
Massachusetts Cannabis Control Commission

Independent Testing Laboratory

General Information:

License Number: IL281280

Original Issued Date: 06/12/2020

Issued Date: 05/13/2021

Expiration Date: 06/12/2022

ABOUT THE MARIJUANA ESTABLISHMENT

Business Legal Name: Analytics Labs, LLC.

Phone Number: 480-459-9603 Email Address: bshalloo@myanalyticslabs.com

Business Address 1: 28C APPLETON STREET Business Address 2: SUITE 3

Business City: HOLYOKE Business State: MA Business Zip Code: 01040

Mailing Address 1: 28C APPLETON STREET Mailing Address 2: SUITE 3

Mailing City: HOLYOKE Mailing State: MA Mailing Zip Code: 01040

CERTIFIED DISADVANTAGED BUSINESS ENTERPRISES (DBES)

Certified Disadvantaged Business Enterprises (DBEs): Woman-Owned Business, Minority-Owned Business

PRIORITY APPLICANT

Priority Applicant: no

Priority Applicant Type: Not a Priority Applicant

Economic Empowerment Applicant Certification Number: 

RMD Priority Certification Number: 

RMD INFORMATION

Name of RMD: 

Department of Public Health RMD Registration Number: 

Operational and Registration Status: 

To your knowledge, is the existing RMD certificate of registration in good 

standing?: 

If no, describe the circumstances below: 

PERSONS WITH DIRECT OR INDIRECT AUTHORITY
Person with Direct or Indirect Authority 1

Percentage Of Ownership: 40 Percentage Of Control: 40

Role: Manager Other Role: 

First Name: Tina Last Name: Wae Suffix: 

Gender: Female User Defined Gender: 
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What is this person's race or ethnicity?: Asian (Chinese, Filipino, Asian Indian, Vietnamese, Korean, Japanese)

Specify Race or Ethnicity: 

Person with Direct or Indirect Authority 2

Percentage Of Ownership: 20 Percentage Of Control: 20

Role: Manager Other Role: 

First Name: Gerald Last Name: Guidera Suffix: 

Gender: Male User Defined Gender: 

What is this person's race or ethnicity?: White  (German, Irish, English, Italian, Polish, French)

Specify Race or Ethnicity: 

Person with Direct or Indirect Authority 3

Percentage Of Ownership: 19 Percentage Of Control: 

19

Role: Manager Other Role: 

First Name: Tiffany Last Name: Madru Suffix: 

Gender: Female User Defined Gender: 

What is this person's race or ethnicity?: Black or African American (of African Descent, African American, Nigerian, Jamaican, Ethiopian, Haitian, 

Somali)

Specify Race or Ethnicity: 

Person with Direct or Indirect Authority 4

Percentage Of Ownership: 21 Percentage Of Control: 21

Role: Manager Other Role: 

First Name: Ted Last Name: Madru Suffix: 

Gender: Male User Defined Gender: 

What is this person's race or ethnicity?: White  (German, Irish, English, Italian, Polish, French)

Specify Race or Ethnicity: 

ENTITIES WITH DIRECT OR INDIRECT AUTHORITY
Entity with Direct or Indirect Authority 1

Percentage of Control: Percentage of Ownership: 

Entity Legal Name: Hampden Management, LLC. Entity DBA: DBA 

City: 

Entity Description: Capital Holding Company/Capital Contributor

Foreign Subsidiary Narrative: 

Entity Phone: Entity Email: Entity Website: 

Entity Address 1: Entity Address 2: 

Entity City: Entity State: Entity Zip Code: 

Entity Mailing Address 1: Entity Mailing Address 2: 

Entity Mailing City: Entity Mailing State: Entity Mailing Zip Code: 

Relationship Description: Hampden Management, LLC. was the Capital holding company for Analytics Labs, LLC. and is no longer 

the sole capital contributor to the Marijuana Establishment

CLOSE ASSOCIATES AND MEMBERS
No records found
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CAPITAL RESOURCES - INDIVIDUALS
Individual Contributing Capital 1

First Name: Tina Last Name: Wae Suffix: 

Types of Capital: Monetary/Equity Other Type of Capital: Total Value of the Capital Provided: $20000 Percentage of Initial Capital: 20

Capital Attestation: Yes

Individual Contributing Capital 2

First Name: Gerald Last Name: Guidera Suffix: 

Types of Capital: Monetary/Equity Other Type of Capital: Total Value of the Capital Provided: $20000 Percentage of Initial Capital: 20

Capital Attestation: Yes

Individual Contributing Capital 3

First Name: Tiffany Last Name: Madru Suffix: 

Types of Capital: Monetary/Equity, Other 

(Specify)

Other Type of 

Capital: 

Total Value of the Capital Provided: 

$20000

Percentage of Initial Capital: 

20

Capital Attestation: Yes

Individual Contributing Capital 4

First Name: Ted Last Name: Madru Suffix: 

Types of Capital: Monetary/Equity Other Type of Capital: Total Value of the Capital Provided: $20000 Percentage of Initial Capital: 20

Capital Attestation: Yes

CAPITAL RESOURCES - ENTITIES
Entity Contributing Capital 1

Entity Legal Name: Hampden Management, LLC Entity DBA: 

Email: tiffany.cutting@gmail.com Phone: 413-532-6922

Address 1: 28C Appleton Street Address 2: Suite 3

City: Holyoke State: MA Zip Code: 01040

Types of Capital: Monetary/Equity Other Type of Capital: Total Value of Capital Provided: $80000 Percentage of Initial Capital: 100

Capital Attestation: Yes

BUSINESS INTERESTS IN OTHER STATES OR COUNTRIES
No records found

DISCLOSURE OF INDIVIDUAL INTERESTS
No records found

MARIJUANA ESTABLISHMENT PROPERTY DETAILS

Establishment Address 1: 28C Appleton Street

Establishment Address 2: Suite 3

Establishment City: Holyoke Establishment Zip Code: 01045

Approximate square footage of the Establishment: 1200 How many abutters does this property have?: 5

Have all property abutters have been notified of the intent to open a Marijuana Establishment at this address?: Yes

HOST COMMUNITY INFORMATION
Host Community Documentation:

Document Category Document Name Type ID Upload 

Date

Community Outreach Meeting COM Attestation form_Redacted.pdf pdf 5dd0a290ea4df3530e644b26 11/16/2019
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Documentation

Certification of Host Community 

Agreement

HCA Certification.pdf pdf 5dd0a29d160e3b57a3dd2781 11/16/2019

Plan to Remain Compliant with Local 

Zoning

AL Plan to Remain Compliant with 

Zoning.pdf

pdf 5dd0a511170b4c5353e3a666 11/16/2019

Total amount of financial benefits accruing to the municipality as a result of the host community agreement. If the total amount is 

zero, please enter zero and provide documentation explaining this number.: $1

PLAN FOR POSITIVE IMPACT
Plan to Positively Impact Areas of Disproportionate Impact:

Document Category Document Name Type ID Upload Date

Plan for Positive Impact AL Plan for Positve Impact Final_V2.pdf pdf 5e0b8d1638abaf57497ab879 12/31/2019

ADDITIONAL INFORMATION NOTIFICATION

Notification: I Understand

INDIVIDUAL BACKGROUND INFORMATION
Individual Background Information 1

Role: Other Role: 

First Name: Gerald Last Name: Guidera Suffix: Jr

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 2

Role: Other Role: 

First Name: Tina Last Name: Wae Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 3

Role: Other Role: 

First Name: Tiffany Last Name: Madru Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 4

Role: Other Role: 

First Name: Ted Last Name: Madru Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

ENTITY BACKGROUND CHECK INFORMATION
Entity Background Check Information 1

Role: Investor/Contributor Other Role: 

Entity Legal Name: Hampden Management, LLC Entity DBA: 
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Entity Description: Capital Holding Company

Phone: 413-532-6922 Email: tmadru@myanalyticslabs.com

Primary Business Address 1: 28C Appleton Street Primary Business Address 2: Suite 3

Primary Business City: Holyoke Primary Business State: MA Principal Business Zip Code: 01040

Additional Information: 

MASSACHUSETTS BUSINESS REGISTRATION
Required Business Documentation:

Document Category Document Name Type ID Upload 

Date

Articles of Organization Certificate of Organizatin WITH 

AMENDMENTS.pdf

pdf 5dd0aa12d5b0805341c623d2 11/16/2019

Secretary of Commonwealth - Certificate 

of Good Standing

Secretary Of State COGS.pdf pdf 5ddad8f10f35e05798b38a4d 11/24/2019

Department of Revenue - Certificate of 

Good standing

AL Cert of Good Standing DOR.pdf pdf 5de17f37d5b0805341c64608 11/29/2019

Bylaws Operating Agreement.pdf pdf 5de1834026aa77532085dbb0 11/29/2019

Certificates of Good Standing:

Document Category Document Name Type ID Upload 

Date

Department of Unemployment 

Assistance - Certificate of Good 

standing

UnemploymentComplianceAL.pdf pdf 606f15852e84db44a04c6cfa 04/08/2021

Secretary of Commonwealth - 

Certificate of Good Standing

Secretary of Commonwealth Cert. of 

Good Standing.pdf

pdf 6070577049891145972368a2 04/09/2021

Department of Revenue - Certificate 

of Good standing

ALMassDORGood Standing0421.pdf pdf 6074445b16d4db44ccf576cb 04/12/2021

Massachusetts Business Identification Number: 001332510

Doing-Business-As Name: 

DBA Registration City: Holyoke

BUSINESS PLAN
Business Plan Documentation:

Document Category Document Name Type ID Upload Date

Proposed Timeline Operational Timeline for Analytics Labs.pdf pdf 60707ea7bd015444c5503390 04/09/2021

Business Plan Business Plan.pdf pdf 60707f777eb80444db466d83 04/09/2021

LABORATORY CERTIFICATION

Certifying Body: Perry Johnson Laboratory Accreditation Inc. ISO 17025 Accreditation Certificate Number: 104289

OPERATING POLICIES AND PROCEDURES
Policies and Procedures Documentation:

Document Category Document Name Type ID Upload 
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Date

Qualifications and training A-002 Training and Competence.pdf pdf 607081c686f403457678c1f9 04/09/2021

Security plan A-004 Security.pdf pdf 607081cbbd015444c55033b2 04/09/2021

Personnel policies including 

background checks

A-012 Hiring and Termination.pdf pdf 607081e486f403457678c202 04/09/2021

Record Keeping procedures A-014 Documentation Control.pdf pdf 607081ef21aec245a96ca0b3 04/09/2021

Maintaining of financial records A-018 Invoicing, Accounts Receivable 

and Banking.pdf

pdf 607081f986f403457678c206 04/09/2021

Transportation of marijuana INS-001 Transportation of Marijuana.pdf pdf 60708202cefab844e6713814 04/09/2021

Storage of marijuana INS-010 Sample Storage.pdf pdf 6070820fcefab844e6713818 04/09/2021

Quality control and testing O-002 Testing.pdf pdf 6070822003415644ba1062fc 04/09/2021

Diversity plan P-003 Diversity and Positive Impact 

Plan.pdf

pdf 6070822a8d8557457dbb7c23 04/09/2021

Inventory procedures SOP-001 Sample Acquisition and 

Control.pdf

pdf 6070823d03415644ba106300 04/09/2021

Restricting Access to age 21 and 

older

TL-014-001 Visitor Logbook.pdf pdf 60708245bd015444c55033b8 04/09/2021

Energy Compliance Plan TL-070 Energy Efficiency and 

Conservation Policy.pdf

pdf 6070824fcefab844e671381c 04/09/2021

ATTESTATIONS

I certify that no additional entities or individuals meeting the requirement set forth in 935 CMR 500.101(1)(b)(1) or 935 CMR 500.101(2)(c)(1) 

have been omitted by the applicant from any marijuana establishment application(s) for licensure submitted to the Cannabis Control 

Commission.: I Agree

I understand that the regulations stated above require an applicant for licensure to list all executives, managers, persons or entities having direct 

or indirect authority over the management, policies, security operations or cultivation operations of the Marijuana Establishment; close 

associates and members of the applicant, if any; and a list of all persons or entities contributing 10% or more of the initial capital to operate the 

Marijuana Establishment including capital that is in the form of land or buildings.: I Agree

I certify that any entities who are required to be listed by the regulations above do not include any omitted individuals, who by themselves, would 

be required to be listed individually in any marijuana establishment application(s) for licensure submitted to the Cannabis Control Commission.: 

I Agree

Notification: I Understand

I certify that any changes in ownership or control, location, or name will be made pursuant to a separate process, as required under 935 CMR 

500.104(1), and none of those changes have occurred in this application.: I Agree

I certify that to the best knowledge of any of the individuals listed within this application, there are no background events that have arisen since 

the issuance of the establishment’s final license that would raise suitability issues in accordance with 935 CMR 500.801.: I Agree

I certify that all information contained within this renewal application is complete and true.: I Agree

ADDITIONAL INFORMATION NOTIFICATION

Notification: I Understand

COMPLIANCE WITH POSITIVE IMPACT PLAN
Progress or Success Goal 1

Description of Progress or Success: Attempts were made to volunteer at Margaret's Pantry in Holyoke but they are currently not accepting 

volunteers due to Covid-19. Post Covid-19, we will continue to support Margaret's Pantry and have alternatively found other avenues of service, 
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please see below.

Progress or Success Goal 2

Description of Progress or Success: Currently sponsoring 2 scholarships for an individual attending the HCC Cannabis Education Center. 

Additionally working closely with Michele Cabral and Jeffrey Hayden to advise about core curriculum the program, encourage employees to 

complete the program and/or hire individuals who have successfully completed the program and networking with other marijuana 

establishments to engage with the program. Ted Madru, Tiffany Madru and Brenda Shalloo attended the Roundtable Discussion on November 

20th. Brenda Shalloo has been invited and agreed to participate as a guest in upcoming training events. 

Progress or Success Goal 3

Description of Progress or Success: Volunteered at Mutt Rescue in Chicopee for a total of 14.5 hours. 

Progress or Success Goal 4

Description of Progress or Success: Currently working on canned food drive with Lorraine's Kitchen in Chicopee. We are finalizing our display 

flyer and give away totes to present to Dispensaries. We will place a receptacle in the lobby of the dispensary and entice patrons to bring in 1 

can of food and receive the reusable tote with their purchase (dispensary logo to appear "Your logo here" location). We intend to partner with 5-6 

dispensaries in the City of Holyoke, or surrounding area.

Progress or Success Goal 5

Description of Progress or Success: Contracted laboratory supplies from C&D Electronics a Holyoke based and MBE company.

Contacted cleaning services to a minority (latinx)individual who is a resident of Holyoke.

Utilized Holyoke based companies for construction and build out needs: Holyoke Lock, Reidy Heating and Cooling, Conklin Furniture, Hogan 

Technology

Progress or Success Goal 6

Description of Progress or Success: Initiated an Economic Price List to support Marijuana Establishments that are Commission-designated 

Economic Empowerment Priority clients.

COMPLIANCE WITH DIVERSITY PLAN
Diversity Progress or Success 1

Description of Progress or Success: 43% of current employees are individuals identifying as women minorities, veterans, people with disabilities 

and people identifying as LGBTQ+. Analytics Labs have extended unofficial offers (pending final licensure), which have been accepted, to 2 

additional individuals identifying as women minorities, veterans, people with disabilities and people identifying as LGBTQ+. It is the intent of the 

lab to continue to give hiring preference to these individuals.

Diversity Progress or Success 2

Description of Progress or Success: Provided a line of credit, net 30 with no credit limit, to Cannaprovisions and Levia to support Marijuana 

Establishments whose ownership consists of at least 51% of minorities, women, veterans, people with disabilities and/or people identifying as 

LGBTQ+. Analytics Labs will continue to extend this line of credit as contact is made with additional Licensed Marijuana Establishments whose 

ownership consists of at least 51% of minorities, women, veterans, people with disabilities and/or people identifying as LGBTQ+. 

HOURS OF OPERATION

Monday From: 8:00 AM Monday To: 6:00 PM

Tuesday From: 8:00 AM Tuesday To: 6:00 PM
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Wednesday From: 8:00 AM Wednesday To: 6:00 PM

Thursday From: 8:00 AM Thursday To: 6:00 PM

Friday From: 8:00 AM Friday To: 6:00 PM

Saturday From: Closed Saturday To: Closed

Sunday From: Closed Sunday To: Closed
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From: Jerry Guidera <jerry.guidera@gmail.com>
Date: Fri, Sep 6, 2019 at 11:16 AM
Subject: Community Meeting - Analytics Labs LLC - Independent Testing Lab
To: Alex Morse <morsea@holyoke.org>, Marcos Marrero <marreroma@holyoke.org>,
<mcgeeb@holyoke.org>
Cc: Jack Ferriter <jferriter@ferriter.com>

This notice is sent to the City Clerk, Planning Department, and Mayor for the City of Holyoke, 
as required under under 935 CMR 500.000. Please be advised of the following community 
meeting scheduled in your municipality following requirements of the Cannabis Control 
Commission regulations:

Notice is hereby given that a Community Outreach Meeting for a proposed Marijuana 
Establishment is scheduled for Thursday, September 19, 2019 at 6 PM at Holyoke Public 
Library - Board Room. The proposed Independent Testing Lab is anticipated to be located at 
28C Appleton Street, Suite 3, Holyoke, MA. There will be an opportunity for the public to ask 
questions.

This notice has been sent to abutters and will run in the local newspaper.

_________________
Jerry Guidera
AmherstWorks
11 Amity Street
Amherst, MA 01002
Cell 413.222.2173

Attachment B
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Plan to Remain Compliant with Local Zoning 

The purpose of this plan is to outline how Analytics Labs, LLC.  will remain in compliance  with local codes, 

ordinances, and bylaws for the physical address of our Marijuana Establishment at 28C Appleton Street in 

Holyoke, which shall include, but not be limited to, the identification of any local licensing requirements 

for the adult use of marijuana 

Background 

The City of Holyoke has an approved zoning ordinance regulating the time place and manner of Marijuana 

Establishments. This ordinance, Section 7-10   allows Recreational Marijuana Establishments, including 

Marijuana Testing Facilities (MTF) in the (“IG”) General Industrial zoning district.  28C Appleton Street is 

located in the IG district and is compliant with all physical siting requirements outlined in the Ordinance.  

A Special Permit from the Holyoke City Council is also required.  Analytics Labs has applied for and received 

our Special Permit from the City Council.   

Analytics Labs, LLC. and its attorneys and consultants have reviewed this ordinance in its entirety and have 

developed plans and strategies on compliance with all of the requirements and special permit conditions.   

 
Ongoing Compliance 

 
Analytics Labs is committed to remaining in compliance with all with local codes, ordinances, and bylaws.  
Our local attorney and compliance consultant will make periodic assessments of our operation for 
compliance with all applicable local, state and federal laws and regulations, including zoning and special 
permit compliance. 

 
Our Team is in regular contact with and will remain in contact with the Holyoke Mayor and other 
applicable municipal officials to ensure that there is an open line of communications.  We will remain up 
to date with all zoning ordinance changes and requirements to ensure that Analytics Labs, LLC. remains in 
compliance.   
 
 







ANALYTICS LABS, LLC 

PLAN FOR POSITIVELY IMPACTING AREAS OF 

DISPROPORTIONATE IMPACT 

 

Analytics Labs is privileged to help individuals from “Areas of Disproportionate Impact” 

experience a positive impact from the operation of our Independent Testing Laboratory.  

Analytics Labs is located in the City of Holyoke which is one of 29 communities designated 

as “areas of disproportionate impact” meaning these municipalities have been 

disproportionately affected by cannabis prohibition and enforcement. Our plan with the 

accompanying goals, programs and measurements is specifically designed to provide 

opportunities for individuals and companies to receive a positive impact in the 

Massachusetts Cannabis Industry. 

Analytics Labs acknowledges and is aware, and will adhere to, the requirements set forth 

in 935 CMR 500.105(4) which provides the permitted and prohibited advertising, branding, 

marketing, and sponsorship practices of every Marijuana Establishment and that any 

actions taken, or programs instituted, will not violate the Commission’s regulations with 

respect to limitations on ownership or control or other applicable state laws. 

The organization named in our Community Service Partner Program has been contacted 

and is willing to accept the donations that we intend to provide. (See supporting 

documentation included with this Plan) 

 

PROGRAM POPULATIONS 

The programs in this plan will be aimed to positively impact the following populations: 

A. Past or present residents of “areas of disproportionate impact,” which have been 

defined by the Commission, specifically the City Holyoke; 

B. Commission-designated Economic Empowerment Priority applicants; 

C. Commission-designated Social Equity Program participants; 

D. Massachusetts residents who have past drug convictions; and 

E. Massachusetts residents with parents or spouses who have drug convictions. 

 

POSITIVE  IMPACT PROGRAMS 

A. Community Service Partner Program 

Analytics Labs will partner with an established not-for-profit community organization that 

provides direct social services to populations in Holyoke. Our goal is to provide a 

minimum donation of $5,000 and 50 volunteer hours annually. 

We have selected Margaret’s Pantry, a full service food pantry operated by the  Sisters 

of Providence Ministries of Holyoke http://www.provministries.org/locations/margarets-

pantry/ to help make a positive impact on the City of Holyoke.  Margaret’s Pantry provides 

food to residents of Holyoke and the surrounding area. Presently the pantry provides 

http://www.provministries.org/locations/margarets-pantry/
http://www.provministries.org/locations/margarets-pantry/


food to upward of 180 families each month and average approximately 1,000,000 

pounds per month which is distributed to the needy of the community. We have met with 

Margaret’s Pantry and they have agreed to accept our donation of money and time. 

Our partnership with Margaret’s Pantry will include monetary donations from Analytics 

Labs  as well as a donation of volunteer hours from our executive management staff 

and employees.  Our first donation of $5,000 will take place within 90 days of our 

receipt of Provisional Licensure from the Commission. We plan on making additional 

donations as our finances become more stable.  Our staff will begin volunteering time 

to Margaret’s Pantry within 90 days after the start of our operations. 

Goals-  Our Goals for the Community Service Partner Program are as follows: 

1. Donate a minimum of $5,000 to Margaret’s Pantry; and

2. Provide at least 50 hours of volunteer time to Margaret’s Pantry

Measurements-  Analytics Labs will use the following metrics to evaluate the success 

of this Program: 

1. The number and amounts of monetary donations to Margaret’s Pantry

2. The number of volunteer hours that Analytics Labs employees have donated to

Margaret’s Pantry

B. Priority Contractor Program

Analytics Labs will give priority in the sourcing or contractors and vendors whose

ownership or a majority of its employees are: 1) Past or present residents of areas of

disproportionate impact, 2) Massachusetts residents who have past drug convictions;

and/or 3) Massachusetts residents with parents or spouses who have drug convictions.

To promote this Program, Analytics Labs will require all contractors and vendors to

provide their company demographics regarding the 3 criteria above.  We will promote

this Program in print media including The Holyoke Enterprise and the Daily Hampshire

Gazette and online through our website and social media sites such as Facebook,

LinkedIn and Twitter.  This Program will be instituted once we receive Provisional

Licensure from the Commission.

Goals-  Our Goals for the Priority Contractor Program are as follows:

1. 20% of our contractors and vendors will meet the Program Populations.

Measurements-  Analytics Labs will use the following metrics to evaluate the success 

of this Program: 

1. The number of contractors and vendors who we engage with for services that

meet the Program requirements; and

2. The amount and percentage of funds that are spent on contractors and vendors

that meet the Program Populations.

C. Economic Empowerment Priority Program

Analytics Labs will provide economic savings and support to Marijuana Establishments

that are Commission-designated Economic Empowerment Priority applicants.  These

initiatives include:

1. 10% Discount on all lab testing fees;



2. Free transportation fees; and 

3. No cost consultation services for:  

i. Contamination mitigation; 

ii. Proper sampling techniques; and 

iii. Test result evaluation and corrective action plans. 

This Program will be instituted immediately upon our start of operations. 

Goals-  Our Goals for the Economic Empowerment Priority Program are as follows: 

1. Engage with at least 3 Marijuana Establishments that are Commission-

designated Economic Empowerment Priority applicants; 

2. Provide at least $15,000 savings in lab testing fees to these Marijuana 

Establishments; 

3. Provide at least $3,500 savings to these Marijuana Establishments on 

Transportation fees; and  

4. Provides at least 40 hours of consultation services to these Marijuana 

Establishments 

Measurements-  Analytics Labs will use the following metrics to evaluate the success 

of this Program: 

1. The names of all Marijuana Establishments participating in this Program; 

2. The cost savings of each Marijuana Establishment that participates in this 

Program; 

3. The cost savings and number of transports that Analytics Labs makes for each 

Marijuana Establishment that participates in this Program; and  

4. The number consultations including the number of hours that Analytics Labs 

employees provided to each Marijuana Establishment that participates in this 

Program. 

 

Reporting 

Annually, 60 days prior to our License renewal, Analytics Labs will conduct a 

comprehensive written evaluation of the programs outlined above.  This report will 

include the metrics identified in each program along with other pertinent information 

regarding this plan and the programs contained within. 

The purpose of the evaluation will be to measure the goals that are outlined in this Plan 

and to report on any feedback from stakeholders and any suggested changes to the 

plan.   

This written evaluation will be available to the Commission for review during the License 

renewal process.   

 

 



Kate’s Kitchen I Margaret’s Pantry I St. Jude’s Clothing Center I foodWorks I Loreto House I Broderick House I McCleary Manor 

40 Brightside Drive • Holyoke, MA 01040 • 413-536-9109 • F 413-536-1137 • provministries.org 
 Founded by the Sisters of Providence 

August 14, 2019 

Analytics Labs LLC 
28C Appleton St, Suite 3 
Holyoke, MA 01040 

Dear Ms. Cutting: 

Thank you for your interest in supporting Providence Ministries. In 1980 Our Founder, Sr. Margaret McCleary, 
had the idea of a community kitchen that would serve a warm meal to anyone, no questions asked and 
opened Kate’s Kitchen. Over the past 39 years, what started with a simple idea, has blossomed into 
Providence Ministries, one of the largest networks of social services in the Pioneer Valley. Our food pantry 
alone distributes over 1,000,000 pounds of food annually to families in the region. 

We are excited about the opportunities that the cannabis industry will bring to Western Mass and would 
gladly accept any donation your company offers. We would also love the opportunity to give you a tour of our 
programs, so you can see first-hand the work we do every day. Please let me know if you have any questions. 

Sincerely, 

Rory Casey 
Director of Development & Marketing 



































































BUSINESS PLAN 

Analytics Labs, LLC 
 

Services 

FIELD OF TEST 

TEMS, 
MATERIALS OR 

PRODUCTS 
TESTED 

SPECIFIC TESTS OR 
PROPERTIES 
MEASURED 

SPECIFICATION, 
STANDARD 

METHOD OR 
TECHNIQUE 

USED 

RANGE (WHERE 
APPROPRIATE) AND 

DETECTION LIMIT 

Chemical 
Finished 

Marijuana/Hemp 
Flower 

Cannabinoid: CBDV  
THCV  
CBD  
CBG  

CBDa  
CBGa  
CBN  

Delta9-THC Delta8-
THC  

CBC THCa 

SOP-009 
(Agilent 1100 

HPLC) 

D.L. = 0.018 %(w/w)  
D.L. = 0.023 %(w/w)  
D.L. = 0.018 %(w/w) 
 D.L. = 0.011 %(w/w)  
D.L. = 0.022 %(w/w)  
D.L. = 0.014 %(w/w)  
D.L. = 0.022 %(w/w)  
D.L. = 0.013 %(w/w)  
D.L. = 0.024 %(w/w)  
D.L. = 0.016 %(w/w)  
D.L. = 0.013 %(w/w) 

Chemical 
Marijuana/Hemp 
Infused Products 

(MIPs) 

Cannabinoid: CBDV  
THCV  
CBD  
CBG  

CBDa  
CBGa  
CBN  

Delta9-THC Delta8-
THC  

CBC THCa 

SOP-009 
(Agilent 1100 

HPLC) 

D.L. = 0.027 mg/g 
 D.L. = 0.035mg/g  
D.L. = 0.027 mg/g  
D.L. = 0.017 mg/g  
D.L. = 0.034 mg/g  
D.L. = 0.021 mg/g  
D.L. = 0.032 mg/g  
D.L. = 0.019 mg/g  
D.L. = 0.031 mg/g  
D.L. = 0.025 mg/g  
D.L. = 0.02 mg/g 

Chemical 
Marijuana/Hemp 

Extract 
Cannabinoids 

Cannabinoid: CBDV  
THCV  
CBD  
CBG  

CBDa  
CBGa  
CBN  

Delta9-THC Delta8-
THC  

CBC THCa 

SOP-009 
(Agilent 1100 

HPLC) 

D.L. = 0.036 %(w/w)  
D.L. = 0.046 %(w/w)  
D.L. = 0.036 %(w/w)  
D.L. = 0.022 %(w/w)  
D.L. = 0.045 %(w/w)  
D.L. = 0.028 %(w/w)  
D.L. = 0.043 %(w/w)  
D.L. = 0.026 %(w/w)  
D.L. = 0.041 %(w/w)  
D.L. = 0.033 %(w/w)  
D.L. = 0.027 %(w/w) 



Chemical 
Marijuana/Hemp 

Extract 
Cannabinoids 

Vitamin E Acetate 
SOP-012 

(Agilent 1100 
HPLC) 

D.L. = 0.2 %(w/w) 

Chemical 
Finished 

Marijuana/Hemp 
Flower 

Terpenes/Additives: 
a-Pinene  

Camphene  
B-Myrcene  
B-Pinene  
3-Carene  

A-Terpinene 
Ocimene  
Limonene  
p-Cymene 
Eucalyptol  

Gamma-Terpinene 
Terpinolene 

Linalool  
Isopulegol  
Geraniol  

B-Caryophyllene  
a-Humulene 

Nerolidol  
Guaiol 

Caryophyllene 
Oxide  

a-Bisabolol 

SOP-010 (GC-
FID) 

 
D.L. = 0.003 43 %(w/w) 
D.L. = 0.003 23 % (w/w) 
D.L. = 0.002 85 %(w/w) 
D.L. = 0.002 94 %(w/w) 
D.L. = 0.002 60 %(w/w) 
D.L. = 0.002 66 %(w/w) 
D.L. = 0.002 61 %(w/w) 
D.L. = 0.002 29 %(w/w) 
D.L. = 0.002 37 %(w/w) 
D.L. = 0.002 16 %(w/w) 
D.L. = 0.002 27 %(w/w) 
D.L. = 0.002 34 %(w/w) 
D.L. = 0.001 66 %(w/w) 
D.L. = 0.001 6 %(w/w)  

D.L. = 0.001 84 %(w/w) 
D.L. = 0.001 62 %(w/w) 
D.L. = 0.001 95 %(w/w) 
D.L. = 0.001 66 %(w/w) 
D.L. = 0.001 58 %(w/w) 
D.L. = 0.003 32 %(w/w) 
D.L. = 0.001 57 %(w/w) 

Chemical 
Marijuana/Hemp 
Infused Products 

(MIPs) 

Terpenes/Additives: 
a-Pinene  

Camphene  
B-Myrcene  
B-Pinene  
3-Carene  

A-Terpinene 
Ocimene  
Limonene  
p-Cymene 
Eucalyptol  

Gamma-Terpinene 
Terpinolene 

Linalool  
Isopulegol  
Geraniol  

B-Caryophyllene  
a-Humulene 

Nerolidol  
Guaiol 

Caryophyllene 
Oxide  

SOP-010 (GC-
FID) 

 
D.L. = 0.000 686 %(w/w) 
D.L. = 0.000 646 %(w/w) 
D.L. = 0.000 57 %(w/w) 

D.L. = 0.000 588 %(w/w) 
D.L. = 0.000 52 %(w/w) 

D.L. = 0.000 532 %(w/w) 
D.L. = 0.000 522 %(w/w) 
D.L. = 0.000 458 %(w/w) 
D.L. = 0.000 474 %(w/w) 
D.L. = 0.000 432 %(w/w) 
D.L. = 0.000 454 %(w/w) 
D.L. = 0.000 468 %(w/w) 
D.L. = 0.000 332 %(w/w) 
D.L. = 0.000 32 %(w/w) 

D.L. = 0.000 368 %(w/w) 
D.L. = 0.000 324 %(w/w) 
D.L. = 0.000 39 %(w/w) 

D.L. = 0.000 332 %(w/w) 
D.L. = 0.000 316 %(w/w) 
D.L. = 0.00 0664 %(w/w) 
D.L. = 0.000 314 %(w/w) 



a-Bisabolol 

Chemical 
Marijuana/Hemp 

Extract 
Cannabinoids 

Terpenes/Additives: 
a-Pinene  

Camphene  
B-Myrcene  
B-Pinene  
3-Carene  

A-Terpinene 
Ocimene  
Limonene  
p-Cymene 
Eucalyptol  

Gamma-Terpinene 
Terpinolene 

Linalool  
Isopulegol  
Geraniol  

B-Caryophyllene  
a-Humulene 

Nerolidol  
Guaiol 

Caryophyllene 
Oxide  

a-Bisabolol 

SOP-010 (GC-
FID) 

 
 

D.L. = 0.006 86 %(w/w) 
D.L. = 0.006 46 %(w/w) 
D.L. = 0.005 7 %(w/w)  

D.L. = 0.005 88 %(w/w) 
D.L. = 0.005 2 %(w/w)  

D.L. = 0.005 32 %(w/w) 
D.L. = 0.005 22 %(w/w) 
D.L. = 0.004 58 %(w/w) 
D.L. = 0.004 74 %(w/w) 
D.L. = 0.004 32 %(w/w) 
D.L. = 0.004 54 %(w/w) 
D.L. = 0.004 68 %(w/w) 
D.L. = 0.003 32 %(w/w) 
D.L. = 0.003 2 %(w/w)  

D.L. = 0.003 68 %(w/w) 
D.L. = 0.003 24 %(w/w) 
D.L. = 0.003 9 %(w/w)  

D.L. = 0.003 32 %(w/w) 
D.L. = 0.003 16 %(w/w) 
D.L. = 0.006 64 %(w/w) 
D.L. = 0.003 14 %(w/w) 

Chemical 
Marijuana/Hemp 

Extract 
Cannabinoids 

Residual Solvents: 
n-butane  
Isobutane  
Propane 

SOP-011 
(Agilent 6890 

GC-FID) 

 
D.L. = 0.407 mg/kg  
D.L. = 0.427 mg/kg  
D.L. = 0.36 mg/kg 

Chemical 
Finished 

Marijuana/Hemp 
Flower 

Heavy Metals: 
Arsenic  

Cadmium  
Mercury  

Lead 

SOP-005 
(ThermoFisher 
iCAPQ ICPMS) 

 
D.L. = 44.3 µg/kg  
D.L. = 34.8 µg/kg  
D.L. = 7.8 µg/kg  

D.L. = 11.5 µg/kg 

Chemical 
Marijuana/Hemp 
Infused Products 

(MIPs) 

Heavy Metals: 
Arsenic  

Cadmium  
Mercury  

Lead 

SOP-005 
(ThermoFisher 
iCAPQ ICPMS) 

 
D.L. = 44.3 µg/kg  
D.L. = 34.8 µg/kg  
D.L. = 7.8 µg/kg  

D.L. = 11.5 µg/kg 

Chemical 
Marijuana/Hemp 

Extract 
Cannabinoids 

Heavy Metals: 
Arsenic  

Cadmium  
Mercury  

Lead 

SOP-005 
(ThermoFisher 
iCAPQ ICPMS) 

 
D.L. = 44.3 µg/kg  
D.L. = 34.8 µg/kg  
D.L. = 7.8 µg/kg  

D.L. = 11.5 µg/kg 

Chemical 
Finished 

Marijuana/Hemp 
Flower 

Mycotoxins: 
Aflatoxin-G2 
Aflatoxin-G1 
Aflatoxin-B2 

SOP-0008 
(Waters TQ-S 

Micro – 
LCMSMS) 

 
D.L. = 5.66 µg/kg  
D.L. = 5.66 µg/kg  
D.L. = 5.66 µg/kg  



Aflatoxin-B1 
Ochratoxin A 

Pesticides: 
Herbicides: 

Imidacloprid 
Imazalil 

Myclobutanil 
Bifenazate 

Trifloxystrobin 
Spiromesifen 

Etoxazole  
Cyfluthrin 
Bifenthrin 

D.L. = 5.66 µg/kg  
D.L. = 1.12 µg/kg  

 
D.L. = 2.21 µg/kg  
D.L. = 1.35 µg/kg  
D.L. = 1.54 µg/kg  
D.L. = 1.27 µg/kg  
D.L. = 1.54 µg/kg  
D.L. = 2.26 µg/kg  
D.L. = 1.39 µg/kg  
D.L. = 4.60 µg/kg  
D.L. = 1.78 µg/kg 

Chemical 
Marijuana/Hemp 
Infused Products 

(MIPs) 

Mycotoxins: 
Aflatoxin-G2 
Aflatoxin-G1 
Aflatoxin-B2 
Aflatoxin-B1) 
Ochratoxin A 

Pesticides: 
Herbicides: 

Imidacloprid 
Imazalil 

Myclobutanil 
Bifenazate 

Trifloxystrobin 
Spiromesifen 

Etoxazole  
Cyfluthrin 
Bifenthrin 

SOP-0008 
(Waters TQ-S 

Micro – 
LCMSMS) 

 
D.L. = 5.66 µg/kg  
D.L. = 5.66 µg/kg  
D.L. = 5.66 µg/kg  
D.L. = 5.66 µg/kg  
D.L. = 1.12 µg/kg  

 
D.L. = 2.21 µg/kg  
D.L. = 1.35 µg/kg  
D.L. = 1.54 µg/kg  
D.L. = 1.27 µg/kg  
D.L. = 1.54 µg/kg  
D.L. = 2.26 µg/kg  
D.L. = 1.39 µg/kg  
D.L. = 4.60 µg/kg  
D.L. = 1.78 µg/kg 

Chemical 
Marijuana/Hemp 

Extract 
Cannabinoids 

Mycotoxins: 
Aflatoxin-G2 
Aflatoxin-G1 
Aflatoxin-B2 
Aflatoxin-B1) 
Ochratoxin A 

Pesticides: 
Herbicides: 

Imidacloprid 
Imazalil 

Myclobutanil 
Bifenazate 

Trifloxystrobin 
Spiromesifen 

Etoxazole  
Cyfluthrin 
Bifenthrin 

SOP-0008 
(Waters TQ-S 

Micro – 
LCMSMS) 

 
D.L. = 5.66 µg/kg  
D.L. = 5.66 µg/kg  
D.L. = 5.66 µg/kg  
D.L. = 5.66 µg/kg  
D.L. = 1.12 µg/kg  

 
D.L. = 2.21 µg/kg  
D.L. = 1.35 µg/kg  
D.L. = 1.54 µg/kg  
D.L. = 1.27 µg/kg  
D.L. = 1.54 µg/kg  
D.L. = 2.26 µg/kg  
D.L. = 1.39 µg/kg  
D.L. = 4.60 µg/kg  
D.L. = 1.78 µg/kg 



Chemical 
Finished 

Marijuana/Hemp 
Flower 

Moisture 
SOP-004 

(Moisture 
Reader) 

D.L. = 0 %(w/w) 

Microbiological 
Finished 

Marijuana 
 

Total Aerobic 
Bacteria  

Total Bile-Tolerant 
Gram Negative 

Bacteria  
Total Coliforms 

Total Yeast & Mold 

SOP-006 (3M 
petrifilm) 

DL = 200 CFU/g  
DL = 20 CFU/g  

D.L. = 20 CFU/g  
D.L. = 200 CFU/g 

Microbiological 
Hemp Flower 

Marijuana 
 

Total Aerobic 
Bacteria  

Total Bile-Tolerant 
Gram Negative 

Bacteria  
Total Coliforms 

Total Yeast & Mold 

SOP-006 (3M 
petrifilm) 

DL = 200 CFU/g  
DL = 20 CFU/g  

D.L. = 20 CFU/g  
D.L. = 200 CFU/g 

Microbiological 
Marijuana/Hemp 

Extract 
Cannabinoids 

Total Aerobic 
Bacteria  

Total Bile-Tolerant 
Gram Negative 

Bacteria  
Total Coliforms 

Total Yeast & Mold 

SOP-006 (3M 
petrifilm) 

DL = 200 CFU/g  
DL = 20 CFU/g  

D.L. = 20 CFU/g  
D.L. = 200 CFU/g 

Microbiological 
Finished 

Marijuana 
 

Shiga Toxin-
Producing 

Escherichia coli, 
Salmonella spp. 

