name of the Local Agency where the incident took 
place, and, if applicable, the name of the person delivering WIC services. 


3.3 Description of the incident or action, including why the complainant believes that 
it was discriminatory. 


3.4 The date(s) during which the alleged discriminatory action occurred. 


3.5 The names, titles, and addresses of persons who may have knowledge of the 
discriminatory action. 


4. Discrimination complaints must be filed within 180 days of the alleged discriminatory 
action. 


5. State and local agency staff shall maintain a log of all civil rights complaints (Appendix 
CR-4-A). 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                           Policy No. CR-5 


Revised:  October 1, 2017 


Civil Rights Training 


Authority 


7 CFR §246.4(a)(17) 


22 MRSA §255 and §1951 


USDA FNS Instruction 113-2, Revision 1 


 


Policy 


1. The State Agency shall make resources available for civil rights training.  


2. All Maine CDC WIC Nutrition Program staff shall receive civil rights training annually. 


3. Local Agencies shall keep records of civil rights trainings and submit records to the State 


Agency annually. 


Procedure 


1. The State Agency shall retain copies of the following materials: 


1.1. FNS Instruction, 113-1 (see Appendix CR-5-E) 


1.2. Title IX, Education Amendments, 7 CFR Part 15a (sex discrimination) 


1.3. Section 504, Rehabilitation Act of 1973, 7 CFR Part 15b 


1.4. Racial/Ethnic data collection policy and reporting requirements 


1.5. Age Discrimination Act of 1975, 45 CFR Part 91 


1.6. Americans with Disabilities Act, 28 CFR Part 35 


1.7. DHHS Litigation & Class Standards (CLAS) 


2. Topics for civil rights training shall include, but are not limited to: 


2.1 Rights and obligations 


2.2 Compliance review requirements  


2.3 Collection and use of racial/ethnic data 
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2.4 Public notification and outreach procedures 


2.5 Complaint procedures 


2.6 Resolution of noncompliance 


2.7 Requirements for reasonable accommodation of persons with disabilities 


2.8 Requirements for language assistance with: 


2.8.1 Conflict resolution 


2.8.2 Customer service 


3. Local Agency directors or their designee(s) shall provide training covering information 


from State Agency and/or FNS memos and updates.  Annual presentations to Local 


Agency staff shall include obligations under civil rights rules, regulations, and 


instructions.   Refer to the following appendices for training materials: 


3.1 Appendix CR-5-A Maine WIC Civil Rights Training (Powerpoint for trainers) 


3.2 Appendix CR-5-B Maine WIC Civil Rights Training Facilitator Guide 


3.3 Appendix CR-5-C Maine WIC Civil Rights Training Trainee Workbook 


3.4 Appendix CR-5-D Maine WIC Civil Rights Training Self–Paced Training 


 


4. The State Agency shall offer the following information to Local Agency directors, to be 


provided to Local Agency staff: 


4.1 Briefing for new employees 


4.2 State Agency and FNS memos and updates 


4.3 Presentations by staff other than WIC Program staff 


4.4 Presentations by or consultation with content area experts as needed 


5. Local Agency staff shall document training hours in the WIC Training log, as discussed 


in Policy OM-13, Training and Continuing Education Requirements for Direct Service 


Staff. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective:  October 1, 2012                           Policy No. CR-6 


Revised:  August 1, 2016 


Language Access  


Authority 


7 CFR §246.8(a) and (c) 


34B MRSA §1218 Maine statutes regarding services to persons who are deaf or hard of hearing 


32 MRSA §1521(5) ASL interpretation 


32 MRSA §1525-A(2) 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.P.3 


Civil Rights Act of 196442 USC §§2000a et seq. 


Americans with Disabilities Act of 1990 (42 USC §§12101 et seq.) 


Rehabilitation Act of 1973 (42 USC §§701 et seq.) 


28 CFR Parts 35 and 42 


FNS Instruction 113-1 


Policy #DHHS-01-03 


Policy 


1. All programs, benefits or services provided by Maine CDC WIC agencies shall be made 


available to all eligible persons regardless of their ability to speak, write and/or 


understand English. 


2. The State Agency shall provide Local Agency staff with interpreter resources for 


providing access to programs and services to persons with limited English proficiency 


and to persons who are deaf or hard of hearing.  These shall include in-person and 


telephone interpreter services, as well as translated material. 


3. Local Agencies shall provide interpreter services at no cost to individuals applying for or 


participating in the Maine CDC WIC Nutrition Program. 


4. The State Agency shall be responsible for costs associated with provision of interpreter 


services.    


5. State and Local Agencies shall mitigate any delay in service delivery due to the need for 


interpreting services. 


6. The State Agency shall regularly evaluate available interpreting services and research 


methods of improvement.  Staff shall be informed of new resources and procedures. 
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7. When possible, the State and Local Agencies shall employ bilingual/multilingual staff 


members who are able to communicate directly in languages used in their catchment 


areas. 


8. Local Agencies shall develop and maintain procedures for how staff shall provide 


interpretive services to applicants/participants 


9. When appropriate, program information is provided in languages other than English (for 


any non-English speaking population which exceeds 5% of the overall area population 


according to census data). 


Procedures 


1. In the event that no written translation of a document is available, the Maine CDC WIC 


State Agency shall ensure that in-person translation or translation by telephone is 


provided in a timely manner. 


2. In the reception areas of all State and Local Agency buildings, WIC shall post and 


maintain signs in various languages, informing the public that interpreter services are 


available at no charge to them. A customizable sign is available in Appendix CR-6-A.  


3. TTY (telephones for the deaf) numbers shall be included in any listing of Agency 


telephone numbers. TTY numbers shall be listed and clearly identified on all letterhead, 


business cards, brochures or fliers, facsimile cover pages, posters, web sites, or similar 


documents or communication tools. 


4. Local agencies shall utilize the Maine Telecommunication Relay Service for deaf/hard of 


hearing applicants/participants.  The voice call number is Maine Relay 711. 


5. If, at initial contact, applicants/participants are non-communicative or exhibit limited 


English skills, the staff member shall consider whether this person may have limited 


English proficiency or may be deaf or hard of hearing. When in doubt, staff shall offer 


appropriate interpreter services to ensure equal access. 


6. If an applicant/participant is determined to be limited English proficient (LEP), or 


deaf/hard of hearing, staff shall inform him/her of his/her right to have language 


interpreter service at no cost, document that the individual is LEP or deaf/hard of hearing 


in the applicant/participant record, and indicate his /her primary language. 


7. Arrangements for an interpreter or translator shall be made using the language bank or 


interpreter services provided and approved by the State Agency. See Appendix CR-A3 


for available options and guidelines.  Local agency staff shall use the following 


guidelines for choosing in-person interpreter versus phone interpreter services for limited 


English proficient (LEP) applicants/participants: 


7.1 In-person interpreters are preferred for the following appointment situations: 


7.1.1 Initial enrollment appointments (individuals/families who have not 


previously received WIC services) 
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7.1.2 Follow-up counseling appointments during the first 6-12 months of 


program enrollment  


7.1.2.1 Assessment for understanding of program rules shall be done at 


each appointment, including benefit redemption 


7.1.2.2 Participants who are assessed to have misunderstandings regarding 


details of program participation may continue to have in-person 


interpreter services arranged until the misunderstandings are 


clearly communicated and assessed to be understood 


7.1.3 High-risk appointments 


7.1.3.1 Medical high risk  


7.1.3.2 High risk breastfeeding dyads 


7.1.4 Loaner breast pump issuance appointments 


7.1.5 Formula change appointments 


7.1.6 Justification for in-person interpreter services shall be documented in the 


participant record. 


7.2 Phone interpreter services shall be utilized for the following appointment 


situations: 


7.2.1 Reapply appointments for families known to have participated in the WIC 


Program in Maine within the past two (2) years 


7.2.2 Walk-in appointments or appointments scheduled on same day 


7.2.3 Participants assessed to clearly understand details of program 


requirements, including benefit redemption procedures 


8. Staff members who are proficient in languages other than English are encouraged to 


communicate directly and provide services to applicants/participants in their preferred 


language, if it is the applicant/participant’s choice. 


8.1 It is prohibited for Local Agency staff to act as an interpreter for another 


counselor.  


9. Emergencies, during which life, health or safety of participants or others may be in 


immediate jeopardy, are sufficient reason for WIC employees to use their best judgment 


and efforts to facilitate communication until such time as qualified interpreters become 


available. 


10. When an individual who is LEP or deaf/hard of hearing declines in-person or telephone 


interpreter service, a person of the participant/applicant’s election may be used as an 


interpreter if the State or Local Agency deems the use of such a person appropriate.  
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10.1 The use of such persons is appropriate only when the WIC staff member 


ascertains that the proposed interpreter is willing and able to provide effective 


communication between the parties.  


10.2 Local Agency staff shall document the name of the person serving as an 


interpreter.  


10.3 A family member or friend shall be utilized as an interpreter only when other 


interpreter services have been offered and refused and both parties have agreed to 


use the family member or friend.   


10.4 The Maine CDC WIC Nutrition Program is not responsible for costs incurred 


when a non-qualified interpreter is selected, or when interpreters have not been 


scheduled in advance by WIC Program staff. 


10.5 WIC staff shall inform an LEP applicant/participant who has declined a WIC-


provided interpreter that s/he has the right to request a WIC-provided interpreter 


at any subsequent time. 


10.6 Should Local Agency staff have reason to believe that an elected interpreter is 


hampering effective communication between Local Agency staff and the 


LEP/deaf or hard of hearing individual, Local Agency staff shall obtain and 


provide another interpreter. 


10.7 Minors shall not be used as interpreters under any circumstance. 


11. All participant records shall document the source of the interpreter used for each 


appointment or communication with participant.   


11.1 If no interpreter was utilized, the applicant’s/participant’s record shall show the 


reason for this decision and document any attempts made to obtain an interpreter. 


12. Local Agencies shall maintain an interpreter log (Appendix CR-6-B) and send to the 


State Agency monthly. 


13. All Local Agency staff members who may be called upon to utilize interpreter services 


shall be trained in New Employee Orientation as well as periodically as training needs are 


identified on the following: 


13.1 The impact of ethnic and cultural differences and effective communication 


13.2 The crucial need for sensitivity and understanding of ethnic and cultural 


differences 


13.3 How to use interpreter services effectively 
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Maine Center for Disease Control and Prevention 
WIC Nutrition Program  


Effective:  October 1, 2012              Policy No.CR-7 
Revised:  October 1, 2019  


Special Populations  


Authority  
7 CFR §246.4(5)i  


Policy  
1. The local agency shall ensure that services are accessible to applicants/participants that 
are considered a special population, which may include, but is not limited to, the following:  


1.1. Migrant workers  


1.2. Refugees  


1.3. Applicants/participants residing in institutions  


1.4. Homeless  


1.5. Non-English speaking or limited English proficiency refugees  


1.6. Native Americans  


1.7. Person with disabilities  


1.8. Geographically isolated locations  


1.9. Island populations  


2. The State and Local Agency’s outreach plan shall include a section on special 
populations.  


  


Procedures  
1. The State Agency and its Local Agencies shall inform potential applicants, service 


organizations, advocacy/minority organizations, and the general public in underserved 
communities of the following information:  


1.1. Availability of program benefits  


1.2. Eligibility criteria for participation  


1.3. Location of local agencies/clinics operating WIC programs and toll-free telephone 
numbers  


1.4. Hours of service of local agencies/clinics operating WIC programs  
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1.5. Rights and responsibilities  


1.6. Nondiscrimination policy  


1.7. Civil rights complaint procedure  


1.8. The Local Agencies shall utilize certification procedures specified in Policy CE-1 for 
any member of a special population who applies for WIC benefits  


2. The outreach plan shall outline what will be done to reach Special Populations (also referred 
to as an Affirmative Action Plan) and must include the following information:  


2.1. A list of all areas and special populations, in priority order based on relative need, 
within the jurisdiction of the Local Agency  


2.2. The Local Agency’s plans to initiate or expand operations  


2.3. In areas most in need of supplemental foods, plans should include:  


2.3.1. Informing local health and social services organizations of the availability and 
benefits of the Program and the availability of technical assistance   


2.3.2. A description of how the Local Agency will take all reasonable actions to 
identify potential community service agencies   


3. Implementation or expansion plans that prioritize the most underserved populations for the 
upcoming year shall include:  


3.1. An estimate of the number of potentially eligible persons in each area  


3.2. A list of the areas currently operating the WIC program and their current 
participation, by participant priority levels   


3.3. Locations that are currently operating CSFP and their current participation  


3.4. Plans to provide program benefits to eligible migrant farmworkers and their families, 
to Native Americans, and to homeless individuals.  


4. The outreach plan shall include a plan to inform the following classes of individuals of the 
availability of program benefits:   


4.1. Pregnant women, with special emphasis on women in the early months of pregnancy  


4.2. Migrants  


4.3. Homeless persons/families  


4.4. Refugee populations  


4.5. Native Americans  


4.6. Individuals whose primary language is not English  


4.7. Substance-abusing individuals  


4.8. Breastfeeding women  
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5. The Local Agency’s nutrition education efforts shall address the specific needs of special 
populations by:   


5.1. Providing nutrition education materials appropriate to population and language needs  


5.2. Provide nutrition counseling guidelines specific to population  


5.3. Arrange for staff training on working with this population  


5.4. Distribute resource materials related to populations   


5.5. Network and coordinate with other local WIC agencies  


6. Outreach materials shall be available in the following languages as resources allow:  


6.1. English  


6.2. Spanish  


6.3. Somali  


6.4. Arabic  


6.5. French  


6.6. Lingala  


6.7. Portuguese 


7. Specific Local Agency outreach and referral efforts designed to provide access to services for 
migrants and their families shall be documented in the Local Agency Annual Report.  


8. The State Agency shall be responsible for costs associated with hiring interpreters and shall 
provide Local Agencies with the identification and code numbers needed to access services 
as specified in the Interpreter Services Guidelines, Appendix CR-7-A.  


9. Local Agencies shall maintain a list of and coordinate outreach efforts with 
persons/organizations serving migrant and other minority populations in their service areas.  
These service providers may include:  


9.1. Head Start  


9.2. Migrant health centers  


9.3. Refugee resettlement programs  


9.4. Public Health Nursing  


9.5. Other DHHS funded community initiatives  


10. Local Agencies shall facilitate service to homeless families/individuals by taking reasonable 
steps to establish that the homeless facility meets the following conditions with respect to 
resident WIC participants:  


10.1. The homeless facility does not accrue financial or in-kind benefit from a person's 
participation in the Program, e.g., by reducing its expenditures for food service 
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because its residents are receiving WIC foods.  Foods provided by the WIC Program 
are not subsumed into a communal food service, but are available exclusively to the 
WIC participant for whom they were issued.  


10.2. The homeless facility places no constraints on the ability of the participant to partake 
of the supplemental foods and nutrition education available under the Program.    


10.2.1. Contact the homeless facility periodically to ensure continued compliance 
with these conditions.    


10.2.2. Request the homeless facility notify the State or Local Agency if it ceases to 
meet any of these conditions.  


11. Migrant farm workers typically are employed in Maine during the summer and early fall crop 
season. Migrant workers frequently remain in the local area for a very short time.  


11.1. It is essential that certification, transfer of eligibility, and receipt of WIC foods are 
received as expeditiously as possible. WIC food instruments must be issued on the 
same day the migrant participant is certified.  


11.2. Local Agencies are required to make special efforts to reach out and serve the migrant 
population. Decisions about clinic hours and service coordination should be made in 
consultation with area migrant program coordinators and other organizations in the 
service area.    


11.3. Special outreach and referral efforts implemented by a Local Agency to provide 
access to services for migrant workers and their families shall be documented in the 
Local Agency agreement.   


11.4. The State Agency is responsible for monitoring migrant services provided by Local 
Agencies.  


11.5. Local Agencies with a significant migrant population must conduct and document 
specific outreach efforts, which ensure the number of migrants enrolled adequately 
represent the migrant population in the service area.    


12. The WIC program shall collaborate with the Children with Special Health Needs Program in 
the following manner:  


12.1. The Children with Special Health Needs program is designed to help families who 
have a child with a chronic, long-term disease or condition that needs subspecialty 
physician treatment and whose condition can be improved by such treatment.  


12.2. A diagnosis does not automatically qualify a child for services.   


12.3. The program will pre-authorize payment for formula or special medical foods under 
certain specific conditions.  Staff should call the Children with Special Health Needs 
Program at 287-5357 or 1-800-698-3624 x5357 to discuss a referral.   


13. The Local Agencies must make every effort to alleviate barriers to WIC services for all 
eligible and potentially eligible individuals during critical times of growth and development.   
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14. The State Agency has an agreement with Indian Township and Pleasant Point Health Centers 
to monitor WIC enrollment for possible dual enrollment.  


15. Micmac, Maliseet and Penobscot tribal organizations are served by Maine CDC WIC Local 
Agencies.   


15.1. WIC Local Agencies are responsible to make every effort to locate and enroll Native 
American participants that are not served by Tribal WIC organizations.  


15.2. The following Indian Tribal organizations exist in Maine:  


Aroostook Band of Micmac Indians   
PO Box 772  
Presque Isle, Maine 04769 207-764-1972  


Houlton Band of Maliseet Indians   
Rt 3 Box 450  
Houlton, Maine 04730 207-532-
4273  


Indian Township Health Center  
PO Box 301  
Princeton, Maine 04668 207-796-2322  


Pleasant Point Health Center  
PO Box 343  
Perry, Maine 04667 207-853-
0644  


Penobscot Indian Nation    
Community Building-Indian Island  
Old Town, Maine 04468  
207-817-7300  


   Services provided by Aroostook County Community Action Program  


  Services provided by Bangor Department of Health and Community Services  
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Equality for All
Civil Rights Training
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Welcome trainees to the “Equality for All” civil rights training. 

This training developed by CA WIC Program, adapted for use in Maine 

Explain the training purpose: 

USDA requires all WIC staff attend civil rights training annually to prevent discrimination

Housekeeping: duration of the training, breaks and cell phones

Instruct trainees to turn to the Agenda and Objectives on  pages 2 and 3 in their workbooks and review. 





2



3

Maine Center for Disease Control and Prevention



Equality for All
Civil Rights Training







Ask trainees to call out:

What does the term “civil rights” mean? (everyone treated equally)

What are some civil rights you have?

Explain: Our society was built on rights for the people and by the people.  The Declaration of Independence mentions “inalienable rights.” We have constitutional, and we have civil rights.  Civil rights are the rights of individuals to be treated equally.  All civil rights categories must be honored and protected to ensure all people are treated fairly.
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Ethnicity 

and Race



4

Maine Center for Disease Control and Prevention







What comes to mind when you hear the terms ethnicity and race? 
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Ethnicity

Groups with Common Ancestry
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Explain: Ethnicity is socially defined.  Ethnic groups share a common ancestry.  



They may share: (next slide)
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Ethnicity

Common Culture
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Alaskan Dude's 



stevendepolo's



stevendepolo's





Culture

Genealogy (family tree)

Family History

Homeland (country of origin)

Cultural heritage

Cuisine

Clothing styles

 







1<a href="http://www.flickr.com/photos/72213316@N00/3334030967/" title="Sudarushka group shot by Alaskan Dude, on Flickr"><img src="http://farm4.staticflickr.com/3598/3334030967_54a7da9b9f.jpg" width="500" height="404" alt="Sudarushka group shot"></a>

2<iframe src="https://www.flickr.com/photos/stevendepolo/3239829063/player/d3345b53cd" height="334" width="500"  frameborder="0" allowfullscreen webkitallowfullscreen mozallowfullscreen oallowfullscreen msallowfullscreen></iframe>

3<a href="http://www.flickr.com/photos/stevendepolo/3276038096/" title="Indian Dance Ethnic Heritage Festival 42 by stevendepolo, on Flickr"><img src="http://farm4.staticflickr.com/3381/3276038096_d0bbe02780_m.jpg" width="240" height="160" alt="Indian Dance Ethnic Heritage Festival 42"></a>>
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Ethnicity

Religion
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Religion, mythology, or ritual  





<a href="http://www.flickr.com/photos/mckaysavage/6582764551/" title="Laos - Luang Prabang 100 - evening prayer at Wat Xieng Thong by mckaysavage, on Flickr"><img src="http://farm8.staticflickr.com/7171/6582764551_22235e327c.jpg" width="500" height="333" alt="Laos - Luang Prabang 100 - evening prayer at Wat Xieng Thong"></a>
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Ethnicity

Language
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Language or dialect

8



Race

Biological Origins
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Explain:  Race is based on someone’s biological origins and refers to a person’s physical appearance including skin color, eye color, hair color, bone structure, and facial type. 

Emphasize:

Hispanic or Latino is a culture, not a race. 

In prior years a significant number of participants were classified as Native American, many whom were actually Hispanic or Latino.

Ethnicity choice for WIC was created to more accurately represent the Hispanic and Latino population.

Activity 1: Ethnicity and Race  Page (4)

Instruct trainees to read the instructions for Activity 1 in their workbooks and share with their table group which ethnicity and race(s) they would choose for themselves and why.

Debrief: Invite trainee(s) to share what they chose with the larger group. 

Explain that ethnicity and race questions:

Are for data collection purposes only

May not be the same descriptions participants would choose for themselves







<a href="http://www.flickr.com/photos/eneas/454903080/" title="Close Your Eyes. Open Your Heart by Eneas, on Flickr"><img src="http://farm1.staticflickr.com/223/454903080_777de302d1.jpg" width="500" height="249" alt="Close Your Eyes. Open Your Heart"></a>







9



Data Collection
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Ask:  Why does WIC collect Ethnicity and Race data? 



Debrief:

All USDA funded programs are required to collect this data.

Data is used to determine how well WIC is reaching potential eligible persons.

Data helps identify areas where additional outreach is needed.
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American Indian/Alaska Native





Asian





Black or African American





Native Hawaiian or Other Pacific Islander





White





Data Collection
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Explain: USDA requires WIC to tell every participant:

The collection of the information is strictly for statistical reporting requirements, and

Has no effect on the determination of their eligibility for WIC benefits.

 

If a participant asks how the data is used, you may explain: 

The information is used by USDA to determine how effectively WIC is reaching minority groups, and to identify where additional outreach is needed.
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Protected Categories
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Federal 

State 









Say:  The protected categories are mandated by State and Federal Laws
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Both state and federal WIC protected Civil Rights categories are listed in Rights & Responsibilities on pg. 3 of the WIC participant booklet
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WIC Protected Categories
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State

Disability

Race

Color

Creed

Gender

Sexual Orientation

Age

National Origin

Federal

Race

Color

National origin

Sex

Disability

Age

Reprisal





Say:  Here is a list of the state and federal protected categories. 

Read: categories out loud.



Ask trainees:  Are there any categories you were not aware of?

Activity 2:  WIC Protected Classes

Instruct trainees to turn to page 5 in their workbooks and complete the matching exercise.  They may work alone, in pairs , or table groups.

Debrief:  Answers to matching exercise.

Activity 3:  

Ask:  trainees to turn to page 6-7 and review the definitions and the examples of each class.   They can use this page for a reference.   Discuss with a partner what protected class you found interesting



Read aloud the following story, or tell a personal story in your own words: 



Imagine you are in a bank applying for a loan and you notice the loan officer is staring at you.  After collecting your loan information, she excuses herself to discuss your application with her supervisor.  You overhear the loan officer  mentioning to her supervisor that you don’t look like the type of person who would repay a loan.  The loan officer returns and informs you that you do not qualify for the loan and your application has been denied.

Debrief:  Ask Trainees what they thought of the story

Ask trainees how that would make them feel.
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Stereotyping
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Stereotype is “a preconceived or oversimplified generalization involving beliefs about a particular group.”

Its what we think about a group of people (e.g. all police officers eat donuts or all women are bad drivers)

Stereotypes:

Can be negative or *positive

Do not consider individual characteristics

Based on what we hear, read, or believe

Based on how someone supposedly thinks or behaves.

 *Example of a positive  stereotype: "All breastfeeding mothers are caring and nurturing“



http://www.freeimages.com/photo/1344035
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Prejudice
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Prejudice is “a rigid unfavorable judgment or opinion formed beforehand without knowledge or examination of the facts.”

 

Prejudice is often:

A pre-judgment.

Not factual (ignorance based)

Can be based on race, gender, nationality, social class, disability



http://quotes.lifehack.org/media/quotes/quote-E.-B.-White-prejudice-is-a-great-time-saver-you-125328.png
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Discrimination
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Discrimination is “the act of treating people differently due to our prejudices.”  This is our behavior toward an individual group

 

Discrimination: 

Involves associating individuals to a group we’ve assigned them to

Usually includes:



keeping people out of activities/places

treating people with less respect

denying people certain things 

Not providing the same opportunities to everyone, e.g. training and career opportunities

Discrimination is illegal!



Activity 4: Discrimination Concepts

Instruct trainees to turn to  page 8  in their workbooks.  Have them work in their groups or alone and answer each question.

Debrief: Have trainees share their answers with the larger group. Correct answers as needed.



Karen Read:  “Brown Eyes, Blue Eyes”  debrief with large group. (Include in facilitators guide) optional

Instruct trainees to turn to Activity 5 pages 9-10 in their workbooks.  Have them work in their groups and answer questions about their assigned scenarios.



http://www.freeimages.com/photo/1159994
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Americans with Disabilities Act

(ADA)
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Instruct trainees to refer to Activity 6 on page 11 ( ADA and LEP) in their workbooks.

Ask for a volunteer to read the top half under ADA.

Instruct the group to call out ways their agency provides reasonable accommodation for participants with disabilities.

Probe for:

Parking lots (disabled spaces)

Entrances/exits and halls (ramps)

Elevators and rest rooms
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Limited English Proficiency

(LEP)
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LEP

3. Ask for a volunteer to read the bottom half of the ADA and LEP Overview. Bottom of page 11

4. Ask the group to call out ways their agency provides reasonable accommodation for participants with LEP.

 Probe for:

interpreters

written materials in different languages

 Mention:

Service provisions for LEP participants may depend on the number and frequency of LEP participants served.

