
       

   
 

    

 

        

        

        

 

     

            

   

         
            

            
  

 

         

 

      
         

         

         
       

Texas WIC 
Health and Human Services Commission 

Effect ve August 1, 2009 Pol cy No. CS:02.0 

Timeframes for Processi g Applica ts 

Purpose 

To prov de program benef ts exped ently to  nd v duals  n nutr t onal need. 

Authority 

7 CFR Part 246.7 (f) (2) (  ) 

Policy 

The local agency (LA) shall process appl cants w th n spec f c t me frames. 

Defi itio s 

Process ng means screen ng, determ n ng ( n)el g b l ty, not fy ng appl cants 

of the r ( n)el g b l ty or placement on a wa t ng l st, and/or  ssu ng food 

 nstruments to el g ble appl cants. 

M grant farm worker means an  nd v dual whose pr nc pal employment  s  n 
agr culture on a seasonal bas s, who has been so employed w th n the last 

24 months, and who establ shes, for the purpose of such employment, a 
temporary abode. 

Procedures 

I. At  n t al cert f cat on, appl cants shall be processed w th n the follow ng 

t me frames: 

A. Pregnant women,  nfants under s x months, and members of 
m grant household who state they shall be leav ng the LA's 

serv ce area w th n 30 days, shall be processed w th n 10 

calendar days of the date they f rst request program benef ts. 
(Under certa n c rcumstances, the state agency (SA) shall 
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cons der extend ng the 10-day process ng t me frame to a 

max mum of 15 calendar days. LAs shall subm t, for SA 
approval, a wr tten request w th suff c ent just f cat on for an 

extens on.) 

B. All other appl cants shall be processed w th n 20 calendar days of 
the date they f rst request program benef ts. 

II. The process ng t me frame beg ns when the  nd v dual v s ts the LA 

dur ng cl n c/off ce hours to make an oral or wr tten request for 
program benef ts. Th s date shall be the "Date of F rst V s t"  n person 

on the Qu ck Intake Screen of the Texas WIC Informat on Network 
(WIN) system. 

A. If cl ent v s ts the cl n c  n person to request an appo ntment, 

check "Y" on the Qu ck Intake Screen. 
B. If cl ent phones for an appo ntment, check “N" on the Qu ck 

Intake Screen. 

III. Accurate records of the "Date of F rst V s t"  n person shall be kept. 

A. If the LA  s unable to make appo ntments  n the computer at the 

t me requested, Form WIC-37, Qu ck Intake/In-State Transfer 
Form, shall be completed. The LA shall enter  nto the computer 

the date the appo ntment was made. 
B. A LA may elect to develop  ts own wr tten local pol cy on the 

procedure that shall be used to document the “Date of F rst 
V s t.” The pol cy shall be spec f c and be kept for aud t/rev ew. 

C. When an appo ntment  s offered w th n the appropr ate 
t meframe but the appl cant cannot make the appo ntment, the 

local agency shall document the offer  n the record. 

IV. The WIN system w ll automat cally document the date serv ces were 
scheduled for subsequent cert f cat ons; however, the LA shall note 

except ons to the requ red process ng t meframes on the part c pant’s 

shopp ng l st. 

WIC Pol cy and Procedures Manual 
2 



       

   
 

          

        
       

        

       
     

     
     

         
   

        

         
         

          
  

 

         

  

      
      

  

Texas WIC 
Health and Human Services Commission 

Effect ve August 1, 2009 Pol cy No. CS:02.0 

Appo ntments for subsequent cert f cat on shall be on or before the 

cert f cat on exp rat on date of the current cert f cat on per od. 
A. When an appo ntment  s made after the cert f cat on 

exp rat on date of the current cert f cat on per od, the LA 

shall document the reason why th s occurred on the 
Shopp ng L st reta ned  n the cl n c. 

B. Acceptable reasons for mak ng an appo ntment for 
subsequent cert f cat on past the cert f cat on exp rat on 

date of the current cert f cat on per od  nclude, but are not 
l m ted to, requests by cl ents. 

V. Unless the part c pant has already rece ved benef ts for the month, the 

LA shall  ssue benef ts to part c pants at the same t me they are 
not f ed of the r el g b l ty. If el g b l ty  s determ ned wh le the 

part c pant  s at the LA, the part c pant shall be not f ed and  ssued 
benef ts at that t me. 

Guideli es 

I. Refer to the Texas WIN Reference Manual for  nstruct ons on us ng the 

Qu ck Intake Screen. 

II. Although pol cy addresses requ rements for v s ts  n person, the 
expectat on  s that appo ntments w ll be made w th n establ shed 

t meframes for telephone requests as well. 
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