SOP-007  
(Bio-Rad qPCR) Present/Absent 

Microbiological 
Hemp Flower 

Marijuana 
 

Shiga Toxin-
Producing 

Escherichia coli, 
Salmonella spp. 

SOP-007  
(Bio-Rad qPCR) Present/Absent 

Microbiological 
Marijuana/Hemp 

Extract 
Cannabinoids 

Shiga Toxin-
Producing 

Escherichia coli, 
Salmonella spp. 

SOP-007  
(Bio-Rad qPCR) Present/Absent 

 

Sales Projections 
Approximately $1 Billion tested and sold in the State of Massachusetts in 2020.  

Mission Statement 
Analytics Labs foundation is rooted in the concept of ensuring public health by standing 

steadfast in the basic principles of good laboratory practices. The ethical standards enforced 
in Analytics Labs daily laboratory practices will establish defensive results that will stand on 

their own in any court of law. It is our intention to guide the moral compass of cannabis 



laboratories in a direction that will allow for industry wide confidence in cannabis laboratory 
procedures. By working in tandem with the Cannabis Control Commission we hope to 

entrust the dispensaries with the ability to confidently sell products to consumers without 
concern for public safety. 

Principal Members 
Gerald “Jerry” Guidera 

Tina Wae 
Tiffany Madru 

Ted Madru 
 

Legal Structure 
Massachusetts Limited Liability Corporation 

Industry 
The cannabis industry in Massachusetts requires laboratory testing of all cannabis products 

manufactured by an ISO 17025.2017 Accredited and CCC Licensed Independent Testing Laboratory prior 
to the final point of sale. With limited cannabis laboratories operating in Massachusetts there is high 
demand for additional laboratories that can offer the required testing services. The City of Holyoke is 

home to several large-scale marijuana cultivators and producers giving Analytics Labs a geographic 
advantage. 

Competitors 
 Licensed: 

o CDX Analytics: Salem, MA 
o MCR Labs: Framingham, MA 
o Steep Hill Massachusetts: Framingham, MA 
o Indo Laboratories: Marlborough, MA 

 Provisional 
o ProVerde 
o Kaycha 

 Pending Provisional 
o Green Valley Analytics 
o Safetiva 

Competitive Advantage 
Expertise of cannabis analytical testing, the geographic location of the laboratory, and understanding 

the importance of customer service gives Analytics Labs a distinct advantage.  

The ownership of the laboratory are dedicated entrepreneurs with decades of experience in owning and 
operating highly regulated companies. The Chief Scientific Officer, Brenda Shalloo, has over 10 years of 



cannabis specific laboratory experience and extensive knowledge of client’s expectations. The scientific 
staff was chosen based on their analytical chemistry expertise but also their experience in cannabis 

science.  

Western Massachusetts is fast becoming the epicenter of the cannabis industry within the state. By the 
laboratory being centered in Holyoke it allows clientele easy access for sample drop off or scheduling of 
last-minute sample pick-ups. The closest operational independent testing lab is located 70 miles from 
Analytics Labs. The prime location in Holyoke allows for the capture of many western Massachusetts 

marijuana establishments.  

Analytics Labs will take pride in having top-ranking customer service. The dedicated Project 
Management Team will provide the highest level of personalized service that is unmatched in New 

England. Project Managers will work closely with our scientific crew to maintain consistent results and 
turnaround times. We understand the uniqueness of each client and will be committed wholeheartedly 

to maintain all our client’s needs. It is our goal to make each client feel like they are our only client. 

 

Analytics Labs - Five-Year Budget 
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A-002 Training and Competence

Administrative Procedure Description:
This Procedure establishes the methods and requirements relevant to the training of personnel andthe determination of competence. This procedure applies to all personnel who manage, superviseand/or perform work affecting the quality of testing, and health and/or safety.

Process Flow:

References:
Title Location

INPUTS
A-014 Documentation Control Everyday Docs>Administrative Procedures>
A-009 Management Review Everyday Docs>Administrative Procedures>
A-006 Proficiency Testing Everyday Docs>Administrative Procedures>
TCM-F Training and Competence Matrix (BLANK) Tech Tools>Forms>
TAD-F Training Attendance Document (BLANK) Tech Tools>Forms>
Job Description Everyday Docs>Administrative Procedures>JobDescriptions>

OUTPUTS
Job Description Everyday Docs>Administrative Procedures>Job

Determine trainingrequirements and recordon TCM Training andCompetence Matrix

Update TCM and place additiondocumentation in person’spersonnel file

Forward TAD andother applicabledocuments

Update TCM per verification andplace addition documentation inperson’s personnel file
Review annually andupdate TCM

Conduct training andrecord on TAD TrainingAttendance Document
Scheduletraining andupdate the TCM

https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6778181
https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6778167
https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6772743
https://analyticslabs.onlyoffice.com/Products/Files/#2688685
https://analyticslabs.onlyoffice.com/Products/Files/#2688685
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Title Location

Descriptions>
TCM Training and Competence Matrix (In-Process orComplete) Everyday Docs>Records>TCM>
TAD Training Attendance Document (In-Process orComplete) Everyday Docs>Records>Records [Year]>TAD>

Administrative Procedure:
1. Job Description

1.1. The determination of supervision will be stated on the employment offer letter.
1.1.1. Supervisors will be directly responsible for the oversight of work completed by employeesunder their supervision and will manage small human resource issues
1.1.2. Supervisors will report directly to the CSO with any large human resource issues or anyissues that cannot easily be resolved.
1.1.3. It is the determination of the supervisor to determine severity of the issues andwhen they need to be escalated.

1.2. For each classification, title or function a Job Description is developed to define the education,background training and skills necessary for the tasks required for the classification, title orfunction. Job Descriptions are Everyday Docs>Administrative Procedures and are documented inthe Job Descriptions sub directory.
2. Training Matrix

2.1. A training matrix (TCM-F Training and Competence Matrix) is established and maintained by theQuality Control department as a means of determining all areas where training is required for allpersonnel.
2.2. The training matrix will be reviewed annually, typically as part of the internal audit, against theemployee training logs.
2.3. The matrix defines training areas cross-referenced to personnel and those areas where traininghas been accomplished and the level of proficiency. Each level is coded as follows:

2.3.1. R – Training required.
2.3.2. I – Training in progress.
2.3.3. V – The person has been verified as competent in that area and capable of training othersin the area..

https://analyticslabs.onlyoffice.com/Products/Files/#2693067
https://analyticslabs.onlyoffice.com/Products/Files/#2688673
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NOTE: Blocks without a designation are determined not to be applicable to the person at that time.

3. Required Training
3.1. Management will determine training requirements for applicable personnel when hired, whencross-training is required or when job duties are expanding.
3.2. Quality, testing legal, health and safety training will be determined through review of therelevant laws (i.e.: OHSA, 935 CMR: CANNABIS CONTROL COMMISSION, etc.) and qualityrequirements.
3.3. Department Leads are encouraged to recommend training for any personnel under theirsupervision/oversight.
3.4. Training requirements will be reviewed a minimum of once per year, or as often as required tomaintain the competence of the personnel, and the Training Matrix will be updated to match eachemployees training log.
3.5. Training requirements may include “Value Added Training” that may, or may not, be directlyrelated to the operation, however, will enhance the personnel’s ability to improve the customers’confidence (i.e. First Aid certification, Auditor training, Customer Service Training, etc.) orcomply with government regulations (i.e. Surviving an OSHA inspection, OSHA RecordkeepingRequirements, etc.).

3.5.1. The Quality Control department will include such training (as appropriate) on the matrix.
4. General Orientation Training

4.1. All employees have access to the employee handbook which outlines the general employmentpolicies and practices as well as general information (i.e. reporting absences, requesting vacationtime, reporting on the job injuries, etc.) and will sign the cover page as documentation of thereceipt.
4.1.1. The signed cover page will be stored in the employees personnel file.

5. Security, Quality, Health and Safety Training
5.1. Employees are trained in Security procedures, quality and the importance of adherence to theMS, safe work practices, use of personal protective equipment (PPE), as applicable.
5.2. The Quality Control department provides and documents proper quality, health and safetytraining has been conducted by retaining a signed copy of the Health and Safety Manual in theemployees personnel file and in the employees training log.

6. Orientation, Security, Quality and Safety Training Records
6.1. The Quality Control department maintains the records of all General Orientation, Security,Quality, Health and Safety training in the employees individual personnel file and in theemployees training log.

7. Proficiency Testing
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7.1. Proficiency testing is accomplished in accordance with A-006 Proficiency Testing.

8. Good Practices
8.1. Employees are trained in the appropriate Good Practices (i.e: cGLP, etc.) as applicable to theirjob function or Job Description.

9. Accomplishment of Training
9.1. Training will be accomplished by qualified personnel through commercially available training oreducational institutions, or by qualified internal resources.
9.2. Training accomplished by internal resources must be qualified and have the proper background,education and skills, and when applicable, the recognized credentials to perform such training.
9.3. Internal personnel performing training must be a level V to be considered qualified (see TrainingMatrix above).

10. Training Records
10.1. Any “Value Added Training” certificates of completion will be added to the employees traininglog but do not need a Training Attendance Document, unless a certificate of completion isunavailable, and retained per A-014, Documentation Control.
10.2. All internal training will be recorded on the TL-062 Training Attendance Document and retainedper A-014, Documentation Control.

11. Requests for Training
11.1. Any personnel may request training by writing the request to the responsible area/departmentmanager. Management will review the request and, if deemed appropriate, will review therequest with the CSO for approval. After the review, the Manager will inform the person of thedecision.

12.Training Schedule
12.1. The relevant manager will schedule all required and approved training to ensure minimaldisruption of the work schedule, and inform affected lab personnel of the date, time andsubject of the training.

13.Training Completion
13.1. External Source Training: Training conducted by an external source (see Accomplishment ofTraining above) issuing a certificate, license, or letter, of completion, competence orcompliance, will be considered completed and verified (see Training Verification below) unlessthe manager determines, through observation or objective evidence, that the training isincomplete.
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13.1.1. A copy of the certificate, license, or letter, of completion, competence or compliance,will be forward to the Quality Control department and placed in the person’s training fileand personnel file.
13.1.2. When training is conducted by an external source that does not issue a certificate, orletter of completion, competence or compliance, training will be considered completedwhen a Training Attendance Document is complete and approved by the relevantmanager (see Training Verification below).

13.2. Internal Resource Training: When training is accomplished using internal resources, or isconducted by company personnel (see Accomplishment of Training above), the person’s levelwill be noted as I on the matrix. Persons at a I level must be supervised in the performance ofthe work until verified by the appropriate personnel who conducted the training, or the relevantmanager (see Training Verification below).
14. Verification of Training (Competence)

14.1. Unless otherwise noted above, all training must be verified prior to the person being allowed to performthe work unsupervised. Supervision during verification may take any of the following forms, asappropriate:
14.1.1. Overseeing the process of performance of the work.
14.1.2. Verifying the setup and performance of the tasks.
14.1.3. Verbal interview to ensure understanding of the process and/or method involved.
14.1.4. Review and approval of reports filed.
14.1.5. The Quality Control department to record the employee’s level to V on the matrix and place thememo in the person’s personnel file a minimum of annually.