Volunteers or children may be used if they are competent enough to understand and interpret English.

A shortage of resources does not eliminate the LEP requirement.

Debrief: Ask trainees to call out ways their agency might discriminate against a WIC applicant with a disability.  participant based on a disability or LEP.

 Probe for:

segregation (separation)

different waiting times

facilities or services not accessible to people with disabilities

failing to advise a LEP participant that an interpreter will be provided free of charge

requiring a person with LEP to bring their own interpreter

treating people with disabilities differently from other participants

operating a WIC site in an area that is not accessible to people in certain groups (no public transportation)

providing different WIC benefits to individuals based on their membership in a protected class

requesting extra verification or documentation from people based on membership in a protected class

 Ask trainees what questions they have about ADA and LEP.





https://arabinformationcenterithaca.wordpress.com/arabic-child-rearing/
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Customer Service

“Treat others the way you would want to be treated”
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Activity 8: Customer Service

Ask trainees to turn to Activity 8 on page 13 in their workbooks.  Have a volunteer read the scenario as trainees follow along.

 

Ask trainees:

Does this sound familiar?

How many of you have been in a similar situation?

How may a participant get the impression she is being discriminated against?

How can a situation end up as a complaint if not handled correctly?

 

Instruct trainees to answer the questions in table groups.

 

Debrief: Ask trainees to select one spokesperson from each table group and share their answers with the larger group.

 

Ask trainees to provide one example of how someone helped resolve a similar situation at WIC and prevented a discrimination complaint.

 

Explain that often we can prevent conflict from occurring by providing excellent customer service to our participants during individual consultations, group education, front desk contact, phone calls, and language on signage and outreach materials. 

 

Freeimages.comhttp://www.freeimages.com/photo/499019
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Great Service 

Minimizes Conflict
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    “I do not like this person. I must get to know him better.”



		Abraham Lincoln	







Ask:  trainees what this quote means to them.



Probe: for situations where the initial contact with a person may have been an unfavorable experience.

http://www.freeimages.com/photo/457763
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Conflict Resolution
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	Conflicts can happen…



Be Prepared! 	







Review Handout: “In Times of Conflict” page 14

Ask: trainees what methods they have found difficult to do?

Emphasize the need to:

Be safe

Call 911 if needed (better safe than sorry)

Trust your instincts
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Complaints

What are the Local Agency responsibilities?
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Ask trainees to consider what their WIC agency should do if a participant or applicant felt they were being discriminated against?

 

Activity 9: Discrimination Complaint Process

Instruct Trainees to turn to Activity 9 beginning on page 15 in their workbooks.  Briefly review the Discrimination Complaint Process. 

Ask for a volunteer(s) to read the Complaint Procedures Overview on page 16 and discuss as a group.

 

Ensure trainees know they must protect the individual’s confidentiality.  Details of the complaint should only be shared among:

WIC supervisors

the person filing the complaint

State WIC Civil Rights Coordinator

Staff involved in the incident

 

Ask what questions they have about the discrimination complaint process. 



http://www.freeimages.com/photo/680529
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Public Notification
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Public Notification

Explain: Federal law requires WIC programs to inform potential WIC applicants or participants about:

program availability

rights and responsibilities

nondiscrimination policy

complaint procedures
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And Justice for All posters
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Ask trainees to call out where the “And Justice for All” posters should be posted in their WIC sites. 

 

Debrief: USDA requires that posters are placed where easily visible.  Agencies should check their “And Justice for All” posters to ensure they are posting the correct version (475A—December 2015)



Agencies must post 

“And Justice for All” poster where easily visible and use version AD-475A Revised December 2015.



Refer trainees to appendix II on page 18 in their workbooks for instructions on downloading the “And Justice for All “ posters.
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Public Notification

Nondiscrimination Statement – Full Text
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 



Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English. 



To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html , and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: 



mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 Independence Avenue, SW Washington, D.C. 20250-9410; 

fax: (202) 690-7442; or 

email: program.intake@usda.gov. 



This institution is an equal opportunity provider.

Maine Center for Disease Control and Prevention
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Public Notification

Nondiscrimination Statement – Short Statement
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Short statement: 

This institution is an equal opportunity provider. 

Maine Center for Disease Control and Prevention
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Monitoring Visits
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Compliance Reviews

Explain: When State WIC conducts a program evaluation, they check to ensure: 

WIC clinics are complying with civil rights laws and regulations.

Staff attends annual civil rights training.

 

Resolution of Non-Compliance

Explain: If State WIC finds that a local agency has not complied with WIC civil rights laws and regulations:

The agency must develop a corrective action plan to resolve the errors.

State WIC will follow-up to ensure the errors have been corrected.

 

Ask trainees what questions they have about public notification, compliance review, and resolution of non-compliance.



https://www.mycallfinder.com/blog/2014/10/financial-importance-call-monitoring-tcpa-compliance/
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29





Read aloud: The Museum of Tolerance in Los Angeles welcomes its visitors in a unique and compelling way.  Visitors must wait in the lobby until invited into the museum by a tour guide.  The guide points out there are only two doors to enter the museum.  One door is marked “prejudiced” and the other door is marked “unprejudiced”.  Visitors are instructed to enter the door that most represents them.  Almost always, the door marked “unprejudiced” is selected.  The brave visitor who is first to try the door is unable to turn the knob.  Much to everyone’s surprise, the “unprejudiced” door is locked.  The only way to enter the museum is through the door marked “prejudiced.”

29





Presenter’s Name 

Title

Contact Information
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 Questions?



Maine Department of Health and Human Services

Center for Disease Control and Prevention
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011                           Policy No. BF-1 


Revised: August 1, 2016 


Creating a Breastfeeding-Friendly Environment 


Authority 


7 CFR §246.11(c)(2-3, 7), (e)(1) 


22 MRSA §255 and §951 


10-144 CMR Chapter 286, §II.J4-6 


Policy 


1. Local Agencies shall take proactive measures to establish a breastfeeding-friendly 


environment for WIC participants and staff in all main sites and, where practical, in 


satellite sites. 


2. All participants shall feel comfortable asking questions about breastfeeding and women 


shall feel comfortable breastfeeding their infant in the clinic. 


Procedure  


1. Education materials available to participants shall portray breastfeeding as the preferred 


infant feeding method in a manner that is culturally and aesthetically appropriate to the 


population groups being served. 


1.1 All printed and audiovisual materials shall be free of formula product names 


(except for materials used to educate participants on the use of “sole source” 


formula).  


1.2 Office supplies (e.g. cups, pens, note-pads, posters etc.) shall be free of formula 


product names.  


2. The visibility of infant formula and bottle feeding equipment shall be minimized.  


2.1 Bottle/formula wording and images shall be limited to individual instruction, as 


appropriate.  


2.2 Formula and formula boxes shall be stored out of view of the participants.  


2.3 Baby bottles and nipples shall be stored out of view of participants.  
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2.4 Staff shall not accept free formula from formula manufacturer representatives 


while at work.  


3.  The clinic environment shall make women feel comfortable breastfeeding their infants in 


any part of the clinic.  


4. Women shall be welcome to breastfeed while in the clinic. Local Agencies should attempt 


to provide the following, if possible: 


4.1 An area away from the entrance, such as a private room 


4.2 A comfortable chair with arms 


4.3 A private room with an electrical outlet for mothers with electric pumps. 


5. The clinic shall post signs and/or posters endorsing breastfeeding in prominent areas.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                           Policy No. BF-2 


Revised: August 1, 2015 


 


Breastfeeding Promotion and Support Activities 


Authority 


7 CFR §246.11(c)(2), (7) 


22 MRSA §255 and §1951 


Policy 


1. All staff shall be educated on how to present to clients a positive attitude about 


breastfeeding. 


2. Staff shall encourage and support women to breastfeed their infants. 


3. The Local Agency director shall ensure that all nutrition staff has access to accurate, up- 


to-date information to effectively promote and support breastfeeding. 


Procedures 


1. All Local Agency WIC staff shall demonstrate a positive attitude toward breastfeeding.  


This demonstration of positive attitude may include but is not limited to:  


1.1 Appropriate words of encouragement for all women.  


1.2 Avoiding overt or subtle endorsements of formula.  


1.3 Appropriate issuance of supplemental formula and maternal food benefits. 


1.4 Appropriate referrals to health professionals (e.g. IBCLC’s, dietitians, physicians, 


etc.)  


2. Each Local Agency shall ensure that participants receive complete and accurate 


information regarding breastfeeding by: 


2.1 Discussing breastfeeding at all prenatal appointments.  


2.2 Assessing participants’ knowledge, concerns and attitudes related to breastfeeding 


at the earliest opportunity in the prenatal period. 


2.3 Individualizing support to all breastfeeding women. 


2.4 Distributing accurate, unbiased breastfeeding educational materials.  
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2.5 Providing referrals to lactation consultants, home visiting programs and local La 


Leche League chapters.  


2.5.1 Local agencies will refer breastfeeding dyads in need of additional 


breastfeeding support to local agency or contracted IBCLC for assessment 


and follow-up.  


2.5.2 Breastfeeding dyads in need of additional support will be tracked on the 


IBCLC Referral Log (Appendix BF-2-A).  


2.6 Prescribing supplemental formula only after completing a thorough nutrition 


assessment that identifies need, and providing counseling to the mother. 


2.6.1 Counseling should include the risk of supplementation on breast milk 


production. 


2.6.2 Issuing the smallest amount of supplemental formula that meets the 


infant’s assessed needs to minimize the possibility of replacing breast 


milk.  
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011                           Policy No. BF-3 


Revised: August 1, 2016 


Breastfeeding Coordinator Responsibilities 


Authority 


7 CFR § 246.11(c)(7)(ii-iv) 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.J.8 


Policy 


1. A Breastfeeding Coordinator shall be assigned at each Local Agency to ensure 


breastfeeding promotion and support activities.   


2. Qualifications for Local Agency Breastfeeding Coordinators shall include having a 


degree in Nutrition, Public Health, Health Care Education, Nursing, or a related field; and 


for Local Agencies with a caseload > 3,000 possession of IBCLC credential required, for 


Local Agencies with a caseload < 3,000 CLC credential required, although IBCLC is 


preferred. 


Procedures 


1. Responsibilities of the Breastfeeding Coordinator shall include but are not limited to: 


1.1 Approve or oversee the approval of electric breast pump rentals by the Local 


Agency.  


1.2 Local Agency Breastfeeding Coordinator or designees shall maintain up-to-date 


records (e.g. spreadsheet) of breast pump rentals from outside vendors and 


maintain records on breast pump rentals and returns, updating the State Agency 


monthly via fax. 


1.3 Local Agency Breastfeeding Coordinators or designee shall maintain up-to-date 


records (e.g. spreadsheet) of breast pump loans from their local WIC office and 


maintain records on breast pump loans and returns. 


1.4 Demonstrate knowledge of the items available for breastfeeding moms such as 


types of pumps, different sized flanges and Supplemental Nursing Systems (SNS).  


1.5 Provide in-service training to Local Agency staff, at least annually, to update 


breastfeeding knowledge and skills and assess progress on breastfeeding goals.  
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1.6 Participate in the local breastfeeding coalition (if one exists in the agency’s public 


health district) and/or the Maine State Breastfeeding Coalition or appoint a Local 


Agency representative.  


1.7 Participate in the Breastfeeding Coordinator meetings or designate an alternate.  


1.8 Maintain updated resources for solving lactation problems.  


1.9 Coordinate the dissemination of breastfeeding information, support messages, and 


educational materials to prenatal and breastfeeding women enrolled at the Local 


Agency.  


1.10 Ensure that issuance of supplemental formula occurs only after completing a 


thorough nutrition assessment which identifies need, and provision of counseling 


to the mother including the adverse consequences of formula supplementation on 


breast milk production.  


1.11 Assure that all breastfeeding participants receive follow-up, as appropriate.  


1.11.1 Integrate breastfeeding promotion and support efforts with those of the 


woman’s other health care providers and community efforts. 


1.11.2 Submit planned activities for World Breastfeeding Week to the State 


Breastfeeding Coordinator and Promote World Breastfeeding Week 


throughout the clinic. World Breastfeeding Week historically has occurred 


the first week of August. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                           Policy No. BF-4 


Revised: August 1, 2014 


Prenatal and Breastfeeding Contacts 


Authority 


7 CFR §246.11(c)(7)(iv) and (e) 


22 MRSA §255 and §1951 


Policy 


1. Each Local Agency shall ensure that participants receive complete and accurate 


information regarding breastfeeding. 


2. Women who make the infant feeding decision to use formula shall receive support in 


their decision, and receive complete and accurate information regarding the proper 


preparation, use, and storage of formula. 


3. Local Agency staff shall encourage all prenatal participants to breastfeed, unless 


medically contraindicated, by:  


3.1. Providing complete and accurate information regarding breastfeeding benefits and 


techniques. 


3.2. Providing breastfeeding messages to all prenatal women. 


3.3. Providing follow-up breastfeeding contact to prenatal women who are interested 


in or undecided about breastfeeding. 


4. Local Agency staff shall assist participants in successfully breastfeeding.  Problems and 


concerns shall be addressed quickly to help the mother maintain breastfeeding. 


5. Local Agency staff shall provide referrals to lactation consultants if the participant is 


experiencing problems beyond the skill level of the counselor. 


Procedures 


1. At appointments throughout a pregnant woman’s certification period, nutrition staff shall 


complete a breastfeeding assessment by collecting key information, following Value-


Enhanced Nutrition Assessment (VENA) guidelines as follows:  


1.1 Eliciting the pregnant participant’s attitudes, concerns, and knowledge related to 


breastfeeding. 
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1.2 Acknowledging the participant’s concerns and what she has reported including 


any previous breastfeeding experiences she has had.  


1.3 Providing applicable breastfeeding education focused on desired health outcomes, 


and closing on a positive note. 


2. The following content shall be assessed, and prioritized with subsequent individually 


tailored education being provided in a VENA participant-centered approach during 


contacts:  


2.1 Encouragement to breastfeed  


2.2 Benefits of breastfeeding for mother and infant 


2.3 Basics of breastfeeding including the principles of breast milk production  


2.4 Common breastfeeding concerns 


2.5 Information about the Breastfeeding Peer Counselor Program, if applicable 


2.6 Anticipatory guidance/avoiding problems covering: 


2.6.1 Lactation support at the hospital 


2.6.2 Home visiting program assistance 


2.6.3 Early breastfeeding (immediately after delivery) 


2.6.4 Frequent breastfeeds (8-12 times/day) 


2.6.5 Rooming-in 


2.6.6 Avoiding artificial nipples (bottles and pacifiers) 


3. At all prenatal contacts, breastfeeding education shall be provided and verbal messages 


about breastfeeding shall be reinforced with appropriate education materials.   


3.1 In an effort to increase breastfeeding duration, education should reinforce the 


above information as well as focus on individual breastfeeding planning to meet 


the participant’s circumstances.  


3.2 Additional information may be provided on other topics such as embarrassment 


and breastfeeding after returning to work or school.  


4. Local Agency staff shall attempt to schedule a combined postpartum/infant certification 


and breastfeeding support appointment as soon as possible after delivery.  


4.1 A post-delivery call, coupled with the prenatal contact, is very effective in 


increasing the duration of breastfeeding. 


5. Local Agency staff shall focus discussion at the certification/ breastfeeding appointment on 


the participant’s areas of concern and provide anticipatory guidance. The following content 


shall be covered in this class/individual contact:  
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5.1 Support/encouragement to continue breastfeeding  


5.2 Problem solving 


5.3 Anticipatory guidance for breastfeeding  


5.4 Adequate milk supply  


5.5 Growth spurts/feeding problems  


5.6 Working/school and breastfeeding  


5.7 Feeding cues  


6. Breastfeeding dyads may be assessed to be at nutrition risk based on one another.  


6.1 A breastfeeding woman is determined to be at nutrition risk if linked to a 


breastfeeding infant.   


6.2 A breastfed infant is determined to be at nutrition risk if linked to a breastfeeding 


woman.  


6.3 The mother-infant dyad risks are not sufficient alone (601, 702).  A full nutrition 


assessment must be completed for both a breastfeeding woman and her infant and 


other nutrition risk(s) assigned as appropriate.  


7. Local Agency staff shall praise exclusively breastfeeding participants and highlight the 


enhanced food benefits they will receive to support their breastfeeding efforts. 


8. Local Agency staff shall provide anticipatory guidance for returning to work or school in 


order to ensure continued breastfeeding success. 


8.1 Discussions shall include a review of the participant’s expected work schedule 


and options of reverse nursing, hand expression, manual pumps and electric 


pumps to encourage continued exclusive breastfeeding. 


8.2 The availability of space for both pumping and storage of breast milk at work 


shall also be discussed. Lack of breast pumps may be a barrier to successful 


breastfeeding for some mothers. 


9. If a participant or a health care provider insists on supplementing with formula, staff shall 


encourage a slow introduction and watch for any signs of intolerance. 


9.1 Information on proper preparation and storage of formula shall be provided. 


9.2 The participant shall be praised for any breast milk she is able to provide to her 


infant(s). 


10. Breastfeeding participants shall be referred to the Breastfeeding Peer Counselor/Mom to 


Mom Program for breastfeeding support and resources, if applicable. 
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11. Supplemental formula will be provided only when specifically requested by the mother of 


the breastfed infant or prescribed by the health care provider.  


11.1 If a mother requests formula, the nutrition counselor must individually assess her 


situation and discuss possible options to continue exclusive breastfeeding (e.g. use 


pump, alter feeding schedule, etc.) as a researched and evidence-based preferred 


option.  


11.2 To be considered in partially breastfed status, Local Agencies shall follow the 


maximum supplemental formula issuance amounts. 


11.2.1 A maximum of one can of powdered formula may be provided in the first 


month after delivery. 


11.2.2 After the first month of life, a mother wishing to receive supplemental 


formula may be issued up to half the amount provided to the same age 


fully formula fed infant. 


11.3 The use of supplemental formula for breastfeeding infants shall meet 


individualized needs by providing only the amount of formula that the infant is 


consuming at the time of benefit issuance. 


11.3.1 All breastfeeding women shall receive information about the potential 


impact of formula on lactation before additional formula benefits are 


given.  Counseling and appropriate educational materials must be provided 


to women requesting formula. 


11.4 If a mother requests formula, she shall be encouraged to supplement with iron-


fortified powder rather than concentrated or ready to feed.  


11.5 Formula benefits shall not be issued to exclusively breastfed infants.  


12. Nutrition staff shall plan and provide breastfeeding education and follow-up appointments 


according to the needs of the participant.  Monthly follow-up appointments may be 


considered for: 


12.1 New mothers 


12.2 Mothers with breastfeeding concerns or problems 


12.3 Mothers in the process of weaning 


12.4 Mothers returning to work or school in the near future 


13. All prenatal and postpartum breastfeeding contacts shall be documented in the participant’s 


electronic record. 








Breastfeeding Promotion and Support (BF) 


BF-5 Breastfeeding Food Packages  1 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                           Policy No. BF-5 


Revised: October 1, 2018  


Breastfeeding Food Packages  


Authority 


7 CFR §246.7(e)(iii) and§246.10(e)  


22 MRSA §255 and §1951 


 CFR Part 246; Federal Register, Vol. 79, No 42, published March 4, 2014 


 


Policy 


1. The prescription and issuance of food packages for breastfeeding women and infants 


shall encourage and support breastfeeding. 


2. All breastfeeding women and their infants shall receive a thorough nutrition assessment 


to identify nutrition needs and tailor food benefits. 


3. If supplemental formula is requested, the smallest amount needed shall be issued.  


Procedures 


1. Local Agency staff shall issue supplemental formula only after a thorough nutrition 


assessment has been completed, as there may be cases where a breastfeeding mother is 


unable to provide enough breast milk to meet her infant’s needs. 


1.1 A supplemental formula package shall consist of powdered formula only.  


1.2 The participant shall be provided with appropriate counseling and education on 


proper mixing and storage of formula.  


1.3 Staff shall issue powdered formula in amounts that meet but do not exceed 


amounts consistently used, based on nutrition assessment, in order to minimize 


the possibility of undermining the mother’s breastfeeding efforts. 


 


1.4 Staff shall assess the lowest amount of formula needed based on the ounces/day 


and days/month, to determine appropriate food package. 


1.4.1 Calculate the number of cans needed per month by using the reconstituted 


ounces per can of powdered formula.  If a mother is unsure how many 


feedings need to be supplemented, the local agency staff member may: 


1.4.1.1 Issue up to two cans of powdered formula; 
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1.4.1.2 Inform the mother she may call to request more powdered 


formula if necessary 


1.4.2 Examples include: 


1.4.2.1 A mom supplements her 4-month-old with 17 ounces of formula 2 days 


a week on a consistent basis, since she has gone back to work part time: 


1.4.2.1.1 Baby is supplemented with approximately 34 ounces per week, or 


136 ounces per month 


1.4.2.1.2 Maximum issuance of reconstituted formula for a 4-month-old 


partially breastfed infant is 522 ounces per month; 


1.4.2.1.3 Baby may be categorized as “Partially Breastfed” and 2 cans of 


powdered standard formula may be issued for this baby each 


month. 


1.4.2.2 A mom supplements her 1 month old with 4 ounces of formula “when 


we go out to eat—maybe once a month, but we don’t go out every 


month”: 


1.4.2.2.1 Since supplementation is not consistent, staff may recommend that 


mom purchase her own formula for the very occasional need she 


has, and leave baby categorized as “Fully Breastfed”, since she is 


supplementing so infrequently. 


1.4.2.3 A mom supplements her 2-month-old with 24 ounces of formula every 


other week when she does work for her family’s business doing 


bookkeeping: 


1.4.2.3.1 Baby is supplemented with approximately 48 ounces per month; 


1.4.2.3.2 Maximum issuance of reconstituted formula for a 2-month-old 


partially breastfed infant is 435 ounces per month; 


1.4.2.3.3 Baby may be categorized as “Partially Breastfed” and provided 


with one can of powdered standard formula each month. 


1.4.2.4 A mom supplements her 6-month-old with 20 ounces of formula a day, 5 


days per week while she is at work: 


1.4.2.4.1 Baby is consistently supplemented with 100 ounces per week, or 


approximately 400 ounces per month; 


1.4.2.4.2 Maximum issuance of powdered formula for a 6-month-old 


partially breastfed infant is 384 ounces per month; 


1.4.2.4.3 Baby may be categorized as “Some Breastfed”; 
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1.4.2.4.4 Issuance of formula must be tailored to the amount of powder that 


will provide approximately 400 ounces per month (standard 


formulas = 5 cans per month). 


2. See Maine CDC WIC Nutrition Program Formulary 


(http://www.maine.gov/dhhs/mecdc/health-equity/wic/health/index.shtml#F) or contact 


the State Agency for the can yield of formulas provided by the program.   


3. Fully breastfed infants shall be issued a food package for infant cereal, infant meat and 


infant fruits and vegetables at 6 months, with a positive, reinforcing breastfeeding 


message.  


3.1 Fully breastfed infants who do not receive infant foods will be issued a monthly 


non-negotiable food instrument stating “Fully Breastfeeding No Infant Foods” for 


the purpose of including the baby in monthly participation.  This food instrument 


will be issued in cases including but not limited to: 


3.1.1 Fully breastfed infant whose parent/guardian chooses to make all baby 


food and refuses all WIC jarred infant foods and infant cereal. 


Fully breastfed infant >6 months of age who is unable to eat solids due to 


such conditions as prematurity or medical/health complications. 


4. The maximum monthly formula issuance, tailored for actual supplementation needs, for 


infants with a Breastfeeding Amount of “Partially Breastfeeding” is as follows: 


4.1 Birth to 30 days:  1 can powder (provides approximately 2-3 ounces/day) 


4.2 Age 1 month to 3 months:  435 ounces reconstituted powdered formula per month 


(approximately 14 ounces per day) 


4.3 Age 4-5 months:  522 ounces reconstituted powdered formula per month 


(approximately 16 ounces per day) 


4.4 Age 6-11 months:  384 ounces reconstituted powdered formula per month 


(approximately 12 ounces per day) 


5. The maximum monthly formula issuance for infants with a Breastfeeding Amount of 


“Some Breastfeeding” is the same as non-breastfed infants. However, issuance must be 


tailored for actual supplemental formula needs. 


6. The following WIC food packages are available: 


6.1 Fully breastfeeding women with singletons—Federal Food Package VII  


6.2 Fully breastfeeding women with multiple infants—Federal Food Package VII 1.5 


6.3 Pregnant women who are fully or partially breastfeeding singleton infant—


Federal Food Package VII 



http://www.maine.gov/dhhs/mecdc/health-equity/wic/health/index.shtml#F
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6.4 Partially breastfeeding women with singletons (whose infant receives not more 


than one half the total formula issued to a non-breastfed infant)—Federal Food 


Package V 


6.5 Partially breastfeeding women with multiple infants from same pregnancy (whose 


infants receive no more than one half the total formula issued to a non-breastfed 


infant)—Federal Food Package VII 


6.6 Some breastfeeding women with singletons or multiple infants whose infant(s) 


is/are 6-12 months and receive more than one half the total formulas issued to a 


non-breastfed infant—no food benefits, but continues to participate for 


breastfeeding support and referrals.  


6.6.1 The State Agency authorizes Local Agencies to provide the maximum 


amount of all authorized foods for each of the seven WIC Food Packages 


(I-VII), including for fully breastfeeding women with singleton and fully 


breastfeeding women with multiple infants.   


7. Partially breastfed infants shall be issued food benefits according to the following 


schedule: 


7.1 Birth-1 month - issue no more than 1 can of supplemental powdered infant    


formula and explain that limited supplementation will enhance breast milk 


production.  


7.2 Months 1-5 - issue the smallest amount of powdered supplemental formula which 


meets the infant’s nutrition needs, up to no more than ½ the total amount of 


formula issued to a non-breastfed infant.  


