Weekly Update Attachment – Instructions for Direct Shipment of Formula
February 8, 2010

From Rita Arni

	February 2010

In a recent review of direct formula shipments, the following problems were identified.  All CPAs please read this list and be familiar with direct shipment procedures.  Additional instructions are included in the Food and Formula Reference Guide, Section A 14, page 5.  For questions contact:

1.800.392.8209 or

Your assigned technical assistance nutritionist or

Rita Arni at 573.751.8159 or rita.arni@dhss.mo.gov 

	PROBLEM
	INSTRUCTIONS

	LWP does not indicate on packing slip how much formula was issued to participant.
	The participant signature on the packing slip verifies that the LWP issued the formula to the participant.  Critical Info to include on packing slip (preferred) or a LWP-developed form is:

Date issued

Amount

Name of formula

Participant Signature

Staff Signature

Date of signature

Issued for month of…



	LWP uses add/replace to issue additional formula to infant 6-11 mo. who does not receive infant food.
	Additional formula (up to the amount issued to infants 4-5 months) may be issued to the 6-11 month old infant who is not receiving food from WIC (see ER # 2.07000).  The LWP should not use add/replace to issue this formula because it creates a double issuance record.  Call the state office and request that the additional formula be direct shipped.

For your information: General notes with a userid of DIRSHIP are entered at the state office.



	Client confidentiality not maintained.
	If LWP receives more than 1 order per packing slip, to maintain client confidentiality, copy the packing slip for each participant to sign.



	LWP prints checks for formula that is direct shipped.
	The LWP should not print checks for the participant who will receive formula by direct shipment.  Checks are printed at the state office and the LWP receives the participant count.



	Terminated participant receives direct shipment of formula.
	Before issuing a direct shipment, check to see that the participant has not been terminated in the system.  The most common reason for termination is pending proofs.



	“Requires Food Package III” box not checked in MOWINS.
	Check the “Requires Food Package III” box on the Health Information screen for all participants when applicable.



	LWP issued too much formula (did not hold any back from the shipment).
	LWPs are sometimes issuing the entire shipment, resulting in over-issuance to the participant.  Advise all staff in the agency how much to issue or place a note on the box(es) of formula.  The state nutritionist who processes your direct shipment will tell you by phone and include in the confirmation email how much to issue.



	Participant does not pick up direct shipment so formula is not issued.
	If the participant does not return to the clinic to pick up the direct shipment, document this in general notes and call the state office to add the formula to the extra formula database.



	Soy formula is issued along with milk and cheese.
	Participant records were reviewed where both soy formula and milk were issued to the participant.  This could be correct or incorrect – check carefully!



	Only one side of the WIC 27 is scanned into MOWINS.
	Both sides of the current WIC 27 must be scanned into MOWINS.  The revised WIC 27 will be a one sided form.