15.Employee Competence Evaluation
15.1. On an annual basis, or at a frequency determined necessary by the relevant manager, all personnel areevaluated for general and technical competence using the TCM Training and Competence Matrix as aguide.
15.2. On completion, the Quality Control department will adjust the levels as necessary in the TCM Training andCompetence Matrix.
15.3. These reviews by the manager will be used to determine future training needs.
15.4. A synopsis of this information is provided to the Management Review (see A-009 Management Review).

16. Continued Training
16.1. When revisions or updated are made to procedural documents, all employees who have been initiallytrained are required to review the changes:

16.1.1. The responsible person approving the revisions, see A-014 Document Control, will notify theappropriate employees of the continued training required via email and CC the appropriate QA/QCofficer.
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16.1.2. The QA/QC Officer will reference the Training Matrix, create a Training Attendance Document (TL-062) for each employee who needs continued training and give a copy to the appropriate persons.
16.1.3. All notified employees will review the procedural changes and sign the associated TrainingAttendance Document and return it to the appropriate QA/QC Officer.
16.1.4. The QA/QC Officer will monitor the continued training progress to ensure all employees aretrained within a reasonable amount of time (days, not weeks) and file their Training AttendanceDocuments in their training logbooks.

Revision History:
RevisionDate Rev.# Revision Description/Details RevisionAuthor: Approvedby:

ContinuedTrainingby:
ImplementationDate:
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 ISO 17025:2017 - Generalrequirements for the competence oftesting and calibration laboratories
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A-012 Hiring and Termination

Administrative Procedure Description:
This Procedure defines the proper steps to be taken during selection of personnel, agent cardacquisition, orientation of employees, and termination of employees.

Process Flow:

References:
Title Location

INPUTS
Job Descriptions Everyday Docs > Administrative Procedures > JobDescriptions
Agent Card Documents Mass.gov
TL-050 Ethics Policy Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-051 Non-Disclosure Agreement Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-061 Employee Handbook Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-009 Health and Safety Manual Everyday Docs > Tech Tools > Forms > Logbook

Acknowledge the needfor additionalpersonnel

Acquire agent card

Hire qualifiedpersonnel

Conduct Orientation Follow proper trainingprotocols
Termination ofEmployment

Conduct interviewingprocess
Determinequalifications and listjob posting

https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6778181
https://www.mass.gov/
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Title Location

Templates
TL-046 Emergency Contact Form Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-047 Signature Form Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-069 Company Property Checkout Form Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-057 Employee Number Logbook Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-048 Employee Initials Logbook Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-062 Training Logbook Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-033 Client Contact Logbook Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-060 Emergency Evacuation Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-069 Company Property Checkout Form Everyday Docs > Tech Tools > Forms > LogbookTemplates

Administrative Procedure:
1. Determination of New Hire
1.1. Determining the need for a new hire can occur a number of ways including, but not limited to:

1.1.1. Loss of current employee;
1.1.2. Increased sample volume;
1.1.3. Increased compliant analysis;
1.1.4. Changes to regulations.

1.2. At a minimum, the adequacy of staff need to be addressed in the Yearly Managers Meeting.
1.3. The CSO and President will address budgets to provide appropriate staffing needs and approve the proposednew hire.

2. Determination of Qualifications
2.1. Once the position has been approved for hire, the hiring manager for the new position will reference the JobDescription to determine the qualification of applicants.

2.1.1. The hiring manager will compose a job posting based on qualification requirements and present it tothe CSO or President.
2.1.2. The CSO or President will post the job posting on a recruitment search engine like Indeed.com, orequivalent.
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3. Interviewing
3.1. The hiring manager will screen applicant resumes and set up phone interviews with applicants that appear tofit the pre-determined qualifications.

3.1.1. During the phone interview the hiring manager must determine the candidate is over the age 21 anddoes NOT have any prior felony convictions related to drugs or drug trafficking.
3.2. The hiring manager will narrow down the candidate list by asking relevant qualification questions during thephone interview process.

3.2.1. If the candidate is no longer in consideration after the phone interview, the hiring manager will send arejection notice to the candidate within a reasonable time frame.
3.2.2. Candidates that are still in consideration after the phone interview may be invited into the laboratoryfor an in person interview.

3.3.Once the hiring manager decides upon the candidate they wish to hire they will offer the selected candidatethe position.
3.3.1. If the selected candidate accepts the position they will be emailed an offer letter to sign.
3.3.2. If the selected candidate declines the offer, the hiring manager will then offer the position to theirsecond choice candidate or re-open the job posting to start selection over.

3.4.Once the position has been filled the hiring manager will send rejection notices to any remaining candidateswho were not offered positions.
4. Agent Card Authorization
4.1. As soon as the new candidate accepts the job offer, the hiring manager will send the Agent Card packet to thenew hire and request it’s return in person within 48 hours.

4.1.1. It should be noted the packet must be returned in person to be notarized by C&D Industries notary.
4.1.2. During packet drop off the hiring manager needs a photo of the candidates drivers license and agentcard photo.
4.1.3. Agent Card Photo requirements:

4.1.3.1. Portrait/upright format;
4.1.3.2. Taken in front of a plain white or off-white background;
4.1.3.3. Taken within the last 6 months;
4.1.3.4. Showing only head and top of shoulders;
4.1.3.5. Taken looking directly at camera held at eye level;
4.1.3.6. Taken with both eyes open and without eye wear;
4.1.3.7. Taken without any item that covers your face or head, except for religious purposes.

4.2.Department of Criminal Justice Information Service (iCORI)
4.2.1. Submission

4.2.1.1. Go to iCORI website;
4.2.1.2. Click blue hyperlink “Log in to iCORI”;
4.2.1.3. Type in appropriate Login and Password and click “Log In” to access Analytics Labs portal;
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4.2.1.4. Click “Add Request” on the top left of the horizontal bar;
4.2.1.5. Select “Employment: Applicant (Standard Access)” from the Purpose drop down menu;
4.2.1.6. Fill in all employee information in the Subject box;
4.2.1.7. Click “Add & Checkout” button;
4.2.1.8. Follow payment prompts to complete submission.

4.2.2. Monitor status
4.2.2.1. Go to iCORI website;
4.2.2.2. Click blue hyperlink “Log in to iCORI”;
4.2.2.3. Use appropriate Login and Password and click “Log In” to access Analytics Labs portal;
4.2.2.4. Click “View CORI Results” on the top left of the horizontal bar;
4.2.2.5. Monitor the Status column to be updated from “Submitted” to “Completed”;
4.2.2.6. Once completed, click the blue hyperlink “View” in the new hires row;
4.2.2.7. Ensure there were no criminal findings then save the pdf file to the appropriate HR file.

4.2.3. If the iCORI search populates a finding, CSO should be notified immediately.
4.3.Mass CIP Submission

4.3.1. Navigate to Mass CIP website portal;
4.3.2. Type in appropriate Username and Password then click the “Sign In” button;
4.3.3. Scroll to the bottom of the page and click the “View Other Types” button on the bottom right;
4.3.4. Scroll down to the third box titled “Apply for a Laboratory Agent Registration Card” and click the “StartApplication” button;
4.3.5. Scroll to the bottom of the page and click the blue hyperlink that says “Start an application for a newLaboratory Agent registration”;
4.3.6. When the new box titled “Laboratory Agent - New Application” box appears, click the “Start A NewApplication” button in the bottom right of the box;
4.3.7. Using the Agent Card Application Packet, fill in the appropriate information for the new hire, uploadtheir drivers license photo, upload Agent Card Photo, and Attestation Acknowledgment Form whenrequired;
4.3.8. When each page is completed, click the “Save & Go To Next Page” button;
4.3.9. When information is all entered, review data for accuracy;
4.3.10.Make changes, as necessary, or begin the payment process;
4.3.11.When payment is complete ensure the new hire is showing as “Pending”;
4.3.12.If applicant is still showing as “Incomplete”, click on the “Complete This Application” to finalizeapplication;
4.3.13.Once approve the applicant status will change to “Active”.

4.4. Fingerprint Submission
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4.4.1. The CSO will receive an email from the CCC containing an attachment titled: NOTICE:FINGERPRINTING REQUIRED FOR PROPOSED LABORATORY AGENTS
4.4.2. The notice will contain ID No. for each new hire pending an agent card.
4.4.3. The CSO, or hiring manager, will follow the instruction listed on the bottom of the notice to schedulethe fingerprinting.
4.4.4. The laboratory will cover the fees associated with the fingerprinting step.

4.4.4.1. If, for whatever reason, the employee pays for the fingerprinting the employee shallfill out a Reimbursement Expense Report (TL-066) for reimbursement per A-018, Invoicing,Accounts Receivable and Banking.
4.5. Agent cards will expire one year from issuance and each employee will be required to obtain a new card priorto expiration.
4.6. Approval to work

4.6.1. The CCC will send a temporary agent card via email, once the temporary agent card has been receivethe employee can commence working with marijuana products.
4.6.2. Once the agent card has been received the Quality Control Manager will:

4.6.2.1. Notify the Commission in the form an manner determined by the commission;
4.6.2.2. Update the Agent Card calendar to prompt the employees to start renewal 30 days prior toexpiration to ensure the employee obtains a new agent card prior to expiration;
4.6.2.3. Make a photo copy of the agent card for the HR file;
4.6.2.4. Scan a copy of the agent card into the management system.

4.7. Responsible Vendor Training (RVT)
4.7.1. Administrative employees who do NOT handle samples are exempt from the RVT requirements.
4.7.2. RVT should be completed withing 90 days of hire.
4.7.3. Employees should first take the Basic Core Curriculum

4.7.3.1. Minimum of 4 hours;
4.7.3.2. Conducted by a certified Responsible Vendor Trainer;
4.7.3.3. Employee must pass the written test with a score of 70% or better.

4.7.4. RVT must be complete the 4 hour RVT requirement every year thereafter to maintain designation as aResponsible Vendor.
4.7.5. RVT certificate stating successful evaluation of proficiency shall be kept in the employees HR file andtraining file.

4.8. Agent Training
4.8.1. At a minimum, all employees shall receive 8 hours of training annually.
4.8.2. All training will be logged per A-002, Training and Competence.
4.8.3. The 4 hour RVT course will count towards the 8 hour requirement.

5. Orientation Documents
5.1. Required Payroll Documents
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5.1.1. W-4
5.1.2. Employee Payroll Form
5.1.3. I-9
5.1.4. Photocopies of I-9 listed documents

5.2. Required Company Documents
5.2.1. TL-050 Ethics Policy
5.2.2. TL-051 Non-Disclosure Agreement
5.2.3. TL-061 Employee Handbook

5.3. Required Laboratory Documents
5.3.1. TL-009 Health and Safety Manual (walk)
5.3.2. TL-046 Emergency Contact Form
5.3.3. TL-047 Signature Form

5.4. Required Logbook Updates
5.4.1. TL-057 Employee Number Logbook
5.4.2. TL-048 Employee Initials Logbook
5.4.3. TL-062 Training Logbook
5.4.4. TL-033 Client Contact Logbook (sales and project management only)
5.4.5. TL-060 Emergency Evacuation List

6. Access
6.1. Each employee will receive password specific logins or Personal Identification Numbers (PIN) to the followinginformation systems:

6.1.1. Metrc
6.1.2. Confident Cannabis
6.1.3. Office 365
6.1.4. Conformance Ware
6.1.5. Security (Alarm) System

7. Issuing Company Property
7.1. Company Property Checkout Form (TL-069)

7.1.1. Each company owned item issued to an employee shall be logged into the Company Property CheckoutForm with all applicable information.
7.1.2. Employees are required to sign for each item issued to them.

7.2. All employees will be assigned a key FAB by logging into the security system, determining accessrequirements and activating the FAB number.
7.3.Depending on the position, the employees may be issued company owned cell phones, lap tops or otherelectronic devices needed to complete their jobs.
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8. Human Resources (HR) / Personnel Records
8.1.HR records shall be maintained for a minimum of 12 months after employee termination.
8.2.HR records should include, at a minimum:

8.2.1. All materials submitted to the commission puruant to 935 CMR 500.030(2);
8.2.2. Documentation of verification of references;
8.2.3. Job description or employment contract that includes duties, authority, responsibilities, qualificationand supervision;
8.2.4. Documentation of all required training, including training regarding privacy and confidentialityrequirements, and the signed statement of individual indicating the date, time and place they receivedsaid training and the topics discussed, including the name and title of the presenters;
8.2.5. Documentation of periodic performance evaluations;
8.2.6. A record of any disciplinary action taken;
8.2.7. Notice of completed RVT program and in-house training for employees.

9. Termination
9.1. Per 935 CMR 500, employees will qualify for immediate dismissal for:

9.1.1. Diverted marijuana, which shall be reported to Law Enforcement and the Commission;
9.1.2. Engaged in unsafe practices with regard to operation of the laboratory, which shall be reported to theCommission;
9.1.3. Been convicted or entered a guilty please, plea of nolo contendere, or admission to sufficient facts of afelony drug offense involving distribution to a minor in the Commonwealth, or a like violation of thelaws of an Other Jurisdiction.