7.3 Months 6-12 - issue up to no more than ½ the total amount of formula issued to a 


non-breastfed infant, along with infant cereal, and infant fruits and vegetables. 


8. Nutrition staff shall increase or decrease supplemental formula based on the partially 


breastfed infant’s nutrition needs, up to ½ the total formula issued to a non-breastfed 


infant. 


9. Some circumstances may justify temporary supplementation, in conjunction with 


nutrition counseling.  Examples may include, but are not limited to:  


9.1 A breastfeeding mother’s temporary use of medication contraindicated for 


breastfeeding.   


9.2 A breastfed infant with a special medical condition that increases the need for 


nutrition.  


9.3 A breastfed infant separated from the mother for an extended period of time 


(mother is hospitalized, etc.).  


9.4 A breastfed infant in final stages of weaning. 
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10. Breastfeeding women who have multiple infants from the same pregnancy shall receive 


food benefits according to Appendix NS-2-C Max Food Benefits of Breastfeeding Mom 


with Multiples. 


11. WIC counseling staff shall ensure that all SPIRIT data entry for breastfeeding women 


and their multiple infants born from the same pregnancy accurately reflects the reported 


feeding levels for the infants. 


 


 








Breastfeeding Promotion and Support (BF)  
BF-6 Provision of Electric Breastpumps    1  


Maine Center for Disease Control and Prevention WIC 
Nutrition Program  


  


Effective: October 1, 2012                                 Policy No. BF-6  


Revised: October 1, 2019                                                                                          


  


Provision of Electric Breastpumps   


Authority  
7 CFR §246.11(c)(3) and (7)(iv) and §246.14(b)(1)(iii) 22 
MRSA §255 and §1951  


Policy  


1. Breastfeeding women are eligible to receive an electric breastpump from the WIC local 
agency based upon identified need.  


2. The State Agency shall purchase electric breastpumps for Local Agencies to loan to 
eligible WIC participants, as funding is available.  


3. A Local Agency may accept State Agency-purchased electric breastpumps, choose to 
purchase electric breastpumps, or if circumstances require, may arrange for rental of an 
electric breastpump from a State Agency-approved pump rental station.    


4. Local Agencies shall ensure that their liability insurance will cover the loaning of electric 
breastpumps.  


5. The Local Agency Breastfeeding Coordinator shall oversee the issuing of electric 
breastpumps and educating participants regarding pump assembly, use and cleaning of 
the electric pump.    


6. WIC benefits shall not be withheld if an electric breastpump is not returned.  


Procedures  
1. The goal of providing electric breastpumps to WIC participants is to support initiation 


and maintenance of adequate milk supply.   


2. The goal of frequent electric breastpump follow-up is to support breastfeeding mothers in 
meeting their individualized short- and long-term breastfeeding goals.  


3. A Fully or Partially Breastfeeding woman may receive a loaner electric breastpump upon 
request.  


3.1. If needed, the infant may receive up to the maximum amount of formula for a 
Partially Breastfeeding infant when Mom has requested an electric breastpump.  
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Formula issuance shall be tailored to meet assessed need.  


4. Approval for a loaner electric breastpump may be given for Some Breastfeeding women 
for special circumstances including but not limited to the following:   


4.1. re-lactation;  


4.2. prescription medications required for breastfeeding woman which is not 
recommended while breastfeeding;  


4.3. temporary separation of mom/baby;  


4.4. medical condition(s); and/or   


4.5. multiple infants.  


5. If needed, the infant may receive up to the maximum amount of formula for a Some 
Breastfeeding infant when a Some Breastfeeding mom has a reason for use of an electric 
breastpump. Formula issuance shall be tailored to meet assessed need.  


6. If the Local Agency has loaner electric breastpumps available, they shall distribute one to 
the requesting participant.   


7. If no loaner pumps are available or if pump is requested outside of clinic hours, a rental 
electric breastpump may be authorized for no longer than one month.  


8. The Local Agency breastfeeding coordinator or designee shall use the following 
procedure when loaning or authorizing rental of an electric breastpump to a client:  


8.1. Using the appropriate Electric Breastpump Agreement Form (rental or loaner), the 
Local Agency staff who authorized the rental or loan of the electric breastpump 
shall read the agreement with the participant and ask her to sign the form. The 
authorizing staff must also sign the agreement. See Appendix BF-6-A Electric 
Breastpump Rental Form and Appendix BF-6-B Loaner Pump Agreement Form.  


8.1.1. When authorizing a loaner breastpump for a participant that is a minor 
(under the age of eighteen years old) staff shall inquire if another person 
over the age of eighteen years old is available to assume responsibility and 
sign the agreement in addition to the participant.  Staff shall print the 
additional person’s name, provide a phone number and obtain the 
signature.   


8.1.2. If there is not a person available who can assume responsibility for the 
loaner breastpump, staff shall issue the loaner pump.   


8.2. Send the signed Electric Breastpump Rental Agreement Form to the vendor for 
proper documentation if using an outside vendor.  This documentation shall be 
created even in cases where an outside vendor calls and receives verbal approval 
to rent the electric breastpump.   
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8.3. Give the name and phone number of the authorizing Local Agency staff to the 
outside vendor to call if the participant needs help.  


8.4. Inform the participant that they shall receive follow-up phone calls regarding the 
continued use of the breastpump.  


8.5. Document approval of breastpump loan or rental in participant’s electronic record:  


8.5.1. Create an alert  


8.5.2. Copy alert into a general note  


8.5.3. Scan signed breastpump agreement form into scanned documents section 
of record   


8.5.4. Document in local agency breastpump log   


8.6. Document all follow-up contacts (or attempted follow-up contacts) in the 
participant’s electronic record including continued need for the use of breastpump 
and frequency of usage.   


8.6.1. Call participants who have been provided with a loaner or rental electric 
pump at least monthly to provide breastfeeding support and to see if there 
is continued need for the pump.    


8.6.2. If the pump is in use for > three (3) months, loaned or rented pumps shall 
be reviewed monthly to determine if need still exists.   


9. Initial follow up phone contact should be made within 2 business days.  More frequent 
weight checks and/ or follow up contacts for a dyad with complications shall be 
completed.   


10. Local Agency staff shall ask the following questions to evaluate continued need for the 
breastpump and document responses in the participant’s electronic record:  


10.1. How many times a day are you using the breastpump? If need is only one time a 
day, would a manual pump meet the need?   


10.2. How many days a week are you using the breastpump?   


10.3. How much milk are you expressing at each use?   


10.4. How much infant formula are you supplementing with each day?   


11. When evaluating continued need for the breastpump, staff shall consider if the return of a 
breastpump will mean the difference between a successful breastfeeding experience and 
stopping.  


12. Collection kits may be provided to breastfeeding mothers for use with an electric pump.  
Due to the potential for cross-contamination these kits are not to be returned to the Local 
Agency for reuse.  
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13. The Local Agency staff shall ensure that a participant:  


13.1. Can demonstrate assembly and dismantling of the pump.  


13.2. Can identify proper storage methods of breast milk following pumping.  


13.3. Is provided appropriate educational materials, in print form and/or on the internet.  


13.4. Knows to discontinue use of the pump at the first sign of discomfort and call the 
Local Agency for assistance.    


14. Education on the use of loaner pumps shall be documented on Appendix BF-6-B Loaner 
Pump Agreement Form.    


15. Document return of breastpump loan or rental in participant’s electronic record:  


15.1. Create an alert which includes documentation of date breastpump returned  


15.1.1. Leave alert in record for three (3) months after return for SA staff invoice 
processing purposes.  


15.2. Copy alert into a general note  


15.3. Scan breastpump agreement form with staff signature verifying return of 
breastpump or hospital return receipt into participant’s electronic record.  


15.4. Document in local agency breastpump log  


16. The Local Agency staff shall maintain an up-to-date spreadsheet of loaned pumps and 
pump rentals. This includes participant name, ID number, vendor name for rentals, 
reason pump requested, date approved, end date and the stop payment date if applicable 
for each pump.   


17. The Local Agency staff shall fax or email the State Agency an updated spreadsheet of 
pump rentals on a monthly basis.   


17.1. If emailing the State Agency an updated spreadsheet that includes participant 
names it must be password protected.  


18. The Local Agency Breastfeeding Coordinator shall know the rental practices of the 
vendors in her area. Arrangements for the rental of electric breastpumps shall be made 
with vendors recognized by the Maine CDC WIC Nutrition Program office.    


19. If the vendor does not provide instruction on the use of the breastpump, trained Local 
Agency staff shall provide the participant with instruction on its use.  Local Agency staff 
shall also provide the participant with an appropriate referral contact such as La Leche 
League, a lactation consultant or home visiting programs if problems arise with the use of 
the pump.      
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20. Except in rare cases, the maximum supplemental issuance of formula along with a loaner 
electric breastpump is the maximum allowance for a partially breastfed infant, (see 
Appendix NS-2-D Formula Reconstitution Monthly Amounts).      


21. The period of time the breastpump is loaned or rented shall be individualized and 
monitored.  


21.1. Maine CDC WIC Nutrition Program shall not cover any electric breastpump 
rental past the child’s first birthday.  


21.2. The standard amount of time for allowing the use of a WIC loaner breastpump is 
up to the child’s first birthday.  


21.3. Exceptions may be made to allow the extension of a WIC loaner breastpump 
beyond the child’s first birthday   


21.3.1. Examples of qualifying circumstances include but are not limited to 
medical conditions, child not tolerating other foods, severe food allergies 
or extended periods of separation.  


21.3.2. Staff must address these situations on a case by case basis and document 
the need in the participant’s electronic file.    


21.3.3. Maintain consistent follow up with participant.   


21.3.4. Tailor the food prescription to meet the nutrition needs of the child.   


21.3.5. Schedule return of the loaner breastpump prior to when the child turns 
twenty-four (24) months.  


22. When it has been deemed that the Maine CDC WIC Nutrition Program shall no longer 
pay for rental of an electric breastpump or authorize a loaner breastpump, the local 
agency breastfeeding coordinator or designee shall:  


22.1. Call the participant to let her know the date the pump needs to be returned and 
reason(s) why;  


22.2. Complete the Electric Breastpump Stop Payment Form (see Appendix BF-6-C) or 
send the participant a letter specifying a date of return for the breastpump, and 
reason why the breastpump loaner or rental is no longer authorized.  


22.3. If the breastpump is a rental pump:  


22.3.1. Fax the Electric Breastpump Stop Payment Form to the vendor;  


22.3.2. Mail a copy of the Electric Breastpump Stop Payment form to the 
participant, and  
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22.3.3. Scan one copy into the participant’s electronic record.  


23. Local agencies are to adhere to the following process prior to referring a suspected case 
of participant fraud to the state agency:  


23.1. After a minimum of four (4) attempted contacts or a missed appointment, send 
agency pump letter or electric breastpump stop payment form;  


23.2. If participant does not respond to correspondence in one week, send standard state 
EBP certified letter (see Appendix BF-6-D);  


23.3. All mailed correspondence must be scanned into the participant’s electronic 
record.  


23.4. If the breastpump is not returned to the agency within two (2) weeks from the date 
the certified letter was mailed, or the certified letter comes back as unclaimed, 
send an email to the State Agency Breastfeeding Coordinator; include the 
participant ID number, serial number of pump and the request for referral to the 
DHHS Fraud Recovery Unit.  


24. Local agencies with loaner electric breastpumps shall follow these minimum guidelines 
for inventory control:  


24.1. Maintain updated physical inventory document which includes serial and state 
asset tag numbers for all pumps.  


24.2. All pumps and accessories shall be stored in an area or cabinet that can be locked 
when staff members are not present;  


24.3. The Local Agency Breastfeeding Coordinator shall identify staff members 
responsible for cleaning and disinfecting breastpumps;  


24.4. When a pump is returned, it shall be cleaned based on manufacturer 
recommendations and tested for any problems;  


24.5. When issues with loaner electric breastpumps arise, local agency staff are 
responsible for:  


24.5.1. Trouble shooting pump problems  


24.5.2. Discussing damaged pumps with manufacturer directly  


24.5.3. Sending damaged pumps directly to manufacturer to be replaced or for 
repair after approval of an estimate by the State Agency  


24.5.4. Make the State Agency aware of damaged or defective pumps  
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Maine Center for Disease Control and Prevention  
WIC Nutrition Program  


Effective: October 1, 2011                                 Policy No. BF-7 
Revised: August 1, 2019  


Provision of Manual Breast Pumps and Breastfeeding Aids  


Authority  
7 CFR §246.11(c)(3) and (7)(iv); §246.14(b)(1)(iii) and (c)(10) 22 
MRSA §255 and §1951  


Policy    


1. Hand or manual breast pumps may be provided to breastfeeding participants who request 
a pump, but do not meet the criteria for an electric breast pump.  


2. Nursing supplements may be provided to breastfeeding participants whose milk supply 
does not meet the full needs of their babies, who wish to re-establish, or induce lactation.  


3. Every breastfeeding participant will receive 1 passive silicone milk collector at the time 
of certification.  


Procedures  


1. Manual pumps are designed for use by a single person and shall not be returned.  


1.1 Appropriate education regarding pump usage and milk storage shall be provided to 
the participant, either in paper form or referred to the internet.   


1.2 Local Agency staff shall not directly or indirectly communicate to participants that a 
breast pump or aid is needed to be successful at breastfeeding.  This type of message 
may create a barrier to breastfeeding.    


1.3 Issuance of a manual breast pump shall be documented in the participant’s electronic 
record.   


2. When distributing a nursing supplement such as a supplemental nursing system (SNS), to a 
participant, Local Agency staff shall:  


2.1 Thoroughly assess the need for the SNS based on health care provider or lactation 
specialist evaluation and recommendation.   


2.2 Provide the participant with written instructions on how to assemble, use, and clean 
the supplementation system (wash well in hot, soapy water, rinse well and sterilize 
once per day).   
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2.3 Document need and education in use of SNS in the participant’s electronic record.  


3. A breastfeeding participant will receive 1 passive silicone milk collector per pregnancy. 
Passive silicone milk collectors are designed for use by a single person and shall not be 
returned.  


3.1 Issuance of passive silicone milk collectors shall be documented in the participant’s 
electronic record.   


  








 


Breastfeeding Promotion and Support (BF) 


BF-8 Breastfeeding Contraindications2017.docx  


                                                                                        


  1 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011                           Policy No. BF-8 


Revised: August 1, 2016 


Contraindications for Breastfeeding    


Authority 


7 CFR Part 246.11(c)(7) and (e)(1)  


22 MRSA §255 and §1951 


American Academy of Pediatrics, Pediatric Nutrition Handbook, 7
th


 Edition, 2013 


American Academy of Pediatrics, Policy Statement Breastfeeding and the Use of Human Milk 


(Pediatrics Vol.129 No.3 March 01, 2012) 


Policy 


1. Breastfeeding contraindications shall follow evidence-based recommendations from the 


American Academy of Pediatrics. 


Procedure 


1. Breastfeeding is contraindicated for an infant diagnosed with galactosemia, a rare genetic 


metabolic disorder. 


2. Breastfeeding is contraindicated for an infant whose mother: 


2.1 Is infected with the human immunodeficiency virus (HIV) 


2.2 Has active tuberculosis or brucellosis (breastfeeding can resume after a minimum 


of two weeks of tuberculosis treatment and mom is documented to no longer be 


infectious) 


2.3 Is infected with human T-cell lymphotropic virus type I or type II 


2.4 Has an active herpes lesion or open sore on her breast (mother may feed baby 


pumped milk from this breast or may breastfeed from the unaffected side) 


2.5 Is receiving prescription medication from the following classes of substances: 


chemotherapy agents; amphetamines; ergotamines; statins 


3. Refer participants with the following conditions to a medical provider for guidance on 


when to resume breastfeeding after treatment: 


3.1 Hepatitis A:  As soon as mother receives gamma globulin 
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3.2 Hepatitis B:  After infant receives HBIG, first dose of hepatitis B vaccine should 


be given before hospital discharge 


3.3 Hepatitis C:  If no co-infections exist 


3.4 Lyme disease:  As soon as mother begins treatment 


3.5 Active TB:  After mother has received 2 or more weeks of treatment 


3.6 Varicella-zoster (chicken pox):  As soon as mother becomes noninfectious 


3.7 Antimetabolite chemotherapy:  Depending on type of therapy, breastfeeding may 


be contraindicated 


3.8 Drug Abuse:  Women ingesting drugs of abuse shall not breastfeed until they are 


free of the abused drugs or undergo appropriate treatment and counseling. 


3.9 Elevated Blood Lead Levels: May require pumping/discarding her milk for a brief 


period of time until her lead levels return to an acceptable range. 


4. For additional information on contraindications to breastfeeding see Appendix BF-8-A 


AAP Statement: Breastfeeding and the Use of Human Milk. 


5. For an updated listing of medications and drugs that are contraindicated during 


breastfeeding, refer to Thomas Hale’s Sixteenth Edition of Medications and Mothers’ 


Milk or search electronically in the LactMed database:  http://toxnet.nlm.nih.gov/ 
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Appendix BF-6-A 
Revised 10/1/2019 


Maine CDC WIC Nutrition Program 
Breastpump Rental Agreement Form 


 


 
Rental Agreement 


 
I understand that the Maine CDC WIC Nutrition Program will pay for the pump rental beginning with the authorized date below.  
 
I understand that pumps are rented out to participants on a priority basis and I will surrender the pump if requested 
to do so or should a higher priority than mine arise. 
 
I understand that the Maine CDC WIC Nutrition Program will not pay for the pump rental if: 


 I miss my appointments or stop coming to WIC 
 Baby has reached first birthday 
 Medical need has resolved 
 Baby receiving supplemental formula in excess of allowed amount 
 WIC staff unable to reach me to assess continued need for pump rental 


 
I know I am responsible for the breast pump and I must return the pump in the same condition I received it in.  I understand 
that if I do not return the pump or I damage the pump, the rental company can charge me for the total cost of the pump. I 
understand that this pump could be worth as much as $1,000. 
 
 
________________________________         ______________________________________________        _____________ 
WIC Authorizing Signature & Title                                       Client Signature              Date 
 
 
 Assembly, Use & Cleaning Reviewed______________          Pump serial #__________________________ 
                                                                       Staff initials 
        
 
 


To be completed by Pump Rental Agency Representative upon pump return 
 
Pump returned on _____________    Pump rental agency representative signature__________________________ 
                              


 


        Release of Information 


I, _____________________________, give permission to the Maine CDC WIC Nutrition Program to verify that I am a WIC client 


for the purpose of renting an electric breast pump from ________________________________________.                                      


My Address________________________________________ My Phone #_____________________ 


WIC Clinic ________________________ Baby’s Name _________________________________DOB_______________ 


Reason for the pump rental________________________________________________________________               


  Signature ____________________________________________    Date_______________________           








Appendix BF-6-B 


Revised 10/01/2018 


                                                                       


Local Agency Name: Model of Pump: 


Pump Serial#: 


Pump Asset Tag#: 


Participant’s (Mom) Name and ID# 
 
     under 18? If so, cosigner recommended 


Baby’s Name and ID#: 
 
Baby’s DOB: 


Home Phone#: 
 
Backup Phone#: 


Alternate Contact Person Name: 
 
Alternate Person’s Phone#: 


Reason for Loaner Pump (if Some Breastfeeding):     
 
 


Loan Agreement: 
1. I understand that the Maine CDC WIC Nutrition Program is providing me with a loaner breast pump. 


2. I understand I must return the pump if: 
a. I miss my WIC appointments or I am no longer enrolled in WIC 
b. My baby has reached their second birthday 
c. I am no longer using the pump 
d. WIC staff are unable to reach me  


3. I understand that I am responsible for the breast pump. 
4. I agree to return the pump in the same condition I received it.   
5. I understand that if I do not return the pump or the pump is returned not working, the WIC Program may charge 


me for the total cost of the pump (up to $900).  


 
__________________________________ ______________________________ 
Participant Signature    Date 
 
 
_________________________________________    ______________________________     ______________________ 
Co-signer Name (if participant under 18 years old) Co-signature (over 18 years old)           Co-signer Phone Number 
 
 
__________________________________        _____________ 
WIC Staff Signature                            Date                         Assembly, Use & Cleaning Reviewed ____________ 
                                                                   Staff Initials   
 


 


Return Date: ______________  Pump returned in good condition      Staff Signature: __________________ 
 
                                              
 
                                          This institution is an equal opportunity provider. 


Breast Pump Loaner Agreement Form 
Maine CDC WIC Nutrition Program 





		Local Agency Name: 

		under 18 If so cosigner recommended: Off

		Pump Asset Tag: 

		Pump Serial: 

		Babys Name: 

		Babys DOB: 

		Babys ID #: 

		Alternate Contact Person Name: 

		Alternate Persons Phone: 

		Home Phone: 

		Backup Phone: 

		Pump Model: 

		Participant's (Mom) Name: 

		Participant's (Mom) ID#: 








 
 


Appendix BF-6-C 


Revised 10/01/2018 


Date:                                                                                             


 


To:  


 


The Maine CDC WIC Nutrition Program may provide payment for electric breast pump rentals for 


exclusively breastfeeding mothers under certain circumstances or to partially breastfeeding mothers for 


short term attempts to increase milk supply.  WIC agreed to pay for an electric breast pump for you and 


your baby based on need and your signed agreement.  


 


The local WIC agency has reviewed your electric breast pump rental and finds that WIC can no longer 


pay for the pump rental for the following reason: 


 


 There is no more medical need  


 You missed your WIC appointments and WIC staff are unable to reach you via phone or you are 


no longer enrolled in WIC 


 Your baby has reached their first birthday 


 Your baby gets more supplemental formula than is allowed   


 WIC staff are unable to reach you to decide if you still need the pump rental 


 Other ____________________________________________________________________ 


 


WIC will stop paying for the electric breast pump rental on ________________. After this date, all rental 


fees will be your responsibility.  


 


If you still need the electric pump, please call _______________________________________________.  


Staff Name and Phone Number  


 


_____________________________________________                  ___________________ 


WIC Representative Signature     Date 


 
USDA Non-Discrimination Statement 


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations 


and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering 


USDA programs are prohibited from discriminating based on race, color, national origin, sex, religious creed, 


disability, age, political beliefs, or reprisal or retaliation for prior civil rights activity in any program or activity 


conducted or funded by USDA.  


Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 


large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 


applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 


through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made 


available in languages other than English. 


To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 


(AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or 


write a letter addressed to USDA and provide in the letter all of the information requested in the form. To 


request a copy of the complaint form, call (866) 632-9992.  Submit your completed form or letter to USDA by:  


Mail: U.S. Department of Agriculture                             


Office of the Assistant Secretary for Civil Rights              


1400 Independence Avenue, SW                           


Washington, D.C. 20250-9410 


Fax: (202) 690-7442                                                          


Email: program.intake@usda.gov 


 


This institution is an equal opportunity provider. 


 



mailto:program.intake@usda.gov






WIC Breastfeeding Coordinator 
Maine WIC Nutrition Program 


11 State House Station 
Augusta, Maine 04333 


 


 
Appendix BF-6-D 
Revised 10/01/2019 


[Participant’s address] 
 
 
 
[Today’s date] 
 
Dear [Participant’s name]: 
 
The Maine CDC WIC Nutrition Program may provide loaner electric breastpumps for exclusively and partially 
breastfeeding mothers.  WIC agreed to loan an electric breastpump to you and your baby based on need and 
your signed agreement.  
 
We have tried to reach you several times recently regarding the loaner breastpump you have from the Maine 
WIC Program.  Your loan agreement for the electric breastpump is no longer valid and the pump must 
be returned to your local WIC office immediately or we will be filing a claim on your behalf with the 
DHHS Fraud Unit.  You may also be responsible for the cost of replacing the breastpump if it is not 
returned. 
 
If you feel you still need the electric breastpump please contact [agency breastfeeding coordinator] at [local 
agency name followed by local agency phone number] to discuss the issue further. 
 
Sincerely, 
 
Donna DeMarsh  
Breastfeeding Coordinator 
Maine CDC WIC Nutrition Program 
 


USDA Non-Discrimination Statement 


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations 
and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering 
USDA programs are prohibited from discriminating based on race, color, national origin, sex, religious creed, 
disability, age, political beliefs, or reprisal or retaliation for prior civil rights activity in any program or activity 
conducted or funded by USDA.  


Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 
applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made 
available in languages other than English. 


To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 
(AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or 
write a letter addressed to USDA and provide in the letter all of the information requested in the form. To 
request a copy of the complaint form, call (866) 632-9992.  Submit your completed form or letter to USDA by:  


Mail: U.S. Department of Agriculture                           
Office of the Assistant Secretary for Civil Rights         
1400 Independence Avenue, SW                           
Washington, D.C. 20250-9410 


Fax: (202) 690-7442                                                          
Email: program.intake@usda.gov 


This institution is an equal opportunity provider. 