9.2. All employees are required to submit their termination notices in the form of writing.
9.2.1. Termination notices will be printed and retained in the employees HR file.

9.3. All issued company property will be collected and the employee and manager will sign the Company PropertyCheckout Form.
9.4. The laboratory agent card will be collected from the exiting employee and destroyed responsibly.
9.5. Termination date will be added to the Employee Number Logbook (TL-057).
9.6. Agent Cards are the property of the employee and will not be retained.
9.7. Access should be revoked for all password or PIN protected systems, including:

9.7.1. Metrc;
9.7.2. Confident Cannabis;
9.7.3. Office 365 ;
9.7.4. Conformance Ware;
9.7.5. Security (Alarm) System;
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A-014 Documentation Control

Administrative Procedure Description:
This Procedure is to provide for a system and instructions, and to assign responsibilities forestablishment and revisions of controlled documentation. Documentation now includes what waspreviously referred to as “Records”. Since the term “Records” is universally understood, it has beenmaintained in this Management System.
This Procedure also provides a system for receiving, reviewing, distributing, and implementingregulatory and industry documents and/or changes as well as all other controlled documentation.

Process Flow:
Internal:DocumentationRequirements Determined

Documents areControlled per thisProcedure

Document is Includedin ManagementSystem

Documents are for Audited forcompliance per A-IEAAInternal and External Auditsand Assessments

New or RevisedDocument isApproved
Creation or Revision ofDocumentAccomplished

External:Documentation isReceived from Source

Documents areControlled per thisProcedure

External Document isIncluded inManagement System

Documents are for Audited forcompliance per A-IEAAInternal and External Auditsand Assessments

If Required, InternalDocument are Revisedper Internal Flow
Document is Reviewedfor Impact.

https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6778181
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References:
Title Location

INPUTS
Current Management System Documentation Management System Directories
EIDS-F Externally Issued Documents and Software(BLANK) Tech Tools>ForCTLMS>
RM-F Records Matrix (BLANK) Tech Tools>ForCTLMS>

OUTPUTS
New or revised Management System Documentation Management System Directories
EIDS Externally Issued Documents and Software Everyday Docs>External Documents>
RM Records Matrix (In-Process or Complete) Everyday Docs>Records>RM>

Administrative Procedure
1. The general categories of controlled management system documents to which thisprocedure applies are:

1.1. CTLMS Manual
1.2. Procedures
1.3. SOPs
1.4. Instructions
1.5. Technical Procedures
1.6. Spreadsheets
1.7. Forms
1.8. Records (see RECORDS below)
1.9. External documents

2. Identification
2.1. All forms will be identified with a unique Template Logbook (TL) number.

2.1.1. TL numbers will follow the unique identification of: logbook number-page number-line number(i.e. TL01-01-05 logbook will be found in Template Logbook 01, page 01, line 05).
2.2. Once templates are bound, they will be considered a logbook and will be assigned a Master Logbook (ML)number.

https://analyticslabs.onlyoffice.com/Products/Files/#2687813
https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6772739
https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6778171
https://analyticslabs.onlyoffice.com/Products/Files/#2687813
https://analyticslabs.onlyoffice.com/Products/Files/#2693027
https://analyticslabs.onlyoffice.com/Products/Files/#2698908
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2.2.1. ML numbers will follow the unique identification of: logbook number-page number-line number(i.e. ML01-01-05 logbook will be found in Master Logbook 01, page 01, line 05).
2.2.2. All logbooks must be page numbered (page 1 of ?) and bound prior to initiation of use to preventpage loss.
2.2.3. All closed logbooks will be kept for a minimum of 5 years and will be filed in numerical number inthe appropriate filing cabinet.

2.3. All procedures and processes will contain a title, unique identifying number, and revision level.
2.3.1. Additionally, the revision block of all procedures will contain revision date, revision number,description of revisions made, revision author(s), persons requiring continued training, andapproving authority.

2.4. All Third Party Certificates of Analysis (CoAs) will be stored in a 3 ring binder in numerical RL# order frombottom to top.
2.4.1. Since the Third Party CoAs binder is not a static logbook, page numbers and binding is notpossible when issuing the logbook.
2.4.2. Therefore the RL numbers will act as page numbers and the logbook will be verified as sequentialand bound when closed.

2.5. The document title, TL number, ML number (where applicable), and revision level(s) typically identifiesdocuments.
2.6. For some types of documents, the code/number and revision level are not relevant and are not required if,by their title, they are unique and cannot be confused with another document.
2.7. At a minimum, documents are approved (or otherwise identify the issuing authority) through the revisionnumber.

3. Electronic Cannabis Testing Laboratory Management System (CTLMS)
3.1. The CTLMS is an electronic system; the documents of the management system reside within thedirectories and sub-directories of the CTLMS.
3.2. Each employee has a unique password protected log-in.

3.2.1. Once an employee is logged in, all changes made will be tracked within the CTLMS and allprevious revisions will be accessible by management.
3.3. The CTLMS is an electronic system in which the files are protected from unintentional changes by makingthem “Read Only” for persons without authority.

3.3.1. When unauthorized persons request to make changes to protected documents they will be givenaccess to a link which will track all changes.
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3.3.2. All changes made to the document will then need to be approved by the issuing authority prior toimplementation.

3.4. Documents found outside of the Management System directories and sub-directories are not consideredpart of the Management System unless they are listed in the Externally Issued Documents and Softwaredocument.
4. Postings

4.1. Technical Procedures (supplemental instructions) posted on walls or otherwise displayed at workstationsare also controlled.
4.2. They are identified as a Technical Procedure, listed in the Technical Procedure Logbook and assigned a TPLnumber along with a revision level.

4.2.1. TPL number will follow the unique identification of: logbook number-page number-line number(i.e. TPL01-01-05 logbook will be found in Technical Procedure Logbook 01, page 01, line 05).
4.3. When revised, the obsolete instructions are removed and the new versions (if applicable) are affixed intheir place.

5. Creation, Issue and Revision
5.1. Personnel on all levels are encouraged to identify the need for, and propose the issue of new Procedures,Technical Procedures, and additional process-related documents.
5.2. All personnel are also encouraged to critically evaluate the documents they use and request revisions tocorrect errors and inconsistencies.

5.2.1. Long, complicated, and bureaucratic procedures should be avoided. Documents must be readilyunderstandable by those who are expected to use them.
5.3. Anyone in the company may request the creation or revision of a document:

5.3.1. The person creating or revising a document submits a draft of the proposed document and/orchanges to the member of management with responsibility for the area or function affected by thedocument and/or change.
5.3.2. The responsible management personnel or designee may revise or reject the draft.
5.3.3. Regardless of who initiates a document, the responsibility to review and approve the documentalways rests with the member of management with responsibility for the area or function, and whois the logical owner.
5.3.4. If the document or revision affects multiple activities and/or functions, all logical owners of thoseareas and/or functions should be consulted for input.

6. Issue
6.1. Prior to issue and release of any documents relevant to the CTLMS, the documents are reviewed by thepersonnel assigned Responsibility for the CTLMS, by Top Management, as called out the ManagementSystem Manual.
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6.1.1. The personnel assigned Responsibility for the Management System will review the documents foradequacy, correctness, and conformity to the CTLMS, relevant standard(s), legal requirementsand/or customer requirements (as applicable).
6.1.2. The CTLMS is an electronic system; documents are deemed approved and issued when theyappear on the network.

6.2. Once the document has been reviewed and approved, the Responsible party will electronically initial theapproval box for the applicable revision, notify all employees who required continued training (via email),and monitor all employees follow continued training protocols (See A-002, Training and Competence).
7. Temporary Revisions

7.1. Temporary revisions may be made on a hard copy document (see Postings above) by handwrittencomments and/or corrections; however, the document must be signed and dated by the approvingauthority.
7.2. Issuing of temporarily revised documents follows the same rules that apply to initial issues (see Issueabove).
7.3. Temporary revisions are used in situations where time is of the essence.
7.4. Temporary revisions should be formalized at the first practical opportunity. (Hard copies with handwrittencomments or corrections must be issued in accordance with the requirements below).
7.5. Hard copies of documents will be found in the approval binder and may be placed at locations wherepertinent operations are performed and electronic system access is not feasible.
NOTE: Any hard copies of documents are to be checked against the electronic version prior to use to ensure theyare the latest version and are considered Reference Only.

8. Master Document List
8.1. Since the directory is the only location for the CTLMS, the master document list is the directory where theCTLMS resides.
8.2. This is the repository for all current documents associated with the CTLMS and each document includes itscurrent revision level and revision history.

9. Externally Issued Documents and Standards
9.1. Externally issued documents include, but are not limited to:

9.1.1. Safety Data Sheets (SDS);
9.1.2. Operating Manuals for equipment;
9.1.3. Third Party CoAs.

9.2. Control of Externally Issued Documents:
9.2.1. Safety Data Sheets are not controlled because they are not a static document but are required tobe reviewed each time the item is received into the lab, see A-007 Purchasing.
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9.2.2. Operating Manuals will only be controlled if they are located in the lab and used as a TechnicalProcedure.
9.2.3. Third Party CoAs are controlled per section 2, Identification.

9.3. In most cases, it is preferred to obtain the electronic version of the document for inclusion in the CTLMSdirectory.
9.3.1. In some cases, it may not be suitable to place such documents in use in their original form (i.e.blueprints, CAD drawings, standards, etc.).
9.3.2. The original documents are retained in the CTLMS directory and are readily available for reference.

10.Historical Documents and Archives (including obsolete documents)
10.1. Obsolete or historical documents may be retained for preservation of knowledge and/or legal reasons.
10.2. Such documents are identified and are kept separated from current CTLMS documents in their owndirectory.

10.2.1.This directory will be clearly identified as “Obsolete” or “Historical” (or equivalent), with as manysub-directories as needed to maintain the documents in order.
11.Uncontrolled Copies

11.1. Documents are suitably identified as “Uncontrolled” when issued to personnel and outside parties who arenot affected by the document but need a copy for information purposes only.
11.1.1.Such documents are not controlled or followed up with revisions.

11.2. Uncontrolled copies of documents may not be given to personnel or outside parties who manage, perform,or verify work that is directly affected by the document.
11.3. Hard or electronic copies located outside of the CTLMS are considered Reference ONLY and areuncontrolled, unless they are found in a controlled binder with signature documentation forimplementation.

12.Control of Documents in Electronic Media
12.1. Document control policies and procedures equally apply to documents established, maintained, anddistributed through electronic media.
12.2. Approval and authorization of documents is evidenced by the name or title of the authority issuing and/orreleasing the document.

12.2.1.The CTLMS is an electronic system; documents are deemed approved when they appear on thenetwork in the CTLMS directory.
12.2.2.Documents that are not properly authorized are not to be made available on the general system,or their access is restricted.

12.3. Documents in the CTLMS are identified with a current revision level, current revision date and/or date ofissue.
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12.3.1.Hard copies may be made accessible to authorized personnel under controlled conditions (seeabove).

13.Confidentiality
13.1. Each employee, contractor, committee member, or any individual acting on behalf of the laboratory shallread, understand and sign the Standards of Ethical Conduct prior to engaging in any confidential workwithin the laboratory

13.1.1.A copy of the signed Standards of Ethical Conduct will be kept in each employees training log andhuman resource file.
13.2. By ISO 17025.2017 standard, Confidential Information is defined by ALL information obtained or createdduring the performance of laboratory activities and confidentiality may only be breached when required bylaw.

13.2.1.If allowable by law, customers may be notified prior to confidential information being shared.
13.3. All client information is considered proprietary information and shall be regarded as confidential. Thisinformation includes, but is not limited to:

13.3.1.Certificates of Analysis;
13.3.2.Chain of Custody;
13.3.3.Sample Volume;
13.3.4.Sample Names;
13.3.5.Any other relevant sample information.

13.4. Clients retain the right to choose what testing information becomes public information, within theregulatory requirements.
13.4.1.If required by regulation, clients will be notified when confidential information is posted on a publicdomain.

13.5. Laboratory personnel may not share any confidential information with anyone other than the client,regardless of the circumstances.
13.5.1.All phone calls or emails pertaining to questions about confidential information must first be fullyverified the person asking questions is an authority of the confidential information prior toengaging in information sharing activities.

13.6. If confidential information is obtained about a client from a third party source, the information shallremain confidential between the customer and the laboratory.
13.6.1.The third party source shall also remain confidential unless the third party source agrees to berevealed.
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14.Revision History

14.1. Each time a change is made to any of the documents in the CTLMS, with the exception of forms, add anew row to the Revision History table.
14.1.1.This gives a running history of all changes made to the document over time and eliminates theneed to maintain old versions.

14.2. Revision history should include at a minimum:
14.2.1.Revision Date is the date when the document is formally placed into the CTLMS for use.
14.2.2.Rev. # designates the level of the revision and tracks how many times the document has beenchanged. (You may use A, B, C, etc. or 1, 2, 3, etc.)
14.2.3.Revision Description/Details is a synopsis of the changes made.
14.2.4.Revision author(s) indicates the persons who worked to revise the document.
14.2.5.Continued Training will include the initials of all employees who require continued training.
14.2.6.Approved By is typically the title of the Head of the Company (President, CEO, Owner, etc.), or itmay be an executive level management title who has overall responsibility for the operations.