 








POLICY STATEMENT


Breastfeeding and the Use of Human Milk


abstract
Breastfeeding and human milk are the normative standards for infant
feeding and nutrition. Given the documented short- and long-term med-
ical and neurodevelopmental advantages of breastfeeding, infant nu-
trition should be considered a public health issue and not only
a lifestyle choice. The American Academy of Pediatrics reaffirms its
recommendation of exclusive breastfeeding for about 6 months, fol-
lowed by continued breastfeeding as complementary foods are intro-
duced, with continuation of breastfeeding for 1 year or longer as
mutually desired by mother and infant. Medical contraindications to
breastfeeding are rare. Infant growth should be monitored with the
World Health Organization (WHO) Growth Curve Standards to avoid mis-
labeling infants as underweight or failing to thrive. Hospital routines
to encourage and support the initiation and sustaining of exclu-
sive breastfeeding should be based on the American Academy of
Pediatrics-endorsed WHO/UNICEF “Ten Steps to Successful Breastfeed-
ing.” National strategies supported by the US Surgeon General’s Call
to Action, the Centers for Disease Control and Prevention, and The
Joint Commission are involved to facilitate breastfeeding practices in
US hospitals and communities. Pediatricians play a critical role in
their practices and communities as advocates of breastfeeding and
thus should be knowledgeable about the health risks of not breast-
feeding, the economic benefits to society of breastfeeding, and the
techniques for managing and supporting the breastfeeding dyad. The
“Business Case for Breastfeeding” details how mothers can maintain
lactation in the workplace and the benefits to employers who facili-
tate this practice. Pediatrics 2012;129:e827–e841


INTRODUCTION


Six years have transpired since publication of the last policy statement
of the American Academy of Pediatrics (AAP) regarding breastfeeding.1


Recently published research and systematic reviews have reinforced
the conclusion that breastfeeding and human milk are the reference
normative standards for infant feeding and nutrition. The current
statement updates the evidence for this conclusion and serves as
a basis for AAP publications that detail breastfeeding management
and infant nutrition, including the AAP Breastfeeding Handbook for
Physicians,2 AAP Sample Hospital Breastfeeding Policy for Newborns,3


AAP Breastfeeding Residency Curriculum,4 and the AAP Safe and
Healthy Beginnings Toolkit.5 The AAP reaffirms its recommendation
of exclusive breastfeeding for about 6 months, followed by continued
breastfeeding as complementary foods are introduced, with continuation
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breastfeeding, complementary foods, infant nutrition, lactation,
human milk, nursing


ABBREVIATIONS
AAP—American Academy of Pediatrics
AHRQ—Agency for Healthcare Research and Quality
CDC—Centers for Disease Control and Prevention
CI—confidence interval
CMV—cytomegalovirus
DHA—docosahexaenoic acid
NEC—necrotizing enterocolitis
OR—odds ratio
SIDS—sudden infant death syndrome
WHO—World Health Organization


This document is copyrighted and is property of the American
Academy of Pediatrics and its Board of Directors. All authors
have filed conflict of interest statements with the American
Academy of Pediatrics. Any conflicts have been resolved through
a process approved by the Board of Directors. The American
Academy of Pediatrics has neither solicited nor accepted any
commercial involvement in the development of the content of
this publication.


All policy statements from the American Academy of Pediatrics
automatically expire 5 years after publication unless reaffirmed,
revised, or retired at or before that time.


www.pediatrics.org/cgi/doi/10.1542/peds.2011-3552


doi:10.1542/peds.2011-3552


PEDIATRICS (ISSN Numbers: Print, 0031-4005; Online, 1098-4275).


Copyright © 2012 by the American Academy of Pediatrics


PEDIATRICS Volume 129, Number 3, March 2012 e827


FROM THE AMERICAN ACADEMY OF PEDIATRICS


Organizational Principles to Guide and Define the Child
Health Care System and/or Improve the Health of all Children


by guest on August 4, 2016Downloaded from 







of breastfeeding for 1 year or longer
as mutually desired by mother and
infant.


EPIDEMIOLOGY


Information regarding breastfeeding
rates and practices in the United States
is available from a variety of govern-
ment data sets, including the Centers
for Disease Control and Prevention (CDC)
National Immunization Survey,6 the
NHANES,7 and Maternity Practices and
Infant Nutrition and Care.8 Drawing on
these data and others, the CDC has
published the “Breastfeeding Report
Card,” which highlights the degree of
progress in achieving the breastfeed-
ing goals of the Healthy People 2010
targets as well as the 2020 targets
(Table 1).9–11


The rate of initiation of breastfeeding
for the total US population based on
the latest National Immunization Sur-
vey data are 75%.11 This overall rate,
however, obscures clinically signifi-
cant sociodemographic and cultural
differences. For example, the breast-
feeding initiation rate for the Hispanic
or Latino population was 80.6%, but
for the non-Hispanic black or African
American population, it was 58.1%.
Among low-income mothers (partic-
ipants in the Special Supplemental
Nutrition Program for Women, Infants,
and Children [WIC]), the breastfeeding
initiation rate was 67.5%, but in those


with a higher income ineligible for
WIC, it was 84.6%.12 Breastfeeding
initiation rate was 37% for low-income
non-Hispanic black mothers.7 Similar
disparities are age-related; mothers
younger than 20 years initiated breast-
feeding at a rate of 59.7% compared
with the rate of 79.3% in mothers
older than 30 years. The lowest rates
of initiation were seen among non-
Hispanic black mothers younger than
20 years, in whom the breastfeeding
initiation rate was 30%.7


Although over the past decade, there
has been a modest increase in the rate
of “any breastfeeding” at 3 and 6
months, in none of the subgroups
have the Healthy People 2010 targets
been reached. For example, the 6-
month “any breastfeeding” rate for
the total US population was 43%, the
rate for the Hispanic or Latino sub-
group was 46%, and the rate for the
non-Hispanic black or African Ameri-
can subgroup was only 27.5%. Rates
of exclusive breastfeeding are further
from Healthy People 2010 targets, with
only 13% of the US population meeting
the recommendation to breastfeed ex-
clusively for 6 months. Thus, it appears
that although the breastfeeding ini-
tiation rates have approached the
2010 Healthy People targets, the tar-
gets for duration of any breastfeeding
and exclusive breastfeeding have not
been met.


Furthermore, 24% of maternity serv-
ices provide supplements of com-
mercial infant formula as a general
practice in the first 48 hours after
birth. These observations have led to
the conclusion that the disparities in
breastfeeding rates are also associ-
ated with variations in hospital rou-
tines, independent of the populations
served. As such, it is clear that greater
emphasis needs to be placed on im-
proving and standardizing hospital-
based practices to realize the newer
2020 targets (Table 1).


INFANT OUTCOMES


Methodologic Issues


Breastfeeding results in improved in-
fant and maternal health outcomes in
both the industrialized and developing
world. Major methodologic issues have
been raised as to the quality of some
of these studies, especially as to the
size of the study populations, quality of
the data set, inadequate adjustment
for confounders, absence of distin-
guishing between “any” or “exclusive”
breastfeeding, and lack of a defined
causal relationship between breast-
feeding and the specific outcome. In
addition, there are inherent practical
and ethical issues that have precluded
prospective randomized interventional
trials of different feeding regimens.
As such, the majority of published
reports are observational cohort
studies and systematic reviews/meta-
analyses.


To date, the most comprehensive
publication that reviews and analyzes
the published scientific literature that
compares breastfeeding and com-
mercial infant formula feeding as to
health outcomes is the report pre-
pared by the Evidence-based Practice
Centers of the Agency for Healthcare
Research and Quality (AHRQ) of the US
Department of Health Human Services
titled Breastfeeding and Maternal and
Infant Health Outcomes in Developed
Countries.13 The following sections
summarize and update the AHRQ meta-
analyses and provide an expanded
analysis regarding health outcomes.
Table 2 summarizes the dose-response
relationship between the duration of
breastfeeding and its protective effect.


Respiratory Tract Infections and
Otitis Media


The risk of hospitalization for lower
respiratory tract infections in the first
year is reduced 72% if infants breastfed
exclusively for more than 4 months.13,14


Infants who exclusively breastfed for 4


TABLE 1 Healthy People Targets 2010 and
2020(%)


2007a 2010
Target


2020
Target


Any breastfeeding
Ever 75.0 75 81.9
6 mo 43.8 50 60.5
1 y 22.4 25 34.1


Exclusive breastfeeding
To 3 mo 33.5 40 44.3
To 6 mo 13.8 17 23.7


Worksite lactation support 25 — 38.0
Formula use in first 2 d 25.6 — 15.6
a 2007 data reported in 2011.10
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to 6 months had a fourfold increase
in the risk of pneumonia compared
with infants who exclusively breastfed
for more than 6 months.15 The severity
(duration of hospitalization and oxygen
requirements) of respiratory syncytial
virus bronchiolitis is reduced by 74%
in infants who breastfed exclusively for
4 months compared with infants who
never or only partially breastfed.16


Any breastfeeding compared with ex-
clusive commercial infant formula
feeding will reduce the incidence of
otitis media (OM) by 23%.13 Exclusive
breastfeeding for more than 3 months
reduces the risk of otitis media by
50%. Serious colds and ear and throat
infections were reduced by 63% in


infants who exclusively breastfed for 6
months.17


Gastrointestinal Tract Infections


Any breastfeeding is associated with
a 64% reduction in the incidence of
nonspecific gastrointestinal tract infec-
tions, and this effect lasts for 2 months
after cessation of breastfeeding.13,14,17,18


Necrotizing Enterocolitis


Meta-analyses of 4 randomized clinical
trials performed over the period 1983
to 2005 support the conclusion that
feeding preterm infants human milk is
associated with a significant reduction
(58%) in the incidence of necrotizing
enterocolitis (NEC).13 A more recent


study of preterm infants fed an exclu-
sive human milk diet compared with
those fed human milk supplemented
with cow-milk-based infant formula pro-
ducts noted a 77% reduction in NEC.19


One case of NEC could be prevented if
10 infants received an exclusive human
milk diet, and 1 case of NEC requiring
surgery or resulting in death could be
prevented if 8 infants received an ex-
clusive human milk diet.19


Sudden Infant Death Syndrome
and Infant Mortality


Meta-analyses with a clear definition of
degree of breastfeeding and adjusted
for confounders and other known risks
for sudden infant death syndrome
(SIDS) note that breastfeeding is as-
sociated with a 36% reduced risk of
SIDS.13 Latest data comparing any ver-
sus exclusive breastfeeding reveal that
for any breastfeeding, the multivariate
odds ratio (OR) is 0.55 (95% confidence
interval [CI], 0.44–0.69). When com-
puted for exclusive breastfeeding, the
OR is 0.27 (95% CI, 0.27–0.31).20 A pro-
portion (21%) of the US infant mortality
has been attributed, in part, to the in-
creased rate of SIDS in infants who
were never breastfed.21 That the posi-
tive effect of breastfeeding on SIDS
rates is independent of sleep position
was confirmed in a large case-control
study of supine-sleeping infants.22,23


It has been calculated that more than
900 infant lives per year may be saved
in the United States if 90% of mothers
exclusively breastfed for 6 months.24 In
the 42 developing countries in which
90% of the world’s childhood deaths oc-
cur, exclusive breastfeeding for 6 months
and weaning after 1 year is the most
effective intervention, with the potential
of preventing more than 1 million infant
deaths per year, equal to preventing 13%
of the world’s childhood mortality.25


Allergic Disease


There is a protective effect of exclusive
breastfeeding for 3 to 4 months in


TABLE 2 Dose-Response Benefits of Breastfeedinga


Condition % Lower Riskb Breastfeeding Comments ORc 95% CI


Otitis media13 23 Any — 0.77 0.64–0.91
Otitis media13 50 ≥3 or 6 mo Exclusive BF 0.50 0.36–0.70
Recurrent otitis media15 77 Exclusive BF


≥6 mod
Compared with
BF 4 to <6 mod


1.95 1.06–3.59


Upper respiratory
tract infection17


63 >6 mo Exclusive BF 0.30 0.18–0.74


Lower respiratory
tract infection13


72 ≥4 mo Exclusive BF 0.28 0.14–0.54


Lower respiratory
tract infection15


77 Exclusive BF
≥6 mod


Compared with
BF 4 to <6 mod


4.27 1.27–14.35


Asthma13 40 ≥3 mo Atopic family history 0.60 0.43–0.82
Asthma13 26 ≥3 mo No atopic family


history
0.74 0.6–0.92


RSV bronchiolitis16 74 >4 mo — 0.26 0.074–0.9
NEC19 77 NICU stay Preterm infants


Exclusive HM
0.23 0.51–0.94


Atopic dermatitis27 27 >3 mo Exclusive BFnegative
family history


0.84 0.59–1.19


Atopic dermatitis27 42 >3 mo Exclusive BFpositive
family history


0.58 0.41–0.92


Gastroenteritis13,14 64 Any — 0.36 0.32–0.40
Inflammatory bowel


disease32
31 Any — 0.69 0.51–0.94


Obesity13 24 Any — 0.76 0.67–0.86
Celiac disease31 52 >2 mo Gluten exposure


when BF
0.48 0.40–0.89


Type 1 diabetes13,42 30 >3 mo Exclusive BF 0.71 0.54–0.93
Type 2 diabetes13,43 40 Any — 0.61 0.44–0.85
Leukemia (ALL)13,46 20 >6 mo — 0.80 0.71–0.91
Leukemia (AML)13,45 15 >6 mo — 0.85 0.73–0.98
SIDS13 36 Any >1 mo — 0.64 0.57–0.81


ALL, acute lymphocytic leukemia; AML, acute myelogenous leukemia; BF, breastfeeding; HM, human milk; RSV, respiratory
syncytial virus.
a Pooled data.
b % lower risk refers to lower risk while BF compared with feeding commercial infant formula or referent group
specified.
c OR expressed as increase risk for commercial formula feeding.
d Referent group is exclusive BF ≥6 months.
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reducing the incidence of clinical
asthma, atopic dermatitis, and eczema
by 27% in a low-risk population and
up to 42% in infants with positive
family history.13,26 There are conflict-
ing studies that examine the timing of
adding complementary foods after 4
months and the risk of allergy, including
food allergies, atopic dermatitis, and
asthma, in either the allergy-prone or
nonatopic individual.26 Similarly, there
are no convincing data that delaying
introduction of potentially allergenic
foods after 6 months has any protective
effect.27–30 One problem in analyzing
this research is the low prevalence of
exclusive breastfeeding at 6 months in
the study populations. Thus, research
outcomes in studies that examine the
development of atopy and the timing of
introducing solid foods in partially
breastfed infants may not be applica-
ble to exclusively breastfed infants.


Celiac Disease


There is a reduction of 52% in the risk
of developing celiac disease in infants
who were breastfed at the time of
gluten exposure.31 Overall, there is an
association between increased dura-
tion of breastfeeding and reduced risk
of celiac disease when measured as
the presence of celiac antibodies. The
critical protective factor appears to
be not the timing of the gluten expo-
sure but the overlap of breastfeeding
at the time of the initial gluten in-
gestion. Thus, gluten-containing foods
should be introduced while the infant
is receiving only breast milk and not
infant formula or other bovine milk
products.


Inflammatory Bowel Disease


Breastfeeding is associated with a
31% reduction in the risk of child-
hood inflammatory bowel disease.32


The protective effect is hypothesized
to result from the interaction of the
immunomodulating effect of human
milk and the underlying genetic


susceptibility of the infant. Different
patterns of intestinal colonization in
breastfed versus commercial infant
formula–fed infants may add to the
preventive effect of human milk.33


Obesity


Because rates of obesity are signifi-
cantly lower in breastfed infants, na-
tional campaigns to prevent obesity
begin with breastfeeding support.34,35


Although complex factors confound
studies of obesity, there is a 15% to
30% reduction in adolescent and adult
obesity rates if any breastfeeding oc-
curred in infancy compared with no
breastfeeding.13,36 The Framingham
Offspring study noted a relationship of
breastfeeding and a lower BMI and
higher high-density lipoprotein con-
centration in adults.37 A sibling dif-
ference model study noted that the
breastfed sibling weighed 14 pounds
less than the sibling fed commercial
infant formula and was less likely to
reach BMI obesity threshold.38 The
duration of breastfeeding also is in-
versely related to the risk of over-
weight; each month of breastfeeding
being associated with a 4% reduction
in risk.14


The interpretation of these data is
confounded by the lack of a definition
in many studies of whether human
milk was given by breastfeeding or by
bottle. This is of particular importance,
because breastfed infants self-regulate
intake volume irrespective of maneu-
vers that increase available milk vol-
ume, and the early programming of
self-regulation, in turn, affects adult
weight gain.39 This concept is further
supported by the observations that
infants who are fed by bottle, formula,
or expressed breast milk will have
increased bottle emptying, poorer self-
regulation, and excessive weight gain
in late infancy (older than 6 months)
compared with infants who only nurse
from the breast.40,41


Diabetes


Up to a 30% reduction in the incidence
of type 1 diabetes mellitus is reported
for infants who exclusively breastfed for
at least 3 months, thus avoiding expo-
sure to cow milk protein.13,42 It has been
postulated that the putative mechanism
in the development of type 1 diabetes
mellitus is the infant’s exposure to cow
milk β-lactoglobulin, which stimulates
an immune-mediated process cross-
reacting with pancreatic β cells. A re-
duction of 40% in the incidence of type
2 diabetes mellitus is reported, possi-
bly reflecting the long-term positive
effect of breastfeeding on weight con-
trol and feeding self-regulation.43


Childhood Leukemia and
Lymphoma


There is a reduction in leukemia
that is correlated with the duration of
breastfeeding.14,44 A reduction of 20%
in the risk of acute lymphocytic leuke-
mia and 15% in the risk of acute my-
eloid leukemia in infants breastfed for
6 months or longer.45,46 Breastfeeding
for less than 6 months is protective but
of less magnitude (approximately 12%
and 10%, respectively). The question of
whether the protective effect of breast-
feeding is a direct mechanism of human
milk on malignancies or secondarily
mediated by its reduction of early child-
hood infections has yet to be answered.


Neurodevelopmental Outcomes


Consistent differences in neurodevel-
opmental outcome between breastfed
and commercial infant formula–fed
infants have been reported, but the
outcomes are confounded by differences
in parental education, intelligence, home
environment, and socioeconomic sta-
tus.13,47 The large, randomized Pro-
motion of Breastfeeding Intervention
Trial provided evidence that adjusted
outcomes of intelligence scores and
teacher’s ratings are significantly
greater in breastfed infants.48–50 In
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addition, higher intelligence scores
are noted in infants who exclusively
breastfed for 3 months or longer, and
higher teacher ratings were observed
if exclusive breastfeeding was practiced
for 3 months or longer. Significantly
positive effects of human milk feeding
on long-term neurodevelopment are ob-
served in preterm infants, the pop-
ulation more at risk for these adverse
neurodevelopmental outcomes.51–54


PRETERM INFANTS


There are several significant short-
and long-term beneficial effects of
feeding preterm infants human milk.
Lower rates of sepsis and NEC indicate
that human milk contributes to the
development of the preterm infant’s
immature host defense.19,55–59 The ben-
efits of feeding human milk to preterm
infants are realized not only in the NICU
but also in the fewer hospital read-
missions for illness in the year after
NICU discharge.51,52 Furthermore, the
implications for a reduction in incid-
ence of NEC include not only lower
mortality rates but also lower long-term
growth failure and neurodevelopmental
disabilities.60,61 Clinical feeding toler-
ance is improved, and the attainment of
full enteral feeding is hastened by a diet
of human milk.51,52,59


Neurodevelopmental outcomes are im-
proved by the feeding of human milk.
Long-term studies at 8 years of age
through adolescence suggest that in-
telligence test results and white matter
and total brain volumes are greater in
subjects who had received human milk
as infants in the NICU.53,54 Extremely
preterm infants receiving the greatest
proportion of human milk in the NICU
had significantly greater scores for
mental, motor, and behavior ratings at
ages 18 months and 30 months.51,52


These data remain significant after
adjustment for confounding factors,
such as maternal age, education, mar-
ital status, race, and infant morbidities.


These neurodevelopmental outcomes
are associated with predominant and
not necessarily exclusive human milk
feeding. Human milk feeding in the NICU
also is associated with lower rates of
severe retinopathy of prematurity.62,63


Long-term studies of preterm infants
also suggest that human milk feeding
is associated with lower rates of met-
abolic syndrome, and in adolescents, it
is associated with lower blood pres-
sures and low-density lipoprotein con-
centrations and improved leptin and
insulin metabolism.64,65


The potent benefits of human milk are
such that all preterm infants should
receive human milk (Table 3). Mother’s
own milk, fresh or frozen, should be
the primary diet, and it should be
fortified appropriately for the infant
born weighing less than 1.5 kg. If
mother’s own milk is unavailable de-
spite significant lactation support, pas-
teurized donor milk should be used.19,66


Quality control of pasteurized donor
milk is important and should be moni-
tored. New data suggest that mother’s
own milk can be stored at refrigerator
temperature (4°C) in the NICU for as
long as 96 hours.67 Data on thawing,
warming, and prolonged storage need
updating. Practices should involve pro-
tocols that prevent misadministration
of milk.


MATERNAL OUTCOMES


Both short- and long-term health ben-
efits accrue to mothers who breast-
feed. Such mothers have decreased
postpartum blood loss and more rapid
involution of the uterus. Continued
breastfeeding leads to increased child
spacing secondary to lactational amen-
orrhea. Prospective cohort studies
have noted an increase in postpartum
depression in mothers who do not
breastfeed or who wean early.68 A
large prospective study on child abuse
and neglect perpetuated by mothers
found, after correcting for potential


confounders, that the rate of abuse/
neglect was significantly increased for
mothers who did not breastfeed as
opposed to those who did (OR: 2.6;
95% CI: 1.7–3.9).69


Studies of the overall effect of breast-
feeding on the return of the mothers
to their pre-pregnancy weight are in-
conclusive, given the large numbers of
confounding factors on weight loss
(diet, activity, baseline BMI, ethnicity).13


In a covariate-adjusted study of more
than 14 000 women postpartum, moth-
ers who exclusively breastfed for lon-
ger than 6 months weighed 1.38 kg less
than those who did not breastfeed.70


In mothers without a history of gesta-
tional diabetes, breastfeeding duration
was associated with a decreased risk
of type 2 diabetes mellitus; for each
year of breastfeeding, there was a de-
creased risk of 4% to 12%.71,72 No ben-
eficial effect for breastfeeding was
noted in mothers who were diagnosed
with gestational diabetes.


The longitudinal Nurses Health Study
noted an inverse relationship between
the cumulative lifetime duration of
breastfeeding and the development of
rheumatoid arthritis.73 If cumulative
duration of breastfeeding exceeded 12


TABLE 3 Recommendations on
Breastfeeding Management for
Preterm Infants


1. All preterm infants should receive human milk.
• Human milk should be fortified, with protein,
minerals, and vitamins to ensure optimal
nutrient intake for infants weighing <1500 g
at birth.
• Pasteurized donor human milk, appropriately
fortified, should be used if mother’s own milk
is unavailable or its use is contraindicated.


2. Methods and training protocols for manual and
mechanical milk expression must be available
to mothers.


3. Neonatal intensive care units should possess
evidence-based protocols for collection,
storage, and labeling of human milk.150


4. Neonatal intensive care units should prevent the
misadministration of human milk (http://www.
cdc.gov/breastfeeding/recommendations/
other_mothers_milk.htm).


5. There are no data to support routinely culturing
human milk for bacterial or other organisms.151
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months, the relative risk of rheuma-
toid arthritis was 0.8 (95% CI: 0.8–1.0),
and if the cumulative duration of
breastfeeding was longer than 24
months, the relative risk of rheu-
matoid arthritis was 0.5 (95% CI:
0.3–0.8).73 An association between
cumulative lactation experience and
the incidence of adult cardiovascular
disease was reported by the Women’s
Health Initiative in a longitudinal study
of more than 139 000 postmenopausal
women.74 Women with a cumulative
lactation history of 12 to 23 months
had a significant reduction in hyper-
tension (OR: 0.89; 95% CI: 0.84–0.93),
hyperlipidemia (OR: 0.81; 95% CI: 0.76–
0.87), cardiovascular disease (OR:
0.90; 95% CI: 0.85–0.96), and diabetes
(OR: 0.74; 95% CI: 0.65–0.84).


Cumulative lactation experience also
correlates with a reduction in both
breast (primarily premenopausal) and
ovarian cancer.13,14,75 Cumulative du-
ration of breastfeeding of longer than
12 months is associated with a 28%
decrease in breast cancer (OR: 0.72;
95% CI: 0.65–0.8) and ovarian cancer
(OR: 0.72; 95% CI: 0.54–0.97).76 Each
year of breastfeeding has been calcu-
lated to result in a 4.3% reduction in
breast cancer.76,77


ECONOMIC BENEFITS


A detailed pediatric cost analysis
based on the AHRQ report concluded
that if 90% of US mothers would comply
with the recommendation to breastfeed
exclusively for 6 months, there would be
a savings of $13 billion per year.24 The
savings do not include those related to
a reduction in parental absenteeism
from work or adult deaths from dis-
eases acquired in childhood, such as
asthma, type 1 diabetes mellitus, or
obesity-related conditions. Strategies
that increase the number of mothers
who breastfeed exclusively for about
6 months would be of great economic
benefit on a national level.


DURATION OF EXCLUSIVE
BREASTFEEDING


The AAP recommends exclusive breast-
feeding for about 6 months, with con-
tinuation of breastfeeding for 1 year or
longer as mutually desired by mother
and infant, a recommendation con-
curred to by the WHO78 and the In-
stitute of Medicine.79


Support for this recommendation of
exclusive breastfeeding is found in the
differences in health outcomes of in-
fants breastfed exclusively for 4 vs 6
months, for gastrointestinal disease,
otitis media, respiratory illnesses,
and atopic disease, as well as dif-
ferences in maternal outcomes of
delayed menses and postpartum
weight loss.15,18,80


Compared with infants who never
breastfed, infants who were exclu-
sively breastfed for 4 months had
significantly greater incidence of lower
respiratory tract illnesses, otitis me-
dia, and diarrheal disease than infants
exclusively breastfed for 6 months or
longer.15,18 When compared with in-
fants who exclusively breastfed for lon-
ger than 6 months, those exclusively
breastfed for 4 to 6 months had a four-
fold increase in the risk of pneumonia.15


Furthermore, exclusively breastfeeding
for 6 months extends the period of
lactational amenorrhea and thus im-
proves child spacing, which reduces
the risk of birth of a preterm infant.81


The AAP is cognizant that for some
infants, because of family and medical
history, individual developmental status,
and/or social and cultural dynamics,
complementary feeding, including gluten-
containing grains, begins earlier than
6 months of age.82,83 Because breast-
feeding is immunoprotective, when such
complementary foods are introduced, it
is advised that this be done while the
infant is feeding only breastmilk.82


Mothers should be encouraged to con-
tinue breastfeeding through the first


year and beyond as more and varied
complementary foods are introduced.


CONTRAINDICATIONS TO
BREASTFEEDING


There are a limited number of medical
conditions in which breastfeeding is
contraindicated, including an infant with
the metabolic disorder of classic ga-
lactosemia. Alternating breastfeeding
with special protein-free or modified
formulas can be used in feeding in-
fants with other metabolic diseases
(such as phenylketonuria), provided
that appropriate blood monitoring is
available. Mothers who are positive for
human T-cell lymphotrophic virus type
I or II84 or untreated brucellosis85


should not breastfeed nor provide ex-
pressed milk to their infants Breast-
feeding should not occur if the mother
has active (infectious) untreated tu-
berculosis or has active herpes sim-
plex lesions on her breast; however,
expressed milk can be used because
there is no concern about these in-
fectious organisms passing through
the milk. Breastfeeding can be re-
sumed when a mother with tubercu-
losis is treated for a minimum of 2
weeks and is documented that she is
no longer infectious.86 Mothers who
develop varicella 5 days before through
2 days after delivery should be sepa-
rated from their infants, but their
expressed milk can be used for feed-
ing.87 In 2009, the CDC recommended
that mothers acutely infected with
H1N1 influenza should temporarily be
isolated from their infants until they
are afebrile, but they can provide
expressed milk for feeding.88


In the industrialized world, it is not re-
commended that HIV-positive mothers
breastfeed. However, in the developing
world, where mortality is increased in
non-breastfeeding infants from a com-
bination of malnutrition and infectious
diseases, breastfeeding may outweigh
the risk of the acquiring HIV infection
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from human milk. Infants in areas
with endemic HIV who are exclusively
breastfed for the first 3 months are at
a lower risk of acquiring HIV infection
than are those who received a mixed
diet of human milk and other foods
and/or commercial infant formula.89


Recent studies document that com-
bining exclusive breastfeeding for 6
months with 6 months of antiretroviral
therapy significantly decreases the
postnatal acquisition of HIV-1.90,91


There is no contraindication to breast-
feeding for a full-term infant whose
mother is seropositive for cytomega-
lovirus (CMV). There is a possibility
that CMV acquired from mother’s milk
may be associated with a late-onset
sepsis-like syndrome in the extremely
low birth weight (birth weight <1500
g) preterm infant. Although not asso-
ciated with long-term abnormalities,
such a syndrome may warrant antivi-
ral therapy.92 The value of routinely
feeding human milk from seropositive
mothers to preterm infants outweighs
the risks of clinical disease, especially
because no long-term neurodevelop-
mental abnormalities have been repor-
ted.93 Freezing of milk reduces but
does not eliminate CMV.94 Heating, ei-
ther as Holder pasteurization (heating
at 62.5°C for 30 minutes) or high-
temperature short pasteurization
(72°C for 5–10 seconds) eliminates
the viral load from the milk but also
affects bioactive factors and nutrients.95


Thus, fresh mother’s own milk is pref-
erable for routinely feeding all preterm
infants.


Maternal substance abuse is not a
categorical contraindication to breast-
feeding. Adequately nourished narcotic-
dependent mothers can be encouraged
to breastfeed if they are enrolled in
a supervised methadone maintenance
program and have negative screening
for HIV and illicit drugs.96 Street drugs
such as PCP (phencyclidine), cocaine,
and cannabis can be detected in human


milk, and their use by breastfeeding
mothers is of concern, particularly
with regard to the infant’s long-term
neurobehavioral development and thus
are contraindicated.97 Alcohol is not
a galactogogue; it may blunt prolactin
response to suckling and negatively
affects infant motor development.98,99


Thus, ingestion of alcoholic beverages
should be minimized and limited to an
occasional intake but no more than
0.5 g alcohol per kg body weight,
which for a 60 kg mother is approxi-
mately 2 oz liquor, 8 oz wine, or 2
beers.100 Nursing should take place
2 hours or longer after the alcohol
intake to minimize its concentration in
the ingested milk.101 Maternal smok-
ing is not an absolute contraindica-
tion to breastfeeding but should be
strongly discouraged, because it is as-
sociated with an increased incidence
in infant respiratory allergy102 and
SIDS.103 Smoking should not occur in
the presence of the infant so as to
minimize the negative effect of sec-
ondary passive smoke inhalation.104


Smoking is also a risk factor for low
milk supply and poor weight gain.105,106


MATERNAL DIET


Well-nourished lactating mothers have
an increased daily energy need of 450
to 500 kcal/day that can be met by a
modest increase in a normally balanced
varied diet.107–109 Although dietary ref-
erence intakes for breastfeeding moth-
ers are similar to or greater than those
during pregnancy, there is no routine
recommendation for maternal supple-
ments during lactation.108,109,110 Many
clinicians recommend the continued
use of prenatal vitamin supplements
during lactation.109


The mother’s diet should include an
average daily intake of 200 to 300 mg
of the ω-3 long-chain polyunsaturated
fatty acids (docosahexaenoic acid
[DHA]) to guarantee a sufficient con-
centration of preformed DHA in the


milk.111,112 Consumption of 1 to 2 por-
tions of fish (eg, herring, canned light
tuna, salmon) per week will meet
this need. The concern regarding the
possible risk from intake of excessive
mercury or other contaminants is
offset by the neurobehavioral benefits
of an adequate DHA intake and can be
minimized by avoiding the intake of
predatory fish (eg, pike, marlin, mack-
erel, tile fish, swordfish).113 Poorly
nourished mothers or those on selec-
tive vegan diets may require a supple-
ment of DHA as well as multivitamins.


MATERNAL MEDICATIONS


Recommendations regarding breast-
feeding in situations in which the
mother is undergoing either diagnostic
procedures or pharmacologic therapy
must balance the benefits to the infant
and the mother against the potential
risk of drug exposure to the infant.
There are only a limited number of
agents that are contraindicated, and
an appropriate substitute usually can
be found. The most comprehensive, up-
to-date source of information regard-
ing the safety of maternal medications
when the mother is breastfeeding is
LactMed, an Internet-accessed source
published by the National Library of
Medicine/National Institutes of Health.114


A forthcoming AAP policy statement
on the transfer of drugs and other
chemicals into human milk will pro-
vide additional recommendations, with
particular focus on psychotropic drugs,
herbal products, galactagogues, nar-
cotics, and pain medications.115 In
general, breastfeeding is not recom-
mended when mothers are receiving
medication from the following classes
of drugs: amphetamines, chemother-
apy agents, ergotamines, and statins.


There are a wide variety of maternally
administered psychotropic agents for
which there are inadequate pharma-
cologic data with regard to human
milk and/or nursing infant’s blood
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concentrations. In addition, data re-
garding the long-term neurobehavioral
effects from exposure to these agents
during the critical developmental pe-
riod of early infancy are lacking. A
recent comprehensive review noted
that of the 96 psychotropic drugs
available, pharmacologic and clinical
information was only available for 62
(65%) of the drugs.116 In only 19 was
there adequate information to allow
for defining a safety protocol and thus
qualifying to be compatible for use by
lactating mothers. Among the agents
considered to be least problematic
were the tricyclic antidepressants am-
itriptyline and clomipramine and the
selective serotonin-reuptake inhibitors
paroxetine and sertraline.


Detailed guidelines regarding the ne-
cessity for and duration of temporary
cessation of breastfeeding after ma-
ternal exposure to diagnostic radio-
active compounds are provided by the
US Nuclear Regulatory Commission
and in medical reviews.117–119 Special
precaution should be followed in the
situation of breastfeeding infants with
glucose-6-phosphate-dehydrogenase
deficiency. Fava beans, nitrofurantoin,
primaquine, and phenazopyridine should
be avoided by the mother to minimize
the risk of hemolysis in the infant.120


HOSPITAL ROUTINES


The Sections on Breastfeeding and
Perinatal Pediatrics have published
the Sample Hospital Breastfeeding
Policy that is available from the AAP
Safe and Healthy Beginnings Web site.3,5


This sample hospital policy is based
on the detailed recommendations of
the previous AAP policy statement
“Breastfeeding and the Use of Human
Milk”1 as well as the principles of the
1991 WHO/UNICEF publication “Tens
Steps to Successful Breastfeeding”
(Table 4)121 and provides a template for
developing a uniform hospital policy for
support of breastfeeding.122 In particular,


emphasis is placed on the need to revise
or discontinue disruptive hospital
policies that interfere with early skin-
to-skin contact, that provide water,
glucose water, or commercial infant
formula without a medical indication,
that restrict the amount of time the
infant can be with the mother, that
limit feeding duration, or that provide
unlimited pacifier use.


In 2009, the AAP endorsed the Ten Steps
program (see Table 4). Adherence to
these 10 steps has been demonstrated
to increase rates of breastfeeding ini-
tiation, duration, and exclusivity.122,123


Implementation of the following 5 post-
partum hospital practices has been
demonstrated to increase breastfeeding
duration, irrespective of socioeconomic
status: breastfeeding in the first hour
after birth, exclusive breastfeeding,
rooming-in, avoidance of pacifiers, and
receipt of telephone number for sup-
port after discharge from the hospi-
tal.124


The CDC National Survey of Maternity
Practices in Infant Nutrition and Care
has assessed the lactation practices in
more than 80% of US hospitals and
noted that the mean score for imple-
mentation of the Ten Steps was only
65%.34,125 Fifty-eight percent of hospi-
tals erroneously advised mothers to
limit suckling at the breast to a spec-
ified length of time, and 41% of the
hospitals gave pacifiers to more than
some of their newborns—both prac-
tices that have been documented
to lower breastfeeding rates and du-
ration.126 The survey noted that in
30% of all birth centers, more than
half of all newborns received supple-
mentation commercial infant formula,
a practice associated with shorter
duration of breastfeeding and less
exclusivity.34,125 As indicated in the
benefits section, this early supple-
mentation may affect morbidity out-
comes in this population. The survey
also reported that 66% of hospitals


reported that they distributed to
breastfeeding mothers discharge packs
that contained commercial infant for-
mula, a practice that has been docu-
mented to negatively affect exclusivity
and duration of breastfeeding.127 Few
birth centers have model hospital pol-
icies (14%) and support breastfeeding
mothers after hospital discharge (27%).
Only 37% of centers practice more
than 5 of the 10 Steps and only 3.5%
practice 9 to 10 Steps.34


There is, thus, a need for a major
conceptual change in the organization
of the hospital services for the mother
and infant dyad (Table 5). This re-
quires that medical and nursing rou-
tines and practices adjust to the
principle that breastfeeding should
begin within the first hour after birth
(even for Cesarean deliveries) and
that infants must be continuously ac-
cessible to the mother by rooming-in


TABLE 4 WHO/UNICEF Ten Steps to
Successful Breastfeeding


1. Have a written breastfeeding policy that is
routinely communicated to all health care staff.


2. Train all health care staff in the skills necessary
to implement this policy.


3. Inform all pregnant women about the benefits
and management of breastfeeding.


4. Help mothers initiate breastfeeding within the
first hour of birth.


5. Show mothers how to breastfeed and how to
maintain lactation even if they are separated
from their infants.


6. Give newborn infants no food or drink other
than breast milk, unless medically indicated.


7. Practice rooming-in (allow mothers and infants
to remain together) 24 h a day.


8. Encourage breastfeeding on demand.
9. Give no artificial nipples or pacifiers to
breastfeeding infants.a


10. Foster the establishment of breastfeeding
support groups and refer mothers to them on
discharge from hospital.


a The AAP does not support a categorical ban on pacifiers
because of their role in SIDS risk reduction and their
analgesic benefit during painful procedures when breast-
feeding cannot provide the analgesia. Pacifier use in the
hospital in the neonatal period should be limited to spe-
cific medical indications such as pain reduction and
calming in a drug-exposed infant, for example. Mothers
of healthy term breastfed infants should be instructed to
delay pacifier use until breastfeeding is well-established,
usually about 3 to 4 wk after birth.
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arrangements that facilitate around-
the-clock, on-demand feeding for the
healthy infant. Formal staff training
should not only focus on updating
knowledge and techniques for breast-
feeding support but also should ac-
knowledge the need to change attitudes
and eradicate unsubstantiated beliefs
about the supposed equivalency of
breastfeeding and commercial infant
formula feeding. Emphasis should be
placed on the numerous benefits of
exclusive breastfeeding. The importance
of addressing the issue of the impact
of hospital practices and policies on
breastfeeding outcomes is highlighted
by the decision of The Joint Commission
to adopt the rate of exclusive breast
milk feeding as a Perinatal Care Core
Measure.127 As such, the rate of exclu-
sive breastfeeding during the hospital
stay has been confirmed as a critical
variable when measuring the quality of
care provided by a medical facility.


Pacifier Use


Given the documentation that early use
of pacifiers may be associated with
less successful breastfeeding, pacifier
use in the neonatal period should be
limited to specific medical situations.128


These include uses for pain relief, as
a calming agent, or as part of struc-
tured program for enhancing oral
motor function. Because pacifier use
has been associated with a reduction
in SIDS incidence, mothers of healthy
term infants should be instructed to
use pacifiers at infant nap or sleep
time after breastfeeding is well es-
tablished, at approximately 3 to 4
weeks of age.129–131


Vitamins and Mineral Supplements


Intramuscular vitamin K1 (phytona-
dione) at a dose of 0.5 to 1.0 mg
should routinely be administered to
all infants on the first day to reduce
the risk of hemorrhagic disease of the
newborn.132 A delay of administration


until after the first feeding at the
breast but not later than 6 hours of
age is recommended. A single oral
dose of vitamin K should not be used,
because the oral dose is variably
absorbed and does not provide ade-
quate concentrations or stores for the
breastfed infant.132


Vitamin D deficiency/insufficiency and
rickets has increased in all infants as
a result of decreased sunlight expo-
sure secondary to changes in lifestyle,
dress habits, and use of topical sun-
screen preparations. To maintain an
adequate serum vitamin D concen-
tration, all breastfed infants routinely
should receive an oral supplement of
vitamin D, 400 U per day, beginning at
hospital discharge.133


Supplementary fluoride should not be
provided during the first 6 months.
From age 6 months to 3 years, fluoride
supplementation should be limited to
infants residing in communities where
the fluoride concentration in the water
is <0.3 ppm.134 Complementary food
rich in iron and zinc should be in-
troduced at about 6 months of age.
Supplementation of oral iron drops
before 6 months may be needed to
support iron stores.


Premature infants should receive
both a multivitamin preparation and
an oral iron supplement until they are
ingesting a completely mixed diet and
their growth and hematologic status
are normalized.


GROWTH


The growth pattern of healthy term
breastfed infants differs from the
existing CDC “reference” growth curves,
which are primarily based on data
from few breastfeeding infants. The
WHO multicenter curves are based on
combined longitudinal data from
healthy breastfed infants from birth
to 24 months and cross-sectional data
from 2 to 5 years of the same children
from 6 diverse geographical areas


TABLE 5 Recommendations on
Breastfeeding Management for
Healthy Term Infants


1. Exclusive breastfeeding for about 6 mo
• Breastfeeding preferred; alternatively
expressed mother’s milk, or donor milk
• To continue for at least the first year and
beyond for as long as mutually desired by
mother and child
• Complementary foods rich in iron and other
micronutrients should be introduced at about 6
mo of age


2. Peripartum policies and practices that optimize
breastfeeding initiation and maintenance
should be compatible with the AAP and
Academy of Breastfeeding Medicine Model
Hospital Policy and include the following:
• Direct skin-to-skin contact with mothers
immediately after delivery until the first feeding
is accomplished and encouraged throughout
the postpartum period
• Delay in routine procedures (weighing,
measuring, bathing, blood tests, vaccines, and
eye prophylaxis) until after the first feeding is
completed
• Delay in administration of intramuscular
vitamin K until after the first feeding is
completed but within 6 h of birth
• Ensure 8 to 12 feedings at the breast every
24 h
• Ensure formal evaluation and documentation
of breastfeeding by trained caregivers
(including position, latch, milk transfer,
examination) at least for each nursing shift
• Give no supplements (water, glucose water,
commercial infant formula, or other fluids) to
breastfeeding newborn infants unless medically
indicated using standard evidence-based
guidelines for the management of
hyperbilirubinemia and hypoglycemia
• Avoid routine pacifier use in the postpartum
period
• Begin daily oral vitamin D drops (400 IU) at
hospital discharge


3. All breastfeeding newborn infants should be
seen by a pediatrician at 3 to 5 d of age, which
is within 48 to 72 h after discharge from the
hospital
• Evaluate hydration (elimination patterns)
• Evaluate body wt gain (body wt loss no more
than 7%
from birth and no further wt loss by day 5:
assess feeding and consider more frequent
follow-up)
• Discuss maternal/infant issues
• Observe feeding


4. Mother and infant should sleep in proximity
to each other to facilitate breastfeeding


5. Pacifier should be offered, while placing infant
in back-to-sleep-position, no earlier than 3 to
4 wk of age and after breastfeeding has been
established
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(Brazil, Ghana, India, Norway, Oman,
and the United States).135 As such, the
WHO curves are “standards” and are
the normative model for growth and
development irrespective of infant
ethnicity or geography reflecting the
optimal growth of the breastfed in-
fant.136 Use of the WHO curves for the
first 2 years allows for more accurate
monitoring of weight and height for
age and, in comparison with use of
the CDC reference curves, results in
more accurate (lower) rates of un-
dernutrition and short stature and
(higher) rates of overweight. Fur-
thermore, birth to 6-month growth
charts are available where the curves
are magnified to permit monitoring of
weight trajectories. As such, the WHO
curves serve as the best guide for
assessing lactation performance because
they minimize mislabeling clinical sit-
uations as inadequate breastfeeding and
identify more accurately and promptly
overweight and obese infants. As of Sep-
tember 2010, the CDC, with the concur-
rence of the AAP, recommended the use
of the WHO curves for all children
younger than 24 months.137,138


ROLE OF THE PEDIATRICIAN


Pediatricians have a critical role in
their individual practices, communi-
ties, and society at large to serve as
advocates and supporters of suc-
cessful breastfeeding (Table 6).139 De-
spite this critical role, studies have
demonstrated lack of preparation and
knowledge and declining attitudes
regarding the feasibility of breast-
feeding.140 The AAP Web site141 pro-
vides a wealth of breastfeeding-related
material and resources to assist and
support pediatricians in their critical
role as advocates of infant well-being.
This includes the Safe and Healthy
Beginnings toolkit,5 which includes re-
sources for physician’s office for pro-
motion of breastfeeding in a busy
pediatric practice setting, a pocket


guide for coding to facilitate appropri-
ate payment, suggested guidelines for
telephone triage of maternal breast-
feeding concerns, and information
regarding employer support for
breastfeeding in the workplace.
Evidence-based protocols from organ-
izations such as the Academy of
Breastfeeding Medicine provide de-
tailed clinical guidance for manage-
ment of specific issues, including the
recommendations for frequent and
unrestricted time for breastfeeding so
as to minimize hyperbilirubinemia
and hypoglycemia.4,142,143 The critical
role that pediatricians play is high-
lighted by the recommended health
supervision visit at 3 to 5 days of age,
which is within 48 to 72 hours after
discharge from the hospital, as well
as pediatricians support of practices
that avoid non–medically indicated
supplementation with commercial in-
fant formula.144


Pediatricians also should serve as
breastfeeding advocates and educa-
tors and not solely delegate this role
to staff or nonmedical/lay volunteers.
Communicating with families that
breastfeeding is a medical priority that
is enthusiastically recommended by
their personal pediatrician will build


support for mothers in the early weeks
postpartum. To assist in the educa-
tion of future physicians, the AAP rec-
ommends using the evidence-based
Breastfeeding Residency Curriculum,4


which has been demonstrated to im-
prove knowledge, confidence, practice
patterns, and breastfeeding rates. The
pediatrician’s own office-based prac-
tice should serve as a model for how
to support breastfeeding in the work-
place. The pediatrician should also take
the lead in encouraging the hospitals
with which he or she is affiliated to
provide proper support and facilities
for their employees who choose to
continue to breastfeed.


BUSINESS CASE FOR
BREASTFEEDING


A mother/baby-friendly worksite pro-
vides benefits to employers, including
a reduction in company health care
costs, lower employee absenteeism,
reduction in employee turnover, and
increased employee morale and pro-
ductivity.145,146 The return on invest-
ment has been calculated that for
every $1 invested in creating and
supporting a lactation support pro-
gram (including a designated pump
site that guarantees privacy, avail-
ability of refrigeration and a hand-
washing facility, and appropriate
mother break time) there is a $2 to $3
dollar return.147 The Maternal and
Child Health Bureau of the US De-
partment of Health and Human Serv-
ices, with support from the Office of
Women’s Health, has created a pro-
gram, “The Business Case for Breast-
feeding,” that provides details of
economic benefits to the employer
and toolkits for the creation of such
programs.148 The Patient Protection
and Affordable Care Act passed by
Congress in March 2010 mandates
that employers provide “reasonable
break time” for nursing mothers and
private non-bathroom areas to express


TABLE 6 Role of the Pediatrician


1. Promote breastfeeding as the norm for infant
feeding.


2. Become knowledgeable in the principles and
management of lactation and breastfeeding.


3. Develop skills necessary for assessing the
adequacy of breastfeeding.


4. Support training and education for medical
students, residents and postgraduate
physicians in breastfeeding and lactation.


5. Promote hospital policies that are compatible
with the AAP and Academy of Breastfeeding
Medicine Model Hospital Policy and the WHO/
UNICEF “Ten Steps to
Successful Breastfeeding.”


6. Collaborate with the obstetric community to
develop optimal breastfeeding support
programs.


7. Coordinate with community-based health care
professionals and certified breastfeeding
counselors to ensure uniform and
comprehensive breastfeeding support.
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breast milk during their workday.149


The establishment of these initiatives
as the standard workplace environ-
ment will support mothers in their
goal of supplying only breast milk to
their infants beyond the immediate
postpartum period.


CONCLUSIONS


Research and practice in the 5 years
since publication of the last AAP policy
statement have reinforced the conclu-
sion that breastfeeding and the use of
human milk confer unique nutritional
and nonnutritional benefits to the infant


and the mother and, in turn, optimize
infant, child, and adult health as well as
child growth and development. Re-
cently, published evidence-based stud-
ies have confirmed and quantitated the
risks of not breastfeeding. Thus, infant
feeding should not be considered as
a lifestyle choice but rather as a basic
health issue. As such, the pediatrician’s
role in advocating and supporting
proper breastfeeding practices is es-
sential and vital for the achievement of
this preferred public health goal.35
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                     Policy No. BFPC-1 


Revised: August 1, 2015 


Establishing a Breastfeeding Peer Counselor Program  


Authority 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.J.8 


USDA All States Memorandum 04-27, “Breastfeeding Peer Counseling Grants/Training”    


(April 8, 2004) 


 


Policy 


1. The application process to implement a Breastfeeding Peer Counselor/Mom to Mom 


Program in a Local Agency shall be established through the Local Agency RFP selection 


process.  


2. Local Agencies shall use established criteria when selecting breastfeeding peer 


counselors and work with the State Breastfeeding Coordinator to determine program 


goals and peer counselor staffing needs. 


Procedures 


1. The application process for establishing a WIC Breastfeeding Peer Counselor/Mom to 


Mom Program shall include: 


1.1. A plan for program operations 


1.2. Staffing and supervision 


1.3. Training 


1.4. Outreach plans 


1.5. Evaluation 


1.6. Implementation schedule 


2. Local Agencies may create their own job description for Peer Counselors which shall 


include at a minimum standards included in the BFPC Job Description (AppendixBFPC-


1-A) and PC Recruitment Flyer (AppendixBFPC-1-B).  


3. The local WIC breastfeeding coordinator or agency director shall select breastfeeding 


peer counselors based upon the following criteria:  
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3.1. Previous or current breastfeeding experience of at least six months  


3.2. Previously or currently a WIC participant 


3.3. Residence in community where participants live  


3.4. A schedule that allows WIC participants to contact the peer counselor outside 


usual clinic hours and outside the WIC clinic environment 


3.5. An enthusiasm for breastfeeding 


3.6. Communication skills 


4. The Local Agency shall recruit peer counselors using the following sources, including, 


but not limited to: 


4.1. Database of WIC breastfeeding mothers 


4.2. Recommendations from WIC staff 


4.3. Promotional signs in the WIC clinic and other places frequented by WIC families 


4.4. Ads in local newspapers 


4.5. Local breastfeeding coalition 








Breastfeeding Peer Counselor Program (BFPC) 


BFPC-2 Breastfeeding Peer Counselor Scope of PracticeBFPC-2 BFPC Scope of Practice 2017.docx 


                                                                                        


  1 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012           Policy No. BFPC-2 


Revised: August 1, 2016 


Breastfeeding Peer Counselor Scope of Practice  


Authority 


22 MRSA§255 and §1951 


10-144 CMR Chapter 286, §II.J.8 


USDA All States Memorandum 04-27, “Breastfeeding Peer Counseling Grants/Training”  


(April 8, 2004) 


Policy 


1. Peer Counselors (PC) shall provide basic prenatal and postpartum breastfeeding 


counseling following State Agency protocols. 


Procedures 


1. Peer Counselors shall: 


1.1. Be present in the clinic at a minimum of two hours weekly. 


1.2. Be available to offer breastfeeding help outside of WIC clinic hours. 


1.3. When working from home, maintain a private and confidential space that is 


conducive to making or receiving phone calls to and from participants as needed 


and completing other work-related responsibilities.  


1.4. Local Agencies must provide cell phones when allowing peer counselors to work 


from home. 


1.5. If contacting participants via email, it must be through the Local Agency’s secure 


email system. 


1.6. Follow referral guidelines mandated by the breastfeeding peer counselor 


supervisor, which may include to an International Board Certified Lactation 


Consultant (IBCLC), lactation counselor, or medical provider when indicated. 