15.Records - General
15.1. Records provide objective evidence of compliance to policies, procedures, requirements, planning,Technical Procedures and work instructions.
15.2. CTLMS records also show compliance to the system, results of monitoring and/ or inspections performedby personnel.
15.3. A form is a document until information is entered into/onto it, at which point it becomes a record.

16.Acceptability and Approval of Record
16.1. A record is only deemed acceptable if it is legible and clearly defined in its intent and purpose.
16.2. Records will be reviewed during internal audits (see A-011 Audits and Assessments) to ensure itslegibility, clarity and approval (if applicable).

17.Electronic Signature
17.1. In the case where the record is of an electronic nature, the person responsible for the network will protectthe record, or protect the file where the record resides, as an electronic signature.
17.2. File protection may include: password protection, designating records as “Read Only” or restricting read,write, list and append privileges.

18.Error Correction
18.1. It must be understood that records are legal documents and must be treated with due diligence tomaintain their integrity as objective evidence.
18.2. Error correction(s) in completed records (after the fact) must follow the requirements below to ensuretheir validity.
18.1. Chain of Custody (COC) Correction

18.1.1. All COC corrections must be documented on the hard copy COC prior to the change being made inthe LIMS.
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18.1.2. The hard copy change must include the full name of the person requesting the change, the reasonfor the change, how the change is being requested, what the change is and the employee makingthe change. (i.e. Changed Lot from ABC to ABD due to clerical error per email request fromBenjamin Franklin on 01/03/2021).
18.1.3. When possible, any written request should be printed and attached to the hard copy workorderdocument manila folder.

18.2. Certificate of Analysis (CoA) Correction
18.2.1. Once the CoA has been reported to the client, the record cannot be changed without following theproper amendment steps.
18.2.2. By clicking the Amendment Banner in the General Tab of LIMS data entry tab, a red “Amended”notes section will appear on the CoA.
18.2.3. In the General Tab of the LIMS data entry portal, enter a notation that contains the full name of theperson requesting the change, the reason for the change, how the change is being requested, whatthe change is and the employee making the change. (i.e. Changed Lot from ABC to ABD due toclerical error per email request from Benjamin Franklin on 01/03/2021).
18.2.4. A pdf of the revised CoA should be saved into the CTLMS with the “_Amended.1” following theoriginal document number.

NOTE: It is never acceptable to overwrite an original CoA or any record.
18.2.5. All CoA amendment requests need to be requested in writing and the request should be printedthen added to the hard copy workorder document manila folder.

18.3. Record Error Correction - Hard Copy
18.3.1. Where an error is discovered in a record, making a single strike (strike through) through theoriginal information, and writing in the correct information adjacent to the strike through, ifpractical, may be used to correct the error.
18.3.2. Additionally, a pointer to the corrected information may be included (i.e. Writing a “*” next to theerror with a “*” next to the corrected information elsewhere on the record).
18.3.3. The strike through will be initialed and dated by the person making the correction.
18.3.4. In NO case is obliteration (scribbling out) or covering (whiteout/correction tape) of the originalinformation acceptable.

18.4. Error Correction – Electronic Copy
18.4.1. The original information will remain on the record followed by the word “CORRECTED”, thecorrection, the date the information was corrected, and the initials of the person making thecorrection. (Example: numbers were transposed and were entered 1.3416 and should have been3.1416. The correction would be “1.3416 CORRECTED 3.1416 08/10/2017 MAM”).
18.4.2. If it is not possible to correct the electronic record as noted above, due to calculated fields,restrictions to input fields, etc., the correction will be noted in another place on the record (i.e. atext box, a balloon, a note or entered in another place on the document where the information canbe added) and follow the same format as above.

19.Records Storage
19.1. Records will be stored in a manner that will allow for retrieval and indexing as appropriate to the record.
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19.2. Records will also be protected from damage, theft and/or unauthorized access.
19.3. Records will be stored in the following manner:

19.3.1.Hard Copy Records Storage
19.3.1.1. Hard copy records are stored in file cabinets or banker boxes that can be secured andprotected against deterioration and/or damage.

19.3.2.Electronic Record Storage
19.3.2.1. Instrument electronic data will be backed up monthly to an external hard drive.
19.3.2.2. Electronic Records will be backed up daily to a cloud server.
19.3.2.3. Electronic records may be stored in other programs and/or directories where they arepart of a network program that establishes its own record retention and access protocols(i.e. Office 365 TEAMS network, Confident Cannabis, External hard drives, etc.).

20. Forms of Records
20.1. Records may take the form of, but are not limited to:

20.1.1. Filled out forms;
20.1.2. Written notes, observations and calculations;
20.1.3. E-mail (hard copy or electronic);
20.1.4. Inspection/ test / monitoring results (hard copy or electronic);
20.1.5. Customer, industry and/ or regulatory authority reporting (hard copy or electronic);
20.1.6. All records defined in the CTLMS (hard copy or electronic);
20.1.7. Other electronic media (electronic files, hard drives, disks, CDs, servers, etc.).

21.Electronic Security
21.1. Top Management, through and along with, the person responsible for the network, will establish securityand access controls relevant to all electronic documents and records.
21.2. Top Management will ensure that network security and access control procedures and practicesadequately protect documents and records and restrict access by unauthorized persons, internally andexternally.

22.Backup of Electronic Records
22.1. The person responsible for the network will ensure that the network has adequate processes andprocedures for backing up electronic records to ensure against accidental loss and/or intentionaldestruction of electronic records.

23.Removal of Hard Copy Records
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23.1. Authorized personnel, for purposes of review, clarification and/or audit, may remove hard copy recordsfrom the file.

23.1.1.When hard copy records are removed from the file, the authorized personnel removing the recordswill fill out the “File Out” card with their name and the date the record(s) were removed;
23.1.2.The “File Out” card will be placed in the record’s location(s);
23.1.3.Once the record has been returned, the return date will be filled in and the “File Out” card will bereturned to its proper storage location.

24.Making Copies of Records
24.1. Records may be copied, or printed, in the case of electronic records, for the following reasons:

24.1.1.Reporting to the customer, industry and/or regulatory authorities;
24.1.2.Off-site review with the customer, industry or regulatory authorities;
24.1.3.Long-term use for acquiring data for statistical studies, and/or;
24.1.4.Attachment to other relevant records (i.e. Corrective Action Reports, Preventive Action Reportsetc.);

24.2. Such copies of records will be suitably identified as “COPY”. Records that are not to be given to the client,or attached to other relevant records, will be destroyed when no longer required.
NOTICE: Personnel making copies of records are responsible for ensuring the security of such documents untilthey are filed, given to the client or destroyed.

25.Disposal of Records and/or Copies
25.1. ONLY records that have reached the end of their retention period, including copies of records, may bedisposed of.
25.2. Disposal of hard copy records may be accomplished using one of the following methods, and in accordancewith the requirements of the relevant customer, industry and/or regulatory entity/agency:

25.2.1. Disposal in a secure recycling container for secure recycling;
25.2.2. Shredding by mechanical crosscut shredder;
25.2.3. Obliteration of information in a manner that does not allow any useful data or information beingacquired from the record. NOTE: This is the least preferred method and is applicable only torecords unrelated to regulatory or contractual compliance.

25.3. Disposal of electronic records may be accomplished using one of the following methods, and in accordancewith the requirements of the relevant customer, industry and/or regulatory entity/agency:
25.3.1. Erasure using a NIST SP800-88 or DOD compliant program so that an undelete program or otherfile recovery tool will not be able to gain access to the original contents.
25.3.2. Physical destruction of drives, disks or CD’s in a manner that makes recovery of data impossibleunder standard circumstances in accordance with the NIST SP800-88.

26.Retention Beyond Requirements
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26.1. Records may be retained beyond their scheduled retention period for knowledge preservation purposes,legal reasons, or other relevant reasons that justify retention.
26.2. Records retained beyond their retention requirements will be maintained in a separate location (physicalor electronic) to ensure protection from unintended and/or unauthorized use.
26.3. Records, records folder(s) or directory(ies) will be suitably marked “Retain Until (the retention end date)”.If there is no defined date for the end of the retention period, the record will be suitably marked “RetainUntil Further Notice”.
26.4. When the record(s) have reached the end of their retention end date, they will be disposed of as notedabove.

Revision History:
RevisionDate Rev.# Revision Description/Details RevisionAuthor: Approvedby:

ContinuedTrainingby:
ImplementationDate:

01/03/2021 001 New System Release to:
 ISO 17025:2017 - Generalrequirements for the competence oftesting and calibration laboratories

UpshotAdminand BS
BS NA 01/04/2021
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MS Manual - Click Here

A-018 Invoicing, Accounts Receivable and Banking

Administrative Procedure Description:
This Procedure defines the process of invoicing clients in a timely manner and managing thepayment of invoices due.

Process Flow:

References:
Title Location

INPUTS
TL-056 Client Code Logbook Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-028 Invoice Adjustment Form Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-030 Payment Receipt Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-064 Payment Logbook Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-066 Reimbursement Expense Reports Everyday Docs > Tech Tools > Forms > LogbookTemplates

Client SubmitsSamples

Client Pays Invoice

Project Managerfollows up at due date

Funds are collected anddeposited
Invoice is marked asPaid

Invoice sent to clientSamples are processedthrough laboratory andCoA submitted to Client

https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6778181
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Title Location

TL-063 Petty Cash Advance Receipt Everyday Docs > Tech Tools > Forms > LogbookTemplates
OUTPUTS

Invoice CRM
Accounts Receivable Statements QuickBooks

Administrative Procedure:
1. New Client Creation
1.1. The Project Manager or Sales Manager will provide the Client Information Form to the AdministrativeAssistant prior to, or at time of first sample acceptance.

1.1.1. The Administrative Assistant will ensure the Client Information Form is filled out to completion by theProject Manager and all approving signatures are present.
1.1.2. If any information or approval signature are missing, the Administrative Assistant must stop theprocess and notify the Project Manager or CSO immediately.

1.2. The Administrative Assistant will use the Client Information Form to generate a new client in the CRM by:
1.2.1. Click the green drop down button on the top left of the left side bar titled “Create” and select“Company” from the drop down menu;
1.2.2. Add all applicable information into each field of the “Create new company” page:

1.2.2.1. Contact Type
1.2.2.2. Email
1.2.2.3. Phone
1.2.2.4. Address
1.2.2.5. Client Code

1.2.2.5.1.Care should be taken to NOT duplicate the client codes by adding the Client CodeLogbook (TL-56).
1.2.3. Be sure correct Access Rights are granted to persons who need access.
1.2.4. Click “Save” to update CRM system.

2. Sample Receipt
2.1. The Administrative Assistant will log into Confident Cannabis and cross reference the analysis requested tothe COC.

2.1.1. Any discrepancies between the documents and Confident Cannabis must be brought to the attention ofthe CSO immediately.
3. Invoice Creation
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3.1. ALL pricing and terms must be agreed upon, finalized in writing and acknowledged by all parties prior to theacceptance of any samples.

3.1.1. If there is any question regarding the pricing and/or terms, the CSO must be notified immediately andtesting halted.
3.2. Log into Conformance Ware and enter the CRM section of the management system;
3.3. Click the green drop down button on the top left of the left side bar titled “Create” and select “Invoice” fromthe drop down menu;
3.4. Enter the Invoice number (same number as workorder Year-Month-ANS-Workorder, i.e. 2101ANS0001);
3.5. Ensure Invoice Date matches one day after samples due date;
3.6. Enter Customer name in Consignee field;
3.7. Enter Customers Terms (i.e. Net 15) into Terms field;
3.8. New Client Item Selection:

3.8.1. Click the arrow drop down next to “Select Item”;
3.8.2. Click “Create New Item”;
3.8.3. Create Item using “Client Code-Test Item Name” (i.e.TRU-Package #1)
3.8.4. Add correct price based on Client Information Form;
3.8.5. Click Create
3.8.6. Repeat step 3.8.1 through 3.8.5 for each item listed on Client Information Form.

3.9. Return Client Item Selection:
3.9.1. Click the arrow drop down next to “Select Item”;
3.9.2. In the search bar type the Client Code;
3.9.3. Select the appropriate Item from the list provided;

3.10. Enter Quantity into the Quantity box;
3.10.1. Discounts will only be applied when provided with an Approved Invoice Adjustment Form.
3.10.2. There will never be tax applied to laboratory services.

3.11. Add each item listed on the workorder in Confident Cannabis.
3.12. Click “Add This Invoice” once all items have been appropriately added.