2. Peer Counselors shall provide counseling in the following manner:  


2.1. By phone or text 


2.2. In person 
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2.3. By email 


2.4. Prenatal or breastfeeding classes  


2.5. Social media 


3. Job responsibilities of Breastfeeding Peer Counselors (BFPC) shall include: 


3.1. Serve as ambassadors of WIC to pregnant and breastfeeding women and 


community partners such as hospitals and breastfeeding coalitions. 


3.2. Contact BFPC Program participants at the frequency intervals listed in the Loving 


Support Curriculum.  


3.2.1. The more contacts made by PCs, the higher rates of exclusive 


breastfeeding at 2 weeks, three months, and six months.   


3.2.2. Calls initiated by PCs are more effective at increasing duration rates than 


waiting for calls.   


3.2.3. Electronic contacts shall follow confidentiality procedures detailed in 


Policy No. IS-4, Information Systems, Data Security. 


3.3. Offer breastfeeding encouragement and support.  


3.4. Teach mothers basic techniques that help ensure a successful start in 


breastfeeding.  


3.5. Provide information on the advantages of breastfeeding and the risks of not 


breastfeeding.  


3.6. Encourage clients to attend prenatal classes and help mothers advocate for a 


positive birth/hospital experience.  


3.7. Document counseling contacts and attempted contacts directly into the 


participant’s electronic SPIRIT file and Breastfeeding Peer Counselor Activity 


Log and Monthly Report (AppendixBFPC-2-A) when access to SPIRIT is 


available.   


3.7.1. If a BFPC does not have SPIRIT access at the time of the contact with a 


participant, the BFPC shall document the contact in SPIRIT as soon as 


SPIRIT access becomes available.  


3.8. Learn to describe problems, symptoms, and the normal course of breastfeeding.  


3.9. Help mothers plan for a return to work or school that supports the continuation of 


breastfeeding.   
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3.10. Learn and apply WIC counseling techniques as needed to help women identify 


their concerns and barriers around breastfeeding.  


3.11. Identify situations out of their scope of practice and initiate referrals to 


appropriate resources in a timely manner.  


3.12. Maintain confidentiality in all settings.  See the Peer Counselor Confidentiality 


Statement for additional detail (AppendixBFPC-2-B).   


3.13. Attend ongoing in-service trainings and meetings.  


3.14. Assist with teaching breastfeeding classes and conducting breastfeeding support 


groups.  


3.15. Assist with breastfeeding promotion activities in the clinic or at community 


events.   


4. Peer Counselors shall not:  


4.1. Diagnose conditions.  


4.2. Provide medical advice.  


4.3. Prescribe or recommend medications.  


4.4. Attempt to remedy potentially serious problem(s). 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012           Policy No. BFPC-3 


Revised: August 1, 2014  


Training of Breastfeeding Peer Counselors 


Authority 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.J.8 


USDA All States Memorandum 04-27, “Breastfeeding Peer Counseling Grants/Training”    


(April 8, 2004) 


Policy 


1. Peer counselors shall, at a minimum, complete the “Loving Support through Peer 


Counseling” curriculum prior to starting peer support activities.  


2. Peer counselors shall be offered breastfeeding trainings and shall successfully complete 


and document a minimum of four (4) credit hours annually.   


3. The State Agency shall have the option to increase the training requirements.  


Procedures 


1. The breastfeeding peer counselor supervisor shall: 


1.1. Train peer counselors in alignment with program policies and standards using the 


“Loving Support through Peer Counseling” curriculum prior to starting peer 


support activities. See the Loving Support website for additional detail:  


http://nal.usda.gov/wicworks/Learning_Center/support_peer.html 


1.2. Arrange continuing education opportunities for breastfeeding peer counselors. 


1.3. Mentor new breastfeeding peer counselors and provide routine follow-up, 


evaluation, and guidance.  


1.4. Train breastfeeding peer counselors on procedures such as proper documentation 


of contacts, reimbursement procedures, and other administrative processes.  


1.5. Train breastfeeding peer counselors on policy and procedures for protecting 


participant confidentiality. 


2. Ongoing training shall be offered through: 


2.1. WIC clinic staff meetings  


2.2. Breastfeeding conferences and workshops 


2.3. State in-services 



http://nal.usda.gov/wicworks/Learning_Center/support_peer.html
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011           Policy No. BFPC-4 


Revised: August 1, 2015 


Compensation, Reimbursement, and Allowable Costs for Peer Counselors 


Authority 


7 CFR §3016 


OMB Circular A-122 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.J.8 


USDA All States Memorandum 04-27, “Breastfeeding Peer Counseling Grants/Training”    


(April 8, 2004) 


Policy 


1. Local Agencies establishing a WIC Breastfeeding Peer Counselor/Mom to Mom Program 


shall offer peer counselors, at a minimum, the prevailing minimum wage.   


2. Breastfeeding peer counselors shall be paid as hourly WIC staff members. 


3. Breastfeeding peer counselor supervisors shall train peer counselors on the 


reimbursement procedure for job-related expenses. 


4. Local Agencies participating in the WIC Breastfeeding Peer Counselor/Mom to Mom 


Program shall use program funds for allowable costs.  


Procedures 


1. Local Agency staff acting as breastfeeding peer counselors, peer counselor supervisors, 


or administrators in the WIC Breastfeeding Peer Counselor/Mom to Mom Program shall 


keep track of their hours on a daily basis to ensure that WIC and breastfeeding peer 


counselor program activities are billed separately.  


2. Local Agencies shall reimburse breastfeeding peer counselors for expenses related to job 


duties that include, but are not limited to:  


2.1 Mileage to and from meetings  


2.2 Training registrations  


2.3 Other authorized expenses required to meet the expectations of their job duties 
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3. Breastfeeding peer counselors may be reimbursed as: 


3.1 Local Agency employees  


3.2 Contracted services 


4. Staff shall request reimbursement by reporting costs incurred in administering the WIC 


Breastfeeding Peer Counselor/Mom to Mom Program as a separate line item in monthly 


reports and when submitting their reimbursement forms to the State Agency. For 


additional information, see Financial Report (AppendixBFPC-4-A) and Policy No. FM-7, 


State and Local Agency Access to Funds. 


5. Allowable costs in the WIC Breastfeeding Peer Counselor/Mom to Mom Program shall 


include: 


5.1 Staff salary and fringe benefits: Appropriate portions of salaries and fringe 


benefits of WIC staff providing supervision to peer counselors.  


5.2 Salary and fringe benefits for peer counselors: Appropriate portions of salaries 


and fringe benefits of peer counselors.  


5.3 Recruitment: Expenses associated with recruitment of peer counselors.  


5.4 Supplies: Expenses for items such as binders for peer counselors to organize and/or 


document contacts, demonstration and/or teaching aids, cell phone usage, and office 


supplies to be used for the program.  


5.5 Travel: Expenses for peers to attend conferences and/or breastfeeding trainings. 


Expenses for administrative costs associated with peer counselors attending training 


and/or meetings related to the breastfeeding peer counselor program.  


5.6 Training: Expenses associated with training peer counselors and educational 


resources.  


5.7 Space Rental: Expenses associated with providing work space in the clinic for peer 


counselors.  


5.8 Promotional materials: Expenses associated with producing and distributing 


handouts to educate WIC participants about the peer counseling program or costs 


used to purchase shirts that identify staff as peer counselors. However, educational 


materials to promote breastfeeding are to be paid out of state or local breastfeeding 


funds. These funds are primarily to be used to provide breastfeeding support 


services through peer counseling to WIC participants, not simply to purchase items 


and materials. For more information see BFPC Allowable Costs (Appendix BFPC-


4-B). 
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6. Costs that are unallowable for the WIC Breastfeeding Peer Counselor/Mom to Mom 


Program include:  


6.1 Childcare: Costs associated with providing childcare while the peer counselor is in   


training or providing services to WIC participants.  


6.2 Discharge bags: The intent of the funds is to enhance WIC breastfeeding support 


services to WIC participants through peer counseling, not to distribute items and 


materials to WIC participants. The peer counselor may distribute such items, but 


program funds may not be used to develop and distribute materials.  


6.3 For other unallowable costs, refer to BFPC Allowable Costs (Appendix BFPC-4-


B) for additional detail. 








Breastfeeding Peer Counselor Program (BFCP) 


BFPC-5 BFPC Supervisor 2017.docxBFPC-5 BFPC Supervisor 2017.docx 


                                                                                        


  1 


Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012           Policy No. BFPC-5 


Revised: August 1, 2014 


Required Credentials and Training for Local Agency Breastfeeding Peer 


Counselor Supervisors  


Authority 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.J.8 


USDA All States Memorandum 04-27, “Breastfeeding Peer Counseling Grants/Training”    


(April 8, 2004) 


Policy 


1. Local Agencies applying for a WIC Breastfeeding Peer Counselor/Mom to Mom 


Program shall have a breastfeeding peer counselor supervisor on staff with the credentials 


of a Certified Lactation Counselor (CLC) or an International Board Certified Lactation 


Consult (IBCLC).   


2. Breastfeeding peer counselor supervisors shall identify and participate in continuing 


education opportunities offered through trainings, conferences and webinars.  


3. Breastfeeding peer counselor supervisors shall work with other breastfeeding peer 


counselor supervisors and the State Agency Breastfeeding Coordinator for collaborative 


training needs (including change of policies and procedures) as they arise. 


Procedures 


1. The individual responsible for managing breastfeeding peer counselors shall, at a 


minimum: 


1.1 Participate in four credit hours of relevant continuing education annually.  


1.2 Receive “Using Loving Support to Manage Peer Counseling Programs” training.   


2. In addition to the credentialing requirement, the individual responsible for managing 


breastfeeding peer counselors is recommended to have the following: 


2.1 Demonstrated expertise in breastfeeding management and promotion. 
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2.2 A minimum of one year of experience counseling breastfeeding women.  


2.3 Prior supervisory experience 


3. See WIC Breastfeeding Peer Counselor Supervisor Practice Guidelines and Performance 


Expectations (Appendix BFPC-5-A) for additional details regarding the BFPC 


Coordinator/Supervisor. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2012                      Policy No. BFPC-6 


Revised: August 1, 2017 


 Breastfeeding Peer Counselor Supervisor Scope of Practice 


Authority 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.J.8 


USDA All States Memorandum 04-27, “Breastfeeding Peer Counseling Grants/Training”    


(April 8, 2004) 


Policy 


1. The breastfeeding peer counselor supervisor shall oversee day-to-day operations of the 


WIC Breastfeeding Peer Counselor/Mom to Mom Program and supervision of 


breastfeeding peer counselors. 


2. The breastfeeding peer counselor supervisor shall ensure that the WIC Breastfeeding Peer 


Counselor/Mom to Mom Program follows rules, policies, and procedures developed by 


the State Agency.  


3. The breastfeeding peer counselor supervisor shall maintain weekly contact with peer 


counselors on an individual basis. 


4. The breastfeeding peer counselor supervisor shall coordinate efforts to survey 


participants who have worked with the agency’s breastfeeding peer counselor program. 


5. The breastfeeding peer counselor supervisor shall ensure that peer counselors have access 


to an IBCLC. 


6. The breastfeeding peer counselor supervisor shall ensure that peer counselors are made 


aware of and agree to WIC and State confidentiality policies.   


7. The breastfeeding peer counselor supervisor shall notify the State Breastfeeding 


Coordinator of any suspected fraud by a peer counselor. 


  







Breastfeeding Peer Counselor Program (BFPC) 


BFPC-6 BFPC Supervisor Scope of Practice                                                                                      2 


Procedures 


1. The breastfeeding peer counselor supervisor shall ensure that the program operates 


according to rules, policies, and procedures developed by the State Agency.  


Breastfeeding peer counselor supervisory responsibilities include at a minimum:  


1.1 Recruitment and interview procedures that are in alignment with Maine CDC 


WIC Nutrition Program and local policies and standards.  


1.2 Arranging, at a minimum, the four (4) required credit hours of breastfeeding 


training annually. 


1.3 Establishing a meeting schedule with the peer counselors.  


1.4 Determining how follow-up and guidance will be provided for peer counselors. 


1.5 Monitoring of peer counselor-participant contact documentation. 


1.6 Monitoring breastfeeding peer counselor referrals. 


1.7 Monitoring of program quality, including conduct surveys with participants who 


work with agency’s breastfeeding peer counselor program. 


1.8 Determining the amount of peer counselor participation in staff meetings, 


breastfeeding coalition meetings and clinic breastfeeding in-services.  


Involvement in non-participant activities should not be considered unless all 


participant needs are met. 


1.9 Terminating a peer counselor if she is not performing her job duties, has 


committed fraud, has exhibited inappropriate conduct for a “role model” in the 


community, or has not adhered to the signed contract and confidentiality 


statement. 


2. Supervision of peer counselors shall include weekly meetings or phone calls between 


peer counselors and their supervisors. Meetings and/or phone calls shall:  


2.1 Discuss participants’ needs.  


2.2 Identify strategies to strengthen counseling skills and problem-solving ability.  


2.3 Identify strengths and weaknesses to address in future coaching and trainings.  


2.4 Review peer counselors’ Activity Log and Monthly Report (see Appendix 


BFPC-2-A). 
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2.5 Provide State Breastfeeding Coordinator with all agency Breastfeeding peer 


counselors’ Activity Log and Monthly Reports (see Appendix BFPC-2-A) after 


review on a monthly basis. 


3. Supervisors shall submit survey results biannually, on April 1st and September 1st, to the 


State Agency using the Breastfeeding Peer Counselor Participant Survey Report 


(Appendix BFPC-6-A) to ensure peer counselors are meeting expectations outlined in 


their job descriptions. 
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Maine Center for Disease Control and Prevention 


WIC Nutrition Program 


Effective: October 1, 2011           Policy No. BFPC-7 


Revised: August 1, 2014 


Referrals and Collaboration with Community Partners 


Authority 


22 MRSA §255 and §1951 


10-144 CMR Chapter 286, §II.J.8 


USDA All States Memorandum 04-27, “Breastfeeding Peer Counseling Grants/Training”    


(April 8, 2004) 


Policy 


1. Local Agency staff shall make internal referrals to the WIC Breastfeeding Peer Counselor 


Program/Mom to Mom Program. 


2. Peer counselors shall follow appropriate referral procedures specified by the 


breastfeeding peer counselor supervisor for breastfeeding problems outside the peer 


counselor’s scope of work.   


Procedures 


1. Potential community partners for referrals include but are not limited to: 


1.1. Breastfeeding coalitions  


1.2. Pediatric offices 


1.3. Businesses such as worksites and childcare centers 


1.4. Case managers 


1.5. Community groups and organizations that reach the target population 


1.6. Early Head Start 


1.7. Teen parenting groups 


1.8. Cooperative Extension Program 


1.9. IBCLCs in the community 


1.10. La Leche League 


1.11. Home visiting programs 
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1.12. Hospitals 


1.13. Private physicians’ clinics 


1.14. Health centers 


2. Local Agency staff shall provide referral information to peer counselors using the Moms 


Helping Moms Referral Form (Appendix BFPC-7-A) and by entering the referral into the 


SPIRIT referral screen. 
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MAINE CDC WIC BREASTFEEDING PEER COUNSELOR  
Job Description  


Title: WIC Breastfeeding Peer Counselor  


General Description:  
A WIC Breastfeeding Peer Counselor is a paraprofessional support person who gives basic 
breastfeeding information and encouragement to WIC pregnant and breastfeeding mothers.      


Qualifications:  
• Has breastfed at least one baby for 6 months (does not have to be currently breastfeeding)  
• Is enthusiastic about breastfeeding, and wants to help other mothers enjoy a positive 


experience  


• Can work at least 10 hours a week  
• Can be present in WIC clinic 2 hours a week at a minimum  
• Is willing to make and/ or receive phone calls from home  
• Has reliable transportation  
• Has some flexibility in week day schedule (not fully employed outside of WIC) • 


Preference given to current or previous WIC clients  


Training:  
• Attends required breastfeeding peer counselor class (a 16-hour competency-based 


course).  


• Attends a minimum of 4 hours of breastfeeding training annually  
• Observes other peer counselors, WIC nutritionists or lactation consultants helping 


mothers breastfeed  


Supervision:  
The peer counselor is supervised by the Local Agency Breastfeeding Coordinator (unless 
approved by the State Breastfeeding Coordinator).  


Specific Duties:   
The WIC Peer Counselor:      


1. Counsels WIC pregnant and breastfeeding mothers (this can be via telephone, email, 
group settings and in WIC clinic).  


2. Must be in local agency WIC clinic at least once weekly for 2 hours per week (more if 
assigned).   


3. Receives a caseload of WIC clients and makes routine periodic contacts with all clients 
assigned.   


4. Gives basic evidence based breastfeeding information and support to mothers, including 
telling them about the benefits of breastfeeding, overcoming common barriers, and 
getting a good start with breastfeeding. She also helps mothers prevent and handle 
common breastfeeding concerns.      







2 
 


1  
  


  
  


MAINE CDC WIC BREASTFEEDING PEER COUNSELOR  
Job Description  


  
5. Is available outside usual 8 to 5 working hours to mothers who are having breastfeeding 


problems.    
6. Respects each client by keeping her information strictly confidential.  
7. Keeps accurate records of all contacts made with WIC clients.  
8. Refers mothers, according to clinic-established protocols, to the:   


• WIC nutritionist or breastfeeding coordinator  
• Lactation consultant  
• Hospital at which mother delivered  
• The mother’s physician or nurse  
• Public health programs in the community  
• Social service agencies  
• La Leche League  


9. Attends and assists with prenatal classes and breastfeeding support groups as needed.  
10. Is encouraged to attend staff meetings and breastfeeding conferences/workshops as 


appropriate.  
11. Reads assigned materials on breastfeeding that are provided by the supervisor.  
12. May assist WIC staff in promoting breastfeeding peer counseling through special projects 


and duties as assigned.  
  
  
I understand the above job responsibilities, and agree to perform these duties as assigned.  
  
  
  


         
WIC Breastfeeding Peer Counselor        Date  
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DID YOU:
3Breastfeed one or more of your children?


ARE YOU:
3Enthusiastic about breastfeeding?


3Willing to talk with other WIC mothers 
about your experiences?


CAN YOU:
3Work about 10 hours a week?


3Make and receive phone calls from home?  


3Have reliable transportation?


WIC WOULD LIKE TO TALK WITH YOU! WIC IS NOW HIRING 


EXPERIENCED BREASTFEEDING MOTHERS TO PROVIDE BASIC 


BREASTFEEDING INFORMATION AND SUPPORT TO NEW MOTHERS.  


SEE THE WIC CLERK FOR MORE INFORMATION AND AN APPLICATION


FORM OR CALL THE WIC CLINIC AT: _________________________.


THAT’S  WHAT IT ’S  ALL  ABOUT…MOMS HELP ING MOMS!   
–  WIC  PEER COUNSELOR


NOW HIRING
WIC BREASTFEEDING PEER COUNSELORS
M A K I N G  A  D I F F E R E N C E  F O R  W I C  F A M I L I E S
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Activity Log



								Category				Direct Service (Counts)																				Indirect Service (Hours)

		Date		 Participant # or activity		Prenatal		Postpartum/BF		Attempted Call		Completed Call		Email		Text		Facebook 		Individual Office Contact		Group Contact		Breastpump Issuance		Completed Pump Follow up		Mailings		Training		PC/Spvsr/Staff Meeting		Cleaning Breastpumps		Planning/Reports/Org.		Research		Travel Time		PTO		Number of Hours		   Comments















































































































































































































































































































































































































































































































































































































































































































































						0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0



























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































&"Arial,Bold"Maine CDC WIC 
Breastfeeding Peer Counselor Activity Log	



	




Roll up

				Month: 

				Total Hours Logged		0

				Direct Service Hours		0

				       Direct Service Contacts (count)

				Attempted Call		0

				Completed Call		0

				Email		0

				Text		0

				 Facebook		0

				Individual Office Contact		0

				Group Contact		0

				Breastpump Issuance		0

				Completed  Pump Follow-up		0

				Mailings		0

				      Direct Service Contacts (count)		0

				 Prenatal		0

				Postpartum/BF		0

				Indirect Service Hours		0

				Training		0

				PC/Spvr/Staff Meeting		0

				Cleaning Breastpumps		0

				Planning/Reports/Org.		0

				Research		0

				Travel Time		0

				PTO		0








     
  
 CONFIDENTIALITY STATEMENT:  
  


Trust and confidence are needed for a successful program. This trust must be on all 
levels…between supervisors and peer counselors, between peer counselors and colleagues, 
and between peer counselors and clients. 


Clients share personal information in order to be served as WIC participants. This includes 
medical, financial, and personal information. At the same time, clients have the right to know 
that the information they give will be kept confidential and used only as needed by clinic staff.  
It is our responsibility to respect their privacy and not discuss client information.  


Discussing confidential information to anyone outside the WIC clinic is prohibited except 
when it may be needed to provide services to a client. This includes ensuring that client 
records and materials in your possession are not able to be viewed by anyone other than 
authorized WIC program employees either by access to files, or by observation due to careless 
record management. 


AGREEMENT  
I have carefully read the above Confidentiality Agreement and understand the confidential nature 
of all client information and records. I understand that it is my job to share client information 
only with staff involved in the case, and understand that I am prohibited by law from disclosing 
any such confidential information to any individuals other than authorized Maine CDC WIC 
Nutrition Program employees and agencies with which the participant has given written 
permission to share information. I understand that any willful and knowing disclosure of 
confidential information to unauthorized persons is in violation of the law and subject to possible 
legal penalty.    
  
  


                
Name (please print)  
  
  


        
Signature              Date    
  
  


     
Witness                                   Date  
 
 
 
Breastfeeding Peer Counseling  
BFPC-2-B Confidentiality Statement  
Revised: 10/1/2019  






Quarterly Financial Report

						Agency:

						Program(s):

						Agreement Period:				

OIT: Enter the Start Date of the Agreement		through

														

OIT: Enter the End Date of the Agreement		This Reporting Period:						through

														

OIT: Enter the End Date of the Quarter		Agreement Number:				 

						CT Number:				 



		QUARTERLY REPORT OF REVENUE AND EXPENSES								AGREEMENT		ACCRUAL		EXPENSES AS

										BUDGET		YEAR TO DATE		% OF BUDGET



				REVENUE SOURCES TO BE COST SHARED



				AGREEMENT FEDERAL REVENUE

				Federal DHHS Agreement Funds (Enter Amount from Budget Form 1, Line 5 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!

				Federal BLOCK GRANT Agreement Funds (Enter Amount from Budget Form 1, Line 6 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				AGREEMENT STATE REVENUE

				State DHHS Agreement Funds - GF (Enter Amount from Budget Form 1, Line 9 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!

				State DHHS Agreement Funds - FHM (Enter Amount from Budget Form 1, Line 10 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!

				State DHHS Agreement Funds - OTHER (Enter Amount from Budget Form 1, Line 11 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				UNRESTRICTED COUNTY/MUNICIPAL REVENUE (Enter Amount from Budget Form 1 and YTD Amount)

				List Sources Separately below:

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!



				PRIVATE CLIENT FEES (Enter Amount from Budget Form 1 and YTD Amount)

				List Sources Separately below:

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!



				UNRESTRICTED REVENUE  (Enter Amount from Budget Form 1 and YTD Amount)

				Revenue not for specific use by Donor or funds committed to budget by Agency

				List Sources Separately below:

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!



		TOTAL COST SHARED REVENUE		TOTAL COST SHARED REVENUE		auto calculated				$   - 0		$   - 0		ERROR:#DIV/0!



		NON COST SHARED REVENUE SOURCES		NON COST SHARED REVENUE SOURCES



				MAINECARE (Enter Amount from Budget Form 1, Line 22 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				OTHER RESTRICTED FEDERAL/STATE (Enter Amount from Budget Form 1, Line 23 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				THIRD PARTY IN-KIND (Enter Amount from Budget Form 1, Line 24 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				PROGRAM FEES (Enter Amount from Budget Form 1, Line 25 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				OTHER NON COST SHARED REVENUE (Enter Amount from Budget Form 1 and YTD Amount)

				List Revenues as shown on Budget Form 1:

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!

										$   - 0		$   - 0		ERROR:#DIV/0!



				TOTAL NON COST SHARED REVENUE		auto calculated				$   - 0		$   - 0		ERROR:#DIV/0!



				TOTAL REVENUE		auto calculated				$   - 0		$   - 0		ERROR:#DIV/0!



				EXPENSE SUMMARY



				PERSONNEL EXPENSES (Enter Amount from Budget Form 2, Line 7 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				EQUIPMENT PURCHASES (Enter Amount from Budget Form 2, Line 8 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				SUBRECIPIENT AWARDS (Enter Amount from Budget Form 2, Line 9 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!



				ALL OTHER EXPENSES

				Occupancy - Depreciation (Enter Amount from Budget Form 2, Line 11 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Occupancy - Interest (Enter Amount from Budget Form 2, Line 12 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Occupancy - Rent (Enter Amount from Budget Form 2, Line 13 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Utilities/Heat (Enter Amount from Budget Form 2, Line 14 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Telephone (Enter Amount from Budget Form 2, Line 15 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Maintenance/Minor Repairs (Enter Amount from Budget Form 2, Line 16 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Bonding/Insurance (Enter Amount from Budget Form 2, Line 17 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Equipment Rental/Lease (Enter Amount from Budget Form 2, Line 18 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Materials/Supplies (Enter Amount from Budget Form 2, Line 19 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Depreciation (non-occupancy) (Enter Amount from Budget Form 2, Line 20 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Food (Enter Amount from Budget Form 2, Line 21 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Client-Related Travel (Enter Amount from Budget Form 2, Line 22 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Other Travel (Enter Amount from Budget Form 2, Line 23 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Consultants - Direct Service (Enter Amount from Budget Form 2, Line 24 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Consultants - Other (Enter Amount from Budget Form 2, Line 25 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Independent Public Accountants (Enter Amount from Budget Form 2, Line 26 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Technology Services/Software (Enter Amount from Budget Form 2, Line 27 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Third Party In-Kind (Enter Amount from Budget Form 2, Line 28 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Service Provider Tax (Enter Amount from Budget Form 2, Line 29 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Training/Education (Enter Amount from Budget Form 2, Line 30 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Miscellaneous (Enter Amount from Budget Form 2, Line 31 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Indirect Allocated - G&A (Enter Amount from Budget Form 2, Line 33 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!



				TOTAL ALL OTHER EXPENSES		auto calculated				$   - 0		$   - 0		ERROR:#DIV/0!



				TOTAL EXPENSES		auto calculated				$   - 0		$   - 0		ERROR:#DIV/0!



				ADJUSTMENTS



				MaineCare Total (Enter Amount from Budget Form 1, Line 22 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Other Restricted Federal/State  (Enter Amount from Budget Form 1, Line 23 and YTD Amount) 						$   - 0		$   - 0		ERROR:#DIV/0!

				Third Party In-Kind Expenses (Enter Amount from Budget Form 1, Line 24 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!

				Program Fees (Enter Amount from Budget Form 1, Line 25 and YTD Amount)						$   - 0		$   - 0		ERROR:#DIV/0!

				Subrecipient Awards (Enter Year to Date Amount Paid to Subrecipients)						$   - 0		$   - 0		ERROR:#DIV/0!

				Other Non Cost Share Adjustments (Enter Amount from Budget Form 1 and YTD Amount)

				List Separately:

				0						$   - 0		$   - 0		ERROR:#DIV/0!

				0						$   - 0		$   - 0		ERROR:#DIV/0!

				0						$   - 0		$   - 0		ERROR:#DIV/0!

				0						$   - 0		$   - 0		ERROR:#DIV/0!

				0						$   - 0		$   - 0		ERROR:#DIV/0!

				0						$   - 0		$   - 0		ERROR:#DIV/0!

				0						$   - 0		$   - 0		ERROR:#DIV/0!

				0						$   - 0		$   - 0		ERROR:#DIV/0!



				TOTAL ADJUSTMENTS		auto calculated				$   - 0		$   - 0		ERROR:#DIV/0!



				CASH REIMBURSEMENT



				TOTAL EXPENSES		auto calculated				$   - 0		$   - 0		ERROR:#DIV/0!

				TOTAL ADJUSTMENTS		auto calculated				$   - 0		$   - 0		ERROR:#DIV/0!

				NET REIMBURSABLE EXPENSES (TOTAL EARNED BY PROVIDER) auto calculated						$   - 0		$   - 0		ERROR:#DIV/0!

				Negotiated % (Enter % from Rider F-1 Agreement Settlement Form)						0.00%		0.00%

				CASH REIMBURSABLE AMOUNT = NEGOTIATED % X NET REIMBURSABLE EXPENSES								$   - 0

				Total Agreement Amount Received by Provider (Quarters 1 - 3 Entered by AA; Quarter 4 Entered by Provider)								$   - 0

				Subrecipient Awards								$   - 0

				Net Agreement Amount Retained by Provider								$   - 0

				AMOUNT DUE TO AGENCY/(AMOUNT DUE TO DHHS)						to be completed by DHHS		$   - 0







				Report completed by:						Date

				 





				Report reviewed by:						Date
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Appendix BFPC-4-B_BFPC Allowable Costs Effective October 1, 2017 


Allowable Costs for Breastfeeding Peer Counseling Programs 


Breastfeeding peer counseling (BFPC) funds that the Food and Nutrition Services (FNS) distributes to State agencies are to be used to develop or ex¬pand  


Item or Service Allowable Costs Comments 


Durable Goods and Space   


Furniture, computers/laptops, and 
office equipment used to provide peer 
counseling services and training  


 Yes   


Phone lines, internet service, 
cell/smartphones,  pagers and 
answering machines for contacts 
between peer counselors and mothers 


Yes   


Portable baby scales to weigh infants 
outside of the WIC clinic 


No.   NSA funds may be used to purchase scales for clinical assessment for use 
by staff other than peer counselors. 


Space and lease costs for peer 
counselors to provide services  


Yes  


Incentives and Educational Materials to Promote Breastfeeding  


Breastfeeding educational materials  
for mothers such as pamphlets and  
DVDs 


No NSA funds may be used for this purpose.   


Breast pumps and breastfeeding aids 
for mothers 


No NSA funds may be used for this purpose.     


Breast pumps and  breastfeeding aids 
for demonstration purposes by peer 
counselling staff 


Yes  


 
The table below helps to identify allowable BFPC costs. This is not an exhaustive list of allowable costs.  Refer to the FNS Regional Office for questions 
about allowable cost. 
NSA = Nutrition Services and Administration  
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IBCLC = International Board Certified 
Lactation ConsultantIncentive items 
distributed to  WIC participants to 
encourage breastfeeding 


No NSA funds may be used for this purpose.   


Personnel and Compensation    


Salaries and compensation for peer 
counselling staff: peer counselors, 
designated peer counselor 
coordinators, and Designated 
Breastfeeding Experts (DBE) 


Yes. BFPC funds may be used to hire staff to 
provide oversight/management of peer 
counseling programs and/or supervision, 
mentoring and referral expertise for peer 
counselors.   


BFPC funds cannot be used to disproportionately hire lactation 
management experts versus peer counselors.  


BFPC funds may also be used to pay for DBE 
time if a peer counselor refers a WIC mother to 
a DBE for consultation outside of the peer 
counselor’s scope of practice.  The DBE may 
be compensated using BFPC funds if the 
mother continues to be supported by the peer 
counselor and remains part of the peer 
counselor’s caseload. 


NSA funds must be used for consultations for WIC mothers who are not 
referred by peer counselors and are not part of a peer counselor’s 
caseload. 


 Refer to the Nutrition Services Standards for DBE qualifications, roles 
and responsibilities. 


Salaries and compensation for 
dualrole staff, e.g., part-time WIC  
Nutrition Assistant and part-time peer 
counselor  


Yes. BFPC funds may be used for the portion of Definition of Peer Counselor: 
time spent as peer counselor.  The “dual-role” 
staff must meet the definition of peer counselor 
in the Loving Support Model, including being 
available to participants outside of regular WIC 
hours.  See FNS Breastfeeding Policy and 
Guidance document for additional information 
on dual-role staff.  State agency policies must be 


ꞏ         Paraprofessional (see Loving Support Model for definition) 
ꞏ         Recruited and hired from target population and, to the extent 
possible, representing the same racial/ethnic background as the mothers 
they support   
ꞏ         Available to WIC participants outside usual clinic hours and 
outside the WIC clinic environment, and 
ꞏ         Previous experience with breastfeeding, having breastfed at least 
one baby 


approved by FNS Regional Offices. 
Males as breastfeeding peer 
counselors 


No.  The definition of peer counselor in the 
Loving Support Model is based on research 
demonstrating the benefit of hiring peer 


Men can be valuable members of breastfeeding promotion and support 
activities in WIC, such as providing father-led support groups and other 
activities to support breastfeeding mothers and families.  However, 
components and activities that are outside of those defined by the Loving 
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counselors from WIC’s target population of 
WIC-eligible women.   


Support Model must be funded through the regular NSA grant or other 
sources. See FNS Peer Counseling Management Curriculum for 
additional information. 


Recruitment of peer counselors and 
related staff    


Yes  


Staffing and expenses related to 
breastfeeding hotlines and call 
centers. 


Yes.  BFPC funds may be used to hire peer 
counselors to answer calls to a WIC 
breastfeeding hotline if the peer counselor meets 
the definition of peer counselor and receives the 
appropriate training and supervision as outlined 
in the Loving Support Model.  Other expenses 
related to the hotline/call center such as rent, 
phone lines, equipment, are allowable for any 
portion of those expenses that are for the 
purpose of a peer counselor providing 
participant contacts through the hotline/call 
center. 


 


Staff Training and Resources   


Travel for training of peer counselors 
and peer counseling staff/managers 


Yes  


Travel for home and hospital visits by 
peer counselling staff 


Yes  


Continuing education for DBE’s Yes, if it relates to servicing peer counseling 
programs (e.g., mentoring, serving as a referral)


 


Breastfeeding resources for peer
counselling staff 


Yes, if the resources are related to peer 
counseling, e.g., training materials for peer 
counselors.   


 


Breastfeeding resources for WIC staff 
not related to peer counseling 


No.   NSA funds may be used to purchase general breastfeeding resources for 
WIC staff. 


Training and coursework for peer 
counselors to become IBCLCs or  
Certified Lactation Counselors  
(CLCs)  


No.  NSA funds may be used for CLC or 
IBCLC training and coursework.  


The priority use of BFPC funds is to hire and train peer counselors to 
provide breastfeeding peer counseling services to WIC participants.   
The research recommends that peer counselors be provided career path
training options. 
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CLC or IBCLC exam, renewal or 
membership fees 


No At the WIC State agency’s discretion, NSA funds may be used for CLC 
or IBCLC training, exam fees, renewal and/or association membership 
fees.   The State agency must determine if it is necessary and of benefit to 
the WIC Program for the person in a particular job position to have the 
certification.  SAs must also determine whether or not the cost fits within 
its WIC NSA grant budget.    


Peer Counseling Program Advertising and Promotion  


Pamphlets and similar materials to 
promote the peer counseling program 


Yes  


Media campaigns, e.g., bus placards, 
to advertise BFPC programs 


Yes  FNS would not expect to see a disproportionate amount of the BFPC 
funds spent on advertising the program at the expense of direct services 
to participants. 
BFPC funds may not be used for ads that promote breastfeeding in 
general—NSA funds may be used for those purposes.   


T-Shirts, buttons and similar low-cost 
items that identify peer counselors  


Yes  


Miscellaneous   


Indirect program costs (e.g., 
lease/rental costs, copying costs, HR 
services, legal services, utilities) 


Yes, but only those that are related to providing 
a peer counseling program.   


 


Second nutrition education contacts No.   


BFPC funds are for activities that are in addition 
to current required WIC activities.   


NSA funds provide for at least two nutrition education contacts; 
therefore, BFPC funds may not be used for the “second” contact.     
In addition, the 1/6th nutrition education requirement and breastfeeding 
target must be met with regular NSA funds. 


Childcare No  


Cribs or other materials and 
equipment for infants of peer 
counselors who bring their babies to 
work  


No  
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Monitoring and tracking of program 
effectiveness.  


Yes. Funds may be used to monitor and track 
program components (e.g., contacts, referrals, 
training) to determine effectiveness and where 
improvements are needed.  However, evaluation 
studies may not be paid for using BFPC funds. 


 


Peer counseling services to non-WIC 
participants 


No.  Peer counselors should refer WIC-eligible 
women to WIC to apply for WIC benefits.  Peer 
counselors should refer women who are not 
WIC-eligible to appropriate non-WIC resources. 
Refer to the Peer Counselor Handbook. 


 


Breastfeeding coalitions No.   BFPC funds can only be used for services and activities related directly 
to peer counseling. 


 








 


Breastfeeding Peer Counseling 
BFPC-5-A BFPC Supervisor Job Description 
Revised: 10/1/2012 


WIC Breastfeeding Peer Counselor Supervisor 
Practice Guidelines and Performance Expectations 


 
Title: WIC Breastfeeding Peer Counselor Supervisor/Manager 
 
General Description: 
The Supervisor manages the breastfeeding peer-counseling program on a Local agency level. 
Responsible for supervision and training of WIC Breastfeeding Peer Counselors and overall program 
planning and management 
 
Qualifications: 


Has demonstrated experience in program management. 


Has demonstrated expertise in breastfeeding management and promotion. 


Has credentials of an International Board Certified Lactation Consultant (IBCLC) or has other 
certification in lactation management (e.g., CLE, CLC). 


Has a minimum of one-year experience counseling breastfeeding women. 
 
Training 


Participates in four hours of breastfeeding continuing education annually. 


Receives “Using Loving Support to Manage Peer Counseling Programs” training. 
 
Supervision: 
The WIC State Breastfeeding Coordinator oversees the peer counselor supervisors. 
 
Duties: 
The WIC Breastfeeding Peer Counselor Supervisor manages the WIC peer counseling program on a 
local agency level and assists in statewide program management, including: 


 Assists in establishing local agency and statewide program goals and objectives. 


 Assists in establishing local agency and statewide peer counseling program protocols and 
policies. 


 Recruits and interviews potential peer counselors in alignment with program policies and 
standards. 


 Mentors breastfeeding peer counselors providing routine follow-up, evaluation, guidance and 
continuing education opportunities. 


 Provides ongoing supervision. 


 Holds weekly meetings with breastfeeding peer counselors  


 Reviews peer counselor activity logs at a minimum of monthly 


 Monitors the program, including conducting spot checks biannually and implementing and 
monitoring quality assurance projects. 


 Routinely reports on the program to State Breastfeeding Coordinator. 


 Works with other breastfeeding peer counselor supervisors/managers to assess for ongoing 
improvements to the program and collaborative training needs and opportunities. 


 
I understand the above job responsibilities, and agree to perform these duties as assigned. 
 
______________________________________  __________________________________                
          WIC Peer Counselor Supervisor                   Date 








 


  Appendix BFPC‐6‐A: Participant Survey Report 
Due: April 1st and September 1st


 


Revised: 10/1/2019 


Peer Counselor Name:  Part #1  Part #2  Part #3  Part #4  Part #5  Part #6  Part #7  Part #8  Part #9  Part #10 
Date Submitted to SA:                     
Survey Questions:                     
1. Began work w/ BFPC before or after del (B or A)                     
2. PC helped you make decision to BF (Y,N,NS or D)                     
3. How many times talked w/ BFPC (# of times)                     
4. Recommend BFPC program to friend (Y, N or NS)                     
5. If stopped using BFPC program, explain why   
 


6. Comments or suggestions for BFPC program   
 


7. Rate PC assistance (1 to 5)   
8. Are you BF now (Y or N)   
   8a. If no (baby's approx. age when stop BF)   
   8b. Why did you stop BF (list reasons)   
 


9.  Did BFPC help you to BF longer (Y,N, or NS)                     
   9a. If no, why (explanation)   
 
 












Appendix BFPC-7-A 
Moms Helping Moms BFPC Referral Form 


Mother’s Information 


Date: Clinic  Site: 


Client Name: 
Client ID# 
Family ID# 


Mailing 
Address 


Status : 
o Pregnant
o Breastfeeding


DOB 
Due Date 


Primary Phone # 
Secondary Phone # 


Best time to call 


o Ok to call
o Ok to send letter/information


o Does not want to be called at this
time.


Prior Experience/Outcomes: 


Identified Barriers: 


Infant Information 


Name 
o Male
o Female


DOB 
Birth Weight 


Birth Length 


Other Staff Comments 


Updates 


Date o No longer breastfeeding
o No longer pregnant and not breastfeeding


revised: 10/1/2019
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Maine Center for Disease Control and Prevention  
WIC Nutrition Program  


Effective: October 1, 2012                       Policy No. CE-1 
Revised: October 1, 2019  


Eligibility Application Process, Identification Requirements and  
Documentation  


Authority  
7 CFR §246.4(a)(6), (10), (11)(i) and (19); §246.7;  
22 MRSA §255 and §1951;  
10-44 CMR, Chapter 286 §II.F;  
Americans with Disabilities Act (ADA) of 1990; 42 USC 12101 et seq.;  
Rehabilitation Act of 1973; 29 USC 794 §504  
Public Law 105-336 §203(a)(1)   
FNS Policy Memo #96-1, Non-Birth Mothers Certified as Breastfeeding Women   
FNS Policy Memo #99-4, Self-Declaration of Residency  
National Voter Registration Act of 1993  


Policy  
1. The State Agency shall require all Local Agencies to use a standardized application 


process for all persons applying for the Maine CDC WIC Nutrition Program.  


2. To be certified as eligible for the Program, applicants must meet residency, identity and 
physical presence requirements as follows:  


2.1 Live in Maine  


2.2 Meet the Maine CDC WIC Nutrition Program’s income eligibility guidelines   


2.3 Meet the Maine CDC WIC Nutrition Program’s nutrition risk criteria; and  


2.4 Be in one of the following categories:  


2.4.1 A pregnant woman  


2.4.2 A nonbreastfeeding woman within six months of delivery  


2.4.3 A breastfeeding woman within 12 months of delivery who is breastfeeding or 
pumping at least once per day  


2.4.4 An infant from birth through 12 months of age; or  


2.4.5 A child from age 12 months (one year) to 60 months (up to the fifth birthday).  


3. A pregnant woman who is physically present and meets the income eligibility standards 
may be presumed eligible to participate in the program and may be certified for 
participation immediately without an evaluation of nutrition risk.  Verification of 
residency and identity must be done at this visit.  
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4. Local Agencies may issue such presumptively eligible participants up to thirty (30) days 
of food benefits and schedule an appointment for a complete certification visit, at which 
time income eligibility and nutrition risk must be assessed and assigned.   


5. The State Agency shall require documentation of residency, identity and income at the 
time of certification.  If residency information is missing, the Local Agency shall require 
a signed statement explaining why documentation of residency is not available.  


6. An applicant with no proof of identity and/or residency cannot be certified or issued food 
instruments except in situations where the applicant is a victim of theft, loss, or disaster; 
or a homeless individual, a migrant, or an individual who is institutionalized.  


7. The State Agency shall use temporary (up to thirty (30) days) certifications for 
individuals who do not present necessary proof of income at the time of application.  


8. The State Agency shall require that the applicant be physically present at the time of 
certification or that a valid exception be documented.  Valid exceptions shall include:  


8.1 The applicant or parent/caretaker is an individual with disabilities which prevent 
him/her from being physically present at the WIC clinic (e.g., medical equipment, 
bed-rest, or serious illness exacerbated by coming in to clinic).  


8.2 The applicant is an infant or child receiving documented ongoing health care from 
any health care provider, including the Local Agency; being physically present 
would pose an unreasonable barrier; or the infant or child was present at his/her 
initial WIC certification.  


8.3 The applicant is an infant under eight (8) weeks of age who cannot be present at 
the time of certification (for a reason determined to be appropriate by the Local 
Agency) and for whom all necessary certification information is provided.  


Procedure  
1. Proof of identification must be shown for all applicants and individuals serving as 


authorized representative/proxy at all certification appointments. The table below lists 
acceptable forms of identification:  


Generally Available:  Other Sources:  
Women (All Categories)  


Driver’s license/State ID  Birth Certificate  
MaineCare Card  Pay stubs  
DHHS case paperwork  Utility bills  
School picture ID/Registration  Hospital discharge summary  
Passport/Green Card  Immunization record  
Military ID  Ultrasound record  
Social Security Card  WIC ID Folder (recertifications only)  


Infants/Children  
Birth Certificate  Hospital discharge summary  
Social Security Card/application  Head Start enrollment paperwork  
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Passport  Immunization record  
MaineCare Card  Hospital bracelet/nursery crib card  
Generally Available:  Other Sources:  
Court Appointed Custody Order  WIC ID Folder (if name is recorded on 


folder at certification by WIC staff)    
DHHS case paperwork listing child’s name  


2. Photo identification for women participants, authorized representative and proxies may 
be scanned into the electronic record for all respective household members when the 
participant/authorized representative provides written permission using Appendix CE-1-
B.  


3. Applicants must show proof of residency at each certification/recertification.   


3.1 Proof of residency must include documentation of physical residence address.  
Potential sources for verifying residency include:   


Generally Available:  Other Sources:  
Voter registration card  Home visit  
Job offer/rejection letter  Collateral contact  
Utility bills  Telephone directory  
Rent receipts, mortgage receipts, lease agreements  Tax office records  
Driver’s license  Church or synagogue records 
Piece of mail received at stated residence address     
Real estate tax receipts    
Renter’s, home owner’s, or standard fire insurance policy   
School registration    


3.2 Active enrollment in an adjunctively-eligible program (MaineCare/TANF/SNAP) 
is considered proof of residency for the household.  


3.3 Self-declaration of residency is not acceptable for eligibility.  


3.4 Migrant farm works are considered Maine residents as long as their temporary 
abode is within Maine borders.   


4. At each certification or recertification for program benefits, WIC staff members must do 
the following:  


4.1 Document proof of income, residency and identification in the appropriate 
locations in the participant electronic record  


4.2 Document physical presence in the participant electronic record  


4.3 Review program rights and responsibilities (located inside the WIC Participant 
Booklet, Appendix CE-1-A) with the participant or authorized 
representative/proxy.  
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4.4 Have the participant or authorized representative/proxy sign the SPIRIT signature 
pad, acknowledging understanding and agreement to participant program rights 
and responsibilities.   


4.4.1 If the electronic signature pad is not working properly, staff shall capture 
the participant or authorized representative/proxy signature on Appendix  


CE-1-C Rights and Responsibilities Signature Page  


5. Physical presence at certification must be documented in the participant electronic record.  
Documentation to establish an exception to the physical presence requirements as 
enumerated in the above policies must be maintained in the participant electronic record.  
Acceptable forms of documentation include a statement from a physician or other health 
care provider.  


6. In accordance with the Americans with Disabilities Act (ADA) of 1990 and Section 504 
of the Rehabilitation Act of 1973, WIC agencies must provide “reasonable  
accommodations” for persons with disabilities.  If an applicant, participant or authorized 
representative has a disability that makes it difficult to come to a WIC clinic for 
certification, the applicant or participant may be certified without being physically 
present.  


6.1 Not all persons with a disability are categorically exempt from the physical 
presence requirement.  


6.2 Only those disabilities that create a current barrier to the physical presence 
requirement may serve as a basis for an exception.  


7. Local Agencies must make every effort to schedule working clients, parents and 
guardians at times that will not jeopardize their employment.  Early morning, lunch hour 
and evening appointment times should be made available to reduce barriers to 
certification. Exceptions are permitted with local agency director approval.   


8. The length of time an applicant may be exempt from the physical presence requirement 
will be handled on an individual basis.  


8.1 The exemption is only applicable to the certification period for which it was 
provided and must be reassessed at a subsequent certification.  


8.2 The Local Agency director or nutritionist must confirm the need to continue the 
exemption.  This may be based on the previous documentation or a phone consult 
with the client’s health care provider.  


9. Persons living in institutions may participate in the Maine CDC WIC Nutrition Program 
if the following provisions are met:   


9.1 The institution does not financially benefit from the person’s participation in the 
Program (e.g. the institution does not reduce the quantity of food the person is 
receiving because he/she is receiving WIC foods).   


9.2 The WIC foods are not used for communal feeding.  
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9.3 The institution does not place constraints on the WIC participant’s ability to use 
WIC foods or the available WIC services.  


10. Homeless persons without a permanent address are eligible for Program benefits.  Those 
living in institutions serving the homeless are eligible as long as the facility complies 
with the requirements previously listed for institutionalized individuals.   


10.1 Institutions may be required to sign a written statement agreeing to comply with 
these conditions.  On-site monitoring of the institution may be performed by State 
or Local Agency staff.  


11. U.S. citizenship is not required for persons who are otherwise eligible to participate in the 
Maine CDC WIC Program. Maine CDC WIC regulations prohibit either acknowledging 
participation by non-citizens or releasing any information (including names and 
addresses) to the Immigration and Naturalization Service (INS).  Categories of aliens are 
as follows:   


11.1 Non-Resident Illegal Aliens- those who have resided in the U.S. since before 
January 1, 1982 and have applied for amnesty under the Immigration and Reform 
Act of 1986, and those who are in the U.S. illegally and not eligible to apply for 
amnesty.   


11.2 Resident Legal Aliens- aliens who have green cards  


11.3 Non-Resident Legal Aliens-legal aliens such as students or tourists who are in the 
U.S. temporarily  


12. A foster child for whom the State is legally responsible shall be considered a one-person 
family.  


13. One WIC Participant Booklet (Appendix CE-1-A) is issued to each family upon 
enrollment into the program.  The ID folder is signed by the participant/authorized 
representative and the proxy(ies) (if designated).  The folder contains program 
information as well as the current authorized WIC food list.  


13.1 The Local Agency must store unused WIC ID Folders in a secure location.   


13.2 Local Agency WIC staff issue one family ID folder per family unit when 
applicant(s) is/are initially certified.  


13.3 Authorized representative/participant shall sign on the designated line in the 
Rights and Responsibilities section of the Participant Booklet (Appendix CE-1A), 
acknowledging that he/she has read and understands the section.   


13.4 Authorized representative/participant shall sign on the designated line on the back 
of the Participant Booklet.   


13.5 If a proxy(ies) has been named, the authorized representative is instructed to have 
the proxy(ies) sign the proxy signature line before the next appointment.   


13.6 If no proxy has been designated, the proxy portion of the folder is crossed through 
with an X in pen by WIC staff.   
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13.7 Local Agency name, address and phone number are stamped in the available area 
on the folder.   


13.8 Family/Household ID number is written on the designated line inside the folder.   


13.9 If the WIC ID folder is lost or stolen, the participant/authorized representative’s 
identity must be verified before another folder can be issued.   


13.9.1 Identifying documents such as a driver’s license, State ID card, or 
another official document shall be used for verification of participant’s 
identity for folder replacement. Identification cannot be based on staff 
recognition.   


13.9.2 Local Agency staff must document the date of the replacement and the 
reasons for the issuance of a new ID folder in the participant electronic 
record.  


13.10 ID folders are mailed only under unusual circumstances. The reasons for mailing 
must be documented in the participant electronic record. When mailing ID 
folders, Local Agency staff must ensure the following:  


13.10.1 ID folders must be mailed via first-class mail.  


13.10.2 ID folders must be mailed in envelopes which contain the return address 
of the Local Agency.  


13.10.3 Envelopes with ID folders must say “Return Service Requested”.   


14. The Local Agency must verify the identity of each participant at the initial certification 
and each recertification and document proof of identity in the participant electronic 
record.  


15. A woman who is breastfeeding a WIC infant she did not give birth to is eligible to be 
certified as a breastfeeding woman.  Examples may include a wet nurse, an adoptive 
mother or a foster mother.   


15.1 For non-birth women who are breastfeeding, all certification requirements 
(income, residency and nutrition risk) must be met at enrollment.   