4. Invoice Adjustment
4.1. Invoices may need to be adjusted based on a variety of factors but the adjustments must be requested andapproved.
4.2. If there is a need for an invoice adjustment, the Project Manager will fill out an Invoice Adjustment Form(TL-028) and present it to a manager for approval.
4.3. If the invoice adjustment is not approved, the client will be billed at originally negotiated pricing and theInvoice Adjustment Form will be filed in the manila workorder folder.
4.4. If the invoice adjustment is approved, the approved Invoice Adjustment Form will be given to theAdministrative assistant for price adjustment.
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4.5. The Administrative Assistant will scan the Invoice Adjustment Form into the network and email a copy of theform to the accountant.
4.6. Once the invoice is adjusted in the CRM, a revised copy of the invoice will be emailed to the client along witha copy of the approve Invoice Adjustment Form.

5. Sending AR Invoices
5.1. Once Certificates of Analysis have been sent to the clients by the Lead Chemist, the manila workorder folderswill be given to the Administrative Assistant for final processing and invoicing.
5.2. After processing, the Administrative Assistant will go into the CRM and click on the “Invoices” link along theleft side bar.
5.3. After find the appropriate invoice, click the blue drop down arrow to the right of the total dollar amount andselect the “Send by email” option.
5.4. Then click the blue drop down arrow to the right of the total dollar amount and select the “Mark as billed”option.
5.5. Then click the blue drop down arrow to the right of the total dollar amount and select the “Download” option.
5.6. Once all workorders have been billed, email the accountant copies of all workorder invoices billed that day.
5.7. Then place each downloaded invoice into the appropriate workorder electronic file in the network.

6. Sending AR Statements
6.1. The accountant will work with the Administrative Assistant to upload all CRM invoice information intoQuickBooks.
6.2. At a minimum, once per month the accountant will create accounts receivable (AR) reports and deliver themto the sales team and project managers.
6.3. At a minimum, once per month the accountant will send Invoice Statements to clients showing any upcomingor past due invoices.

7. Accounts Receivable
7.1. Payment Transfer

7.1.1. When payment is received from a client, whether in person or by mail, a Payment Receipt will be filledout in full.
7.1.2. With client present, fill out the top portion of the Payment Receipt, including:
NOTE: If payment is received by mail, the Payment Transfer portion of the Payment Receipt (TL-030) will befilled out in full and replace Payor Name and Signature with “Received by Mail”.

7.1.2.1. Client Name;
7.1.2.2. Payor Name (person dropping off);
7.1.2.3. Payment Date;
7.1.2.4. Payment Time;
7.1.2.5. Payment Received by (Analytics Labs employee);
7.1.2.6. Payment Location;
7.1.2.7. Payment Tendor;
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7.1.2.8. Payment Total;
7.1.2.9. Invoices to apply payment to;
7.1.2.10. Notes, if applicable;
7.1.2.11. Signature, date, and time time stamp of Payor;
7.1.2.12. Signature, date, and time stamp of Laboratory Recipient.

7.2. Securing Funds
7.2.1. Cash payments should be counted in front of the client to confirm payment amount prior to signing thePayment Receipt.

7.2.1.1. If cash is already sealed in a tamper proof bag, the money does NOT need to be counted buta note must be added in the Notes section of “Payment sealed upon receipt” to show fundswere not counted by laboratory personnel.
7.2.2. Funds and Payment Receipt will be placed into a tamper proof money bag in front of the client.

7.2.2.1. If cash received in the field, the tamper proof bag containing the money and receipt will beplaced into a secured transport box for transport back to the lab.
7.3. Fund Verification

7.3.1. The laboratory recipient will sign, date and time stamp the “Payment Dropped by” line and will then:
7.3.1.1. Deliver the sealed money bag directly to an approved money verification manager who willre-count the cash or verify check payments and then sign, date and time stamp the“Payment Verification by” line;
7.3.1.2. Drop the sealed money bag into a secure safe within the laboratory in front of a witness whowill sign, date and time stamp the “Witnessed by” line, and then notify a verification managervia email of the dropped funds.
7.3.1.3. If the funds were not verified when dropped in the safe, an approved money verificationmanager will retrieve the funds from the safe and re-count the funds in front of anotheremployee, sign, date and time stamp the “Payment Verification by” line.

7.3.2. Once the funds have been verified by an approved money verification manager, the verificationmanager will give the Payment Receipt to the Administrative Assistant and place the funds into theappropriate secured safe.
7.4. Payment Logbook (TL-064)

7.4.1. When receiving funds into the laboratory, the laboratory recipient will fill out the Payment Time LineLog correlating to the appropriate week with:
7.4.1.1. Client Name;
7.4.1.2. Cash or Check #;
7.4.1.3. Date of Payment;
7.4.1.4. Initials of Recipient;
7.4.1.5. Amount In (Received).

7.4.2. When removing funds from the safe, the person removing the funds will fill out the Payment Time LineLog correlating to the appropriate week with:
7.4.2.1. Funds Destination (i.e. Petty Cash, Deposit, etc.);
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7.4.2.2. Date Out;
7.4.2.3. Initials of person removing funds;
7.4.2.4. Amount out (removed).

7.5. Apply funds to invoice
7.5.1. Once the funds have been verified by an approved verification manager, the Payment Receipt will begiven to the Administrative Assistant.
7.5.2. The Administrative Assistant will navigate to the paid invoices in the CRM and mark the invoices as“Paid” by using the blue drop down function then file the Payment Receipt in the Payment Logbook.
7.5.3. The Payment Receipt will be scanned into the network and saved under the appropriate client’spayment folder.
7.5.4. The Administrative Assistant will then sign, date and time stamp the “Payment applied to Invoice by”line and the “Electronic Copy Saved by” line of the Payment Receipt and file the Payment Receiptbehind the correlating Payment Logbook page.
7.5.5. If the invoices are not clearly defined on the Payment Receipt, the Administrative Assistant will emailthe Accountant for further instructions on applying the payment against the invoice.

7.5.5.1. The Administrative Assistant print a copy of the email, attached the email to the PaymentReceipt, highlight “List ALL Invoices” on the Payment Receipt and then file the PaymentReceipt/email behind the correlating Payment Logbook page.
7.5.5.2. The accountant will assist the Administrative Assistant in properly applying the payment andthen the Administrative Assistant will then sign, date and time stamp the “Payment appliedto Invoice by” line of the Payment Receipt.

7.6. End of week accounting
1.1.1.1.
1.1.1.2. The person making the deposit will:

1.1.1.2.1. Total cash and check amounts;
1.1.1.2.2. In front of a witness, remove all funds from safe and verify all total cash and checkscorrelate to the total amounts listed on the Payment Logbook;
1.1.1.2.3. Prepare deposit slip;
1.1.1.2.4. On Payment Logbook, fill out:

1.1.1.2.4.1. Total Remaining Cash;
1.1.1.2.4.2. Total Checks;
1.1.1.2.4.3. Total Cash Deposited;
1.1.1.2.4.4. Deposited by;
1.1.1.2.4.5. Total Deposit;
1.1.1.2.4.6. Deposit Date;
1.1.1.2.4.7. Cash Remaining.

7.7. Deposits
7.7.1. Attempts should be made to deposit regularly to minimize cash kept in the safe.
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7.7.2. Managing Partners will be responsible for ensuring deposits are made on a regular basis.
7.7.3. The person making the deposit will:

7.7.3.1. “Z” out the remaining cells in the ledger.
7.7.3.2. Fill in “Total Remaining Cash” and “Total Checks” amounts on the bottom of the PaymentLogbook ledger;
7.7.3.3. In front of a witness, remove all funds from safe and verify all total cash and checks correlateto the total amounts listed on the Payment Logbook;
7.7.3.4. Prepare deposit slip;
7.7.3.5. On Payment Logbook, fill out:

7.7.3.5.1. Total Cash Deposited;
7.7.3.5.2. Deposited by;
7.7.3.5.3. Total Deposit;
7.7.3.5.4. Deposit Date;
7.7.3.5.5. Cash Remaining.

7.7.4. Any cash not getting deposited will be logged on the top line of the following page as “Cash in Safe”.
7.7.5. Once the deposit has been made, the depositor will scan the deposit slip, correlating Payment Logbookpage and all applicable payment receipts into the network and initial “Scanned into Network by” at thebottom of the Payment Logbook page.
7.7.6. All documents will then be staples together and placed into the appropriate accountant in box.

7.8. Applying payments in QuickBooks
7.8.1. The accountant will verify all deposits match deposits showing in bank account by signing the paymentlogbook page that correlates to said deposit.
7.8.2. The accountant will apply each payment to QuickBook invoices and then sign, date and time stamp thecorrelating Payment Receipt.

8. Expense Reports
8.1. Employees who spend their own money on items used for business purposes may be reimbursed.
8.2. The employee will:

8.2.1. Fill out an Reimbursement Expense Report (TL-066) and attach all receipts;
8.2.2. Submit to CSO for approval.

8.3. Once the CSO has approved the Reimbursement Expense Report they will sign the document and submit itto the accountant for payment.
8.4. Expenses will be reimbursed in a timely manner, typically within one week of approval.

9. Petty Cash
9.1. The CSO will retain control over petty cash and will have the ability to dispense petty cash as needed.

9.1.1. All cash removed from Petty cash will be documented on a TL-063, Petty Cash Advance Receipt.
9.1.2. The Petty Cash Advance Receipt will include:
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9.1.2.1. Cash Out:

9.1.2.1.1. Person Receiving Advance;
9.1.2.1.2. Date advance given;
9.1.2.1.3. Advance amount;
9.1.2.1.4. Reason for advance;
9.1.2.1.5. Managers signature;
9.1.2.1.6. Employee signature.

9.1.2.2. Cash In:
9.1.2.2.1. Vendor;
9.1.2.2.2. Date change/receipt returned;
9.1.2.2.3. Amount of cash used;
9.1.2.2.4. Change returned;
9.1.2.2.5. Managers signature;
9.1.2.2.6. Employee signature.

9.2. The petty cash drawer will be audited by the accountant at least once per month.

Revision History:
RevisionDate Rev.# Revision Description/Details RevisionAuthor: Approvedby:

ContinuedTrainingby:
ImplementationDate:
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O-002 Testing

Operational Procedure Description:
This Procedure defines the overall procedure for accomplishment of testing to the requirements ofthe standard and/or customer requirements.

Process Flow:

References:
Title Location

INPUTS
O-010 Accommodation and EnvironmentalRequirements Everyday Docs>Operational Procedures>
A-008 Nonconformance and Corrective Action Everyday Docs>Administrative Procedures>
A-014 Documentation Control Everyday Docs>Administrative Procedures>
A-001 Uncertainty of Measurements Everyday Docs>Administrative Procedures>

Identify Test Items withWorkorder and Place inIncoming Storage Area

Test Results recorded inConfident Cannabis andForwards for Validation

Assigned PersonnelPerforms Tests

Finished Tests toFinished TestsStorage
CoA Reviewed andApproved by LeadChemist

Copy of Test ReportForward to Customerand Test ReportMaintained

Assigned PersonnelRetrieves TechnicalProcedure/Test Items
Schedules Test andAssigns Personnel

Remaining samplesDisposed of After 30Days

https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6778181
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Title Location

SOP-001 Sample Acquisition and Control Everyday Docs>Operational Procedures>SOPs
INS-001 Transport of Marijuana Everyday Docs>Operational Procedures>Instructions
INS-004 Field Sample Collection Everyday Docs>Operational Procedures>Instructions
INS-009 Rush Samples Everyday Docs>Operational Procedures>Instructions
INS-005 Sample Receiving Everyday Docs>Operational Procedures>Instructions
INS-006 Sample Preparation Everyday Docs>Operational Procedures>Instructions
INS-008 Workorder Dashboard Everyday Docs>Operational Procedures>Instructions
INS-010 Sample Storage Everyday Docs>Operational Procedures>Instructions
INS-007 Weighing Sample Aliquots Everyday Docs>Operational Procedures>Instructions
O-004 Certificate of Analysis Everyday Docs>Operational Procedures>
A-002 Training and Competence Everyday Docs>Administrative Procedures>
Technical Procedures Everyday Docs>Operational Procedures>TechnicalProcedures>
Workorder Confident Cannabis

OUTPUTS
Completed Job Order Everyday Docs>Records>Records [Year]>Job Orders>
Test Reports Everyday Docs>Records>Records [Year]>Test Reports>
Corrective Action Everyday Docs>Records>Records [Year]>CAR>

Operational Procedure:
1. Workorder

1.1. On receipt of samples, a Workorder is created in Confident Cannabis and linked numerically to the item(s)to be tested.
1.2. Once identified with the Workorder, the test item(s) are placed in the Laboratory Incoming storage area.

2. Scheduling
2.1. See SOP-001, Sample Acquisition and Control, for further sampling Coordination procedure.
2.2. See INS-001, Transport of Marijuana, and INS-004, Field Sample Collection, for sampling and transportinstructions.
2.3. Testing is typically conducted on the First In/First Out (FIFO) basis.

2.3.1. Testing may be scheduled out of order if/when priority testing is required, test equipment isavailable/unavailable, and/or qualified personnel are available/unavailable.
2.3.2. See INS-009, Rush Samples, for further instructions.

https://analyticslabs.onlyoffice.com/Products/Files/#2688688
https://analyticslabs.onlyoffice.com/Products/Files/#2688673
https://analyticslabs.onlyoffice.com/Products/Files/#2688673
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2.3.3. Priority testing