15.2 Women expressing milk for donation to a milk bank do not qualify.   


15.3 If a woman who is breastfeeding a WIC infant she did not give birth to has a 
medical condition which contraindicates breastfeeding, she must be given the 
same information and referrals as a birth mother with the same condition(s).  In 
this instance, Local Agency staff is not obligated to certify the woman as 
breastfeeding.   


15.4 If a birth mother is eligible for the program and her infant is being breastfed by 
another woman, Local Agency staff may enroll the birth mother as 
nonbreastfeeding and the breastfeeding woman as a breastfeeding participant.  
Only one woman may be certified in the breastfeeding status, even if both women 
apply for that status.   
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15.5 In determining eligibility, the infant is not required to reside with the non-birth 
breastfeeding woman.  Family size is determined by the woman claiming to have 
the infant in her residence.  The breastfed infant may not be counted in the family 
size of both women.   


15.6 The age of the WIC infant determines the length of time the non-birth 
breastfeeding woman may participate in the program.  The non-birth woman who 
is breastfeeding a WIC infant may participate in the program until she stops 
breastfeeding at least once per day, or when the infant turns 12 months of age, 
whichever occurs first.   


16. Voter registration applications and materials must be made available and easily 
accessible in all clinic sites for participants and authorized representatives.  


17. Local agency staff shall offer voter registration opportunities to all program applicants 
and/or participants at all certifications, recertifications and/or notifications of change of 
physical address, as mandated by the National Voter Registration Act of 1993.  
Individuals shall also be provided assistance to complete voter registration cards as 
needed.  


17.1 The voter registration status is specific to the authorized representative. If only the 
proxy is present at the time of recertification, staff shall update the voter 
registration information next time the authorized representative is present.   


17.2 Staff shall document voter registration inquiry and status according to the 
following:   


Authorized 
Representative Choice 


Demographics Tab
2 Register to Vote 


field 


Referrals tab Notes 


Already Registered  Already Registered    Offer again if physical address 
changes  


Not Registered,  
Would like to register  


Voter Reg Card 
Provided  


Voter  
Registration  
Card   


In order to complete 
registration:  bring card to 
city/town office along with ID 
and proof of residency  
Offer again if physical address 
changes  


Not Registered, does not 
want to register  


Declined Voter Reg 
Card  


  Offer again if physical address 
changes  


Cannot Register (<18 years 
of age, noncitizen)  


Not Eligible to 
Register  


  
Offer again on or after 18th 
birthday for US citizens  
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Maine Center for Disease Control and Prevention  
 WIC Nutrition Program  


Effective: October 1, 2012               Policy No. CE-2 
Revised: October 1, 2019                                                                                     


Income Eligibility Determination and Documentation  


Authority 7 
CFR §246.7;  
22 MRSA §255 and §1951;  
10-44 CMR Chapter 286, §II.F  
USDA FNS WIC Income Eligibility Webinar, Spring 2014  
WIC Policy Memorandum #2013-3 Income Eligibility Guidance   


Policy  
1. All Local Agencies shall adhere to income eligibility guidelines for all persons applying for 


benefits from the Maine CDC WIC Nutrition Program.  


2. The State Agency gross income limit for income eligibility is one hundred eight-five 
percent (185%) of the federal poverty income guidelines (see Appendix CE-2-A), with no 
Local Agency exceptions.  


2.1 On or before July 1 each year, the State Agency will announce and transmit 
revisions of the income guidelines based on family size to the Local Agencies.  


2.2 The Local Agency shall implement revised guidelines as directed by the State 
Agency (no later than July 1 of each year for which such guidelines are issued by 
the Food and Nutrition Service of USDA).  


Procedure  
1. The applicant shall provide proof of income at certification and recertification.   


2. The Local Agency shall indicate which document was used to determine income 
eligibility in the participant electronic record.  


3. The following are examples of documents that can be used to verify income:  
Pay stub    Employee’s W-2 form  
Income tax return (for self-employed 
individuals)  


Leave and Earnings Statement (for military 
families)  


Statement from employer (must include 
company name, contact name and phone 
number)  


Statement from employment service office, 
occupation or local wage tax agency, or 
State Income Tax Bureau  


Employer’s wage record  Employer’s records of attached wages  
Wage tax receipts  Wage match with SESA or SSA  
  


4. Income is defined to include the following:  
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4.1 Monetary compensation for services, including wages, salaries, commissions or 
fees. (Wages [salaries] means gross income before deductions for income taxes, 
employee’s social security taxes, insurance premiums, bonds, etc.)  


4.2 Net income from farm/non-farm self-employment   


4.3 Social security income  


4.4 Dividends or interest on savings or bonds, income from estates or trusts, net rental   
income, or withdrawals from cash settlements  


4.5 Public assistance or welfare payments  


4.6 Unemployment compensation  


4.7 Retirement or pension payments to government civilian or military employees, or 
veterans’ payments  


4.8 Earned income from temporary Census employment  


4.9 Private pensions or annuities  


4.10 Actual alimony or child support payments received  


4.11 Regular contributions from persons not living in the household  


4.12 Net royalties  


4.13 Payments proceeding from gambling, gaming, lottery, and bingo  


4.14 Student financial assistance, such as grants and scholarships used to pay for room 
and board or dependent care. (Exception: the following grants and scholarships 
are excluded: Pell Grants, State Student Incentive Grants, and National Direct 
Student Loans.)  


4.15 Lump sum payments are income that represents “new money” intended for 
income such as: gifts, inheritance, lottery winnings, workers’ compensation for 
lost wages, severance pay, insurance payments for “pain and suffering” and 
bonuses.   


4.15.1 Lump sum payments that represent reimbursements for lost assets or 
injuries are not counted as income. Examples include: amounts received 
from insurance companies for loss or damage of personal property, such 
as home or auto; and payments that are intended for a third party to pay 
for a specific expense incurred by a household, such as a payment of 
medical bills resulting from an accident or injury.   


4.16 Other cash income including, but not limited to, cash amounts received or 
withdrawn from any source including savings, investments, trust accounts and 
other resources which are readily available to the family.  


5. Income Exclusions as outlined by 7 CFR §246.7(d)(2)(iv) include but are not limited 
to:  
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5.1 Basic allowance for housing (BAH) received by military services personnel 
residing off military installations or in privatized housing, whether on- or off-base   


5.2 Cost-of-living allowance provided under 37 USC §405, to a member of a 
uniformed service who is on duty outside the contiguous states of the United 
States  


5.3 The value of in-kind housing and other in-kind benefits.   


5.4 Loans, not including amounts to which the applicant has constant or unlimited 
access  


5.5 Payments or benefits provided under certain federal programs or acts including, 
but not limited to:  


5.5.1 Reimbursements from the Uniform Relocation Assistance and Real 
Property Acquisition Policies Act of 1970 (Pub. L. 91-646, sec 216, 42 
U.S.C. 4636)  


5.5.2 Income received by volunteers for services performed under the Small 
Business  


Act §8(b) (1) (B) (SCORE and ACE) (Pub. L. 95-510, sec. 101, 15 U.S.C. 637  
(b)(1)(D) or under Title I of the Domestic Volunteer Service Act of 1973  
(includes VISTA, RSVP, Senior Companions Program, and the Foster 
Grandparents Program)  


5.5.3 Income derived from certain sub-marginal land of the United States 
which is held in trust for certain Indian tribes (Pub. L. 94-114, sec. 6, 25 
U.S.C. 459e)  


5.5.4 Payments to the Passamaquoddy Tribe and the Penobscot Nation or any 
of their members received pursuant to the Maine Indian Claims 
Settlement Act of 1980  


5.5.5 Payments received under the Job Training Partnership Act (Pub. L. 97-
300, sec.  


142(b), 29 U.S.C. 1552(b)) (includes Summer Youth Employment and  
Training, Dislocated Worker Program, Programs for Native Americans, 
Migrant and Seasonal Farm Workers Program, Veterans Employment Programs 
and Job Corps)  


5.5.6 The value of assistance to children or their families under the National 
School Lunch Act of 1966, the Child Nutrition Act of 1966, or the Food 
Stamp Act of  


1977 (includes School Breakfast Program, Special Milk Program, Summer  
Food Service Program, Child and Adult Care Food Program and Food  
Distribution Program on Indian Reservations [FDPIR])  


5.5.7 Payments under the Low-Income Home Energy Assistance Act, as 
amended  
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5.5.8 Financial assistance received by a student from any program funded 
under Title  


IV of the Higher Education Act of 1965 (includes Pell Grants, Supplemental  
Education Opportunity Grants, College Work-Study, Perkins Loans, Stafford  
Loans, US Loans, Supplemental Loans for Students)  


5.5.9 Payments under the Disaster Relief Act of 1974, as amended by the 
Disaster Relief and Emergency Assistance Amendments of 1989   


5.5.10 Payments received under the Carl D. Perkins Vocational Education Act, 
as amended by the Carl D. Perkins Vocational and Applied Technology 
Education Act Amendments of 1990  


5.5.11 Payments pursuant to the Agent Orange Compensation Exclusion Act  


5.5.12 Payments received for Wartime Relocation of Civilians under the Civil 
Liberties Act of 1988   


5.5.13 Value of any child care payments made under section 402 (g)(1)(E) of the 
Social Security Act, as amended by the Family Support Act (known in 
Maine as the ASPIRE Child Care Program)   


5.5.14 Value of any “at-risk” block grant child care payments made under 
section 5081 of Pub. L. 101-508, the Child Care and Development Block 
Grant Program, amending section 401(i) of the Social Security Act  


5.5.15 Mandatory salary reduction amount for military service personnel which 
is used to fund the Veterans Educational Assistance Act of 1984 (GI Bill), 
as amended  


5.5.16 Payments received under the Old Age Assistance Claims Settlement Act, 
except for per capita shares in excess of $2,000   


5.5.17 Payments received under the Cranston-Gonzales National Affordable 
Housing Act, unless income of the family equals or exceeds 80 percent of 
the median income of the area  


5.5.18 Payments received under the Housing and Community Development Act 
of 1987, unless the income of the family increases at any time to not less 
than 50 percent of the median income of the area  


5.5.19 Payments received under the Judgment Award Authorization Act, as 
amended  


5.5.20 Payments received by members of the Armed Forces and their families 
under the Family Supplemental Subsistence Allowance (SSA) from the 
Department of Defense  


5.5.21 Payments received by property-owners under the National Flood 
Insurance Program   


5.5.22 Combat pay for military service members if it is:  
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5.5.22.1 Received in addition to the service member’s basic pay;  


5.5.22.2 Received because of the service member’s deployment to or 
service in an area that has been designated as a combat zone; 
and  


5.5.22.3 Not received by the service member prior to his/her deployment 
to or service in the designated combat zone   


5.5.23 One-time cash payment from the Filipino Veterans Equity Compensation 
Fund   


5.5.24 One-time cash payment from the Governor Baxter School for the Deaf 
Compensation Authority, including any accrued interest   


5.6 Expense reimbursements, such as for travel or fuel   


6. WIC regulations do not permit household gross income to be reduced for hardships, 
high medical bills, child care payments, taxes, child support, alimony, insurance, or 
other deductions.  


7. A lump sum payment (see Procedure 2.15 above) may be counted as annual income or 
may be divided by 12 to estimate a monthly income, whichever is most applicable.  


8. Households may have income from various sources which are paid on different 
schedules.   


8.1 If a household has only one income source or if all sources have the same 
frequency, no conversion of income is required.   


8.1.1 Compare the income or the sum of the separate income sources, to the 
most current IEGs for the appropriate frequency and household size to 
make the WIC income eligibility determination.   


8.2 If the household reports income sources with more than one frequency, the 
income must be converted to an annual amount.   


8.2.1 To annualize income, multiply:  


8.2.1.1 Weekly income by 52;  


8.2.1.2 Bi-weekly income (received every two weeks) by 26;  


8.2.1.3 Semi-monthly income (received twice per month) by 24;  


8.2.1.4 Monthly income by 12  


8.2.2 Do not round the values resulting from each conversion. Add together all 
the unrounded, converted values.   


8.2.3 Compare the unrounded total to the current annual IEGs for the 
household size to make the income eligibility determination.   


9. The SPIRIT System will automatically convert income to an annual amount. For 
households with only one income source or all sources have the same frequency, local 
agency staff must document the income and the corresponding frequency in a note.   
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9.1 Staff may input household income sources into the Income Calculator spreadsheet 
(appendix CE-2-B) and copy this to a note.   


10. Both the family’s income over the past twelve (12) months and the family’s current rate 
of income shall be considered. The Local Agency staff shall determine which indicator 
more accurately reflects the family’s current status. Exceptions to this provision are:  


10.1 Unemployed persons (including laid-off workers): Persons from families with 
adult members who are unemployed are eligible based on income during the 
period of unemployment if the loss of income causes the current rate of income to 
be less than the State Agency’s income guidelines for eligibility (See Appendix 
CE-2-A).  


10.2 Migrant farm workers and their families with expired VOC documentation are 
considered income eligible, provided that their income is determined once every  


12 months. To determine the migrant family’s income, the Local Agency shall 
consider their income during the previous tax year.  


11. Self-employed individuals are assessed for WIC income eligibility using net income 
rather than gross income.   


11.1 The applicant’s most recently completed IRS tax return is the basis for calculating 
net income for self-employed individuals.   


11.2 The adjusted net income figure indicated on the federal tax return should be used.   


11.3 Neither state nor local agency staff are responsible for challenging or 
recalculating that amount.   


12. Net income, rather than gross income, is determined by subtracting the self-employed 
individual’s operating expenses from his/her receipts. Net income will only be used in 
the following situations:  


12.1 Net royalties  


12.2 Net rental income  


12.3 For self-employed individuals, net income (farm or non-farm)  


13. Temporary low income means income that is below a family’s normal level due to 
infrequency or irregularity of employment.  


13.1 This definition applies to families with individuals who are employed but not 
currently receiving income. These individuals can include, but are not limited to, 
construction workers, seasonal agricultural workers such as farmers, teachers, and 
persons on extended unpaid leave due to childbirth or illness.   


13.2 In the case of temporary low income, income must be based on the family’s 
average income for the last 12 months as compared to WIC income guidelines 
(See Appendix CE-2-A). Income assessment may be a combination of, including 
but not limited to, previous year’s tax return, W-2, and most recent paystub.   
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14. Overtime Pay: If the current income includes overtime or commissions which the 
applicant claims are not generally received, the applicant must present check stubs from 
the previous pay period to be averaged with the current income.   


14.1 For example, an applicant is paid every week and brings four pay vouchers to 
WIC for the month of December. Each pay voucher shows:  


14.1.1 Basic pay for 40 hours = $360.00  


14.1.2 Overtime pay for 20 hours = $180.00  


14.1.3 Total gross pay for week including overtime = $540.00  


14.1.4 The applicant claims she usually works 40 hours a week. November pay 
vouchers show a gross income of $360.00 a week. Weekly gross income 
may be calculated as follows: ($540+$360)/2=$450/week.  


15. Members of families whose wage earner(s) are unemployed or striking are income 
eligible during the period of unemployment if their current rate of income falls within  


Maine CDC WIC Program guidelines (e.g., unemployment benefits plus other family 
income).  


15.1 When the unemployed family member becomes employed, the Local Agency 
must re-determine income eligibility using the best indicator of income.  


15.2 Families who have members on strike for at least two weeks are income eligible 
while the member is on strike if the loss of income causes the average income for 
the past 12 months to be less than program limits. When the strike is over, the 
Local Agency must re-determine income using the best indicator of income.  


16. Military personnel who are deployed overseas or assigned to a military base and are not 
living with their families are considered part of the economic unit.   


16.1 The Maine CDC WIC Program excludes Basic Allowance for Housing (BAH) 
when calculating income.  


16.2 The Leave and Earnings Statement (LES) is used to determine rank and years of 
service.   


16.3 Income is determined from the Military Monthly Basic Pay Table. This table can 
be viewed or downloaded from the following Web Site:  
http://militarypay.defense.gov/PAY/BASIC/ACTIVEDUTY.ASPX or can be 
obtained from the State WIC Office.  


16.4 Income sources include the following:  


16.4.1 Base pay  


16.4.2 Basic Allowance for Subsistence (BAS)  


16.4.3 Family Separation Allowance (FSA)  


16.4.4 Reenlistment Bonus (SRB)  


16.4.5 Hostile Fire/Imminent Danger Pay (HFP)  
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16.4.6 Career Enlisted Flyer Incentive Pay (CEFIP)  


16.4.7 Career Sea Pay  


16.4.8 Cost of Living Allowance (COLA)  


16.4.9 Hardship Duty Pay  


16.4.10 Foreign Language Proficiency Pay (FLPP)  


16.4.11 Special Duty Assignment Pay (SDAP)  


16.4.12 Veteran’s Educational Assistance Program (GI Bill)  


16.4.13 Military Survivor Benefits Plan (SBP)  


16.4.14 Clothing (Divide the yearly clothing allowance by 12 to get a monthly 
rate)  


16.4.15 Any incentive pay such as aviation career, foreign duty, hazardous duty or 
family separation pay  


16.4.16 All other income from other family members (e.g. working spouse)  


16.5 If both parents are deployed overseas or temporarily assigned to a base and 
children are temporarily left in another person(s) care, there are 3 options to 
determine income. These options may also be used if one parent and children 
temporarily move in with friends or relatives:  


16.5.1 Count the absent parents and their children as the economic unit when 
total gross income of the family can be determined.  


16.5.2 Count the children only as the economic unit. When the parents have 
designated a portion of their pay as the children’s allotment and this 
allotment amount is adequate, in the Local Agency staff person’s opinion, 
to meet the children’s needs.  


16.5.3 Count the children and the person(s) they are living with as the economic 
unit when the two options above are not applicable.  


16.6 If military family members are deployed overseas or to another base, a Leave and 
Earnings Statement (LES) may not be available at the time of certification.   


16.6.1 If all military pay is directly deposited into a joint account, a bank 
statement may be used as income documentation. If spouse and/or child 
allotments only are deposited, then self-declaration of gross income is 
allowed.  


17. Adjunct or automatic income eligibility- Families with TANF, SNAP participants and 
MaineCare Recipients- Individuals who participate in SNAP, who are members of 
families receiving assistance under the TANF Program, who receive MaineCare, or 
who are members of families that include a pregnant woman or infant receiving 
MaineCare (or presumptively eligible for MaineCare) are considered adjunctively 
income eligible for the Maine CDC WIC Nutrition Program. Adjunctive eligibility 
must be verified and entered for each family member in the WIC SPIRIT application.   
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17.1 Persons who are adjunctively income eligible shall remain income-eligible as long 
as they receive TANF, SNAP benefits and/or MaineCare. Poverty Level 
Requirements as a percent of poverty are as follows:  


Program  Poverty Level  
TANF  83%  
SNAP  130%   
MaineCare- Pregnant women and infants  200%  
MaineCare- Children  150%  
MaineCare- SCHIP/Cub Care-eligible  208%  
MaineCare- Other categorically eligible women  200%  


17.2 Applicants with MaineCare “Emergency Only” or “Special Populations with 
Limited Benefits” benefit coverage are considered adjunctively income eligible 
for the Maine CDC WIC Nutrition Program.  


17.3 Applicants with MaineCare Maine Rx Plus benefit coverage are not considered 
adjunctively income eligible for the Maine CDC WIC Nutrition Program.   


17.3.1 Assessment of income eligible shall be performed with proof of income 
from all sources of household income.   


17.4 Adjunctive income-eligibility must be documented by a notice or verification of 
eligibility showing that the individual:  


17.4.1 Receives benefits from SNAP, MaineCare, or TANF during the current 
month; or  


17.4.2 Is determined presumptively eligible for either TANF or MaineCare  
(pending completion of that program’s eligibility process); or  


17.4.3 Is a member of a household containing a TANF recipient or a pregnant 
woman or infant currently on MaineCare.  


17.5 Acceptable documentation of adjunctive income-eligibility includes the 
following:  


17.5.1 MaineCare letter showing current eligibility dates  


17.5.2 TANF letter showing current eligibility dates  


17.5.3 Local Agency Staff may verify current MaineCare eligibility via phone or 
website  


17.5.4 SNAP documents showing current certification dates including EBT 
activity printout with current dates. Note: An EBT card does not show 
valid dates and is not acceptable proof of current adjunctive eligibility for 
WIC.  


17.6 Local Agency staff must record what document was seen as proof of adjunctive 
eligibility in the participant electronic record.  
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17.7 For adjunctively eligible participants, a self-declaration of total household income 
for demographic data collection purposes must be entered in the income contact of 
the participant electronic record.  


18. When calculating Family/Economic Unit Size, an individual does not have to receive 
cash to be part of the economic unit of others, since it is the pooling of income or 
sharing of the goods and services that creates an economic unit. Conversely, it is 
possible for two separate economic units to reside under the same roof, although the 
determination of such may not be a clear-cut process.  


18.1 Local Agency WIC staff shall assess the degree of economic independence of the 
minor or applicant who is living in another’s household and the applicant’s status 
as a separate economic unit.     


18.2 The following guidelines may be used when determining degree of economic 
independence:  


Questions to Ask to Determine 
Separate Household  


Household Size  


Does the household provide food, clothing, 
shelter, etc. with expectation of payment?   


If Yes – count as a separate household  If No 
– applicant is not counted as a separate 
household – include in the household size   


Does the applicant pay the household for living 
in their home?  


If Yes – count as a separate household  
If No – include in the household size   


Does the applicant share income and expenses 
with other people in the household?   


If Yes – include in the household size  
If No – count as a separate household   


Can the applicant provide current proof of 
eligibility for SNAP, Medicaid or TANF?   


If Yes – count as a separate household   
  


Can the applicant verify her status as an 
emancipated minor (as determined by the 
Court)?   


If Yes – may be an indicator of a separate 
household, if the applicant has her own source 
of income   


19. When an unmarried couple lives together as one economic unit, use the income of both 
parties and count both in the household size.  


20. A child is counted in the household size of the parent or guardian with whom he/she 
lives.  


21. In joint custody cases, the child is counted as part of both the mother’s and father’s 
households when determining the WIC household size for each parent. WIC staff must 
decide which household will be used to determine income eligibility (the child cannot 
receive dual benefits).  


22. A child residing in a school or an institution, who is being supported by the parent, 
guardian or caretaker, is counted in the household size of the parent, guardian, or 
caretaker.  


23. A foster child living with a family but remaining the legal responsibility of welfare or 
another agency is considered to be a household of one. The payments made by the 
agency on behalf of the child are considered to be the income of that child.  
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24. An adopted child or a child for whom the family has accepted the legal responsibility is 
counted in the household in which he/she resides.  


25. A pregnant woman who is not eligible for participation in the program (over-income) 
using traditional income eligibility determination, shall be considered to have satisfied 
the income guidelines if the guidelines would be met by increasing the number of 
individuals in her family by the number of embryos or fetuses in utero.  


25.1 Medical documentation must be obtained in the case of multiple fetuses.  


25.2 This same increased family size may be used for any of the pregnant woman’s 
categorically-eligible family members.   


25.3 If increasing a pregnant woman’s family size based on members in utero conflicts 
with cultural, personal, or religious beliefs, the applicant may waive the increase 
in family size; however, she would be deemed ineligible due to being overincome.  


26. In cases where applicants state that they have no income, the Local Agency must ask 
how applicants pay for necessities (e.g. food, clothing, housing, medical care) and 
record this information in a General Note in the applicant’s electronic record.  


26.1 Referrals for SNAP benefits, MaineCare, and follow-up for referrals must be 
documented in the participant’s electronic record.   


26.2 The applicant must provide a written statement from a reliable third party that has 
knowledge of the applicant’s circumstances that the applicant has no income.   


26.2.1 Reliable third parties include staff of a social service agency, church, 
relief organization, legal aid society, school counselor or nurse.  


26.2.2 The written statement must be signed and dated by the third-party, and 
include a phone number and title.  


26.2.3 Employees of the Maine CDC WIC Nutrition Program, individuals 
related to the applicant, and members of the applicant’s economic unit 
cannot be the third-party that verifies there is no income.  


27. The Local Agency shall temporarily certify applicants who do not bring necessary 
income documentation to their appointment; thirty (30) days of food benefits shall be 
provided in the first thirty (30) days of the temporary certification.   


27.1 The client must provide the appropriate income documentation within thirty (30) 
days. If documentation is provided within thirty (30) days and the applicant is 
found to be eligible, the certification period begins with the month benefits were 
initially provided.  


27.2 If the applicant fails to provide documentation within thirty (30) days, or provides 
documentation and is found to be over income, the individual shall be determined 
ineligible.  


27.3  If proof is not available because applicant is an individual for whom the Local 
Agency Director determines the income documentation requirement would present an 
unreasonable barrier to participation, a Self Declaration of Income Form may be used.  
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This is the only instance a Self Declaration of Income form is allowed for more than 30 
days. Use Self Declaration form to document the reason proof is not available and 
instruct applicant to complete income amount, sign and date form. (form) This form 
must be scanned into the participant record. 


28. These cases shall be treated as initial determinations. The applicant must be given an 
opportunity to appeal the action, but the Maine CDC WIC Nutrition Program is not 
required to provide fifteen (15) days advance notice of this action.  


29. Individuals who are appealing the initial determination may not receive WIC benefits 
while awaiting a fair hearing decision.  


30. Applicants who are assessed as over-income must be provided a Notice of Appeal form 
(Appendix OM-16-A).  


31. The Local Agency shall scan into the SPIRIT record all documentation used to assess 
the applicant’s income eligibility when an applicant is determined to be over-income.  


32. If the documentation cannot be scanned into the record (for example, the participant 
only has electronic paystubs and cannot email them to a staff member in order to be 
printed and scanned into the record), the Local Agency shall document all pertinent 
information from the income documentation. This includes but is not limited to:  


32.1 Employee name  


32.2 Check number, if applicable  


32.3 Pay period date range  


32.4 Employer name  


32.5 Gross income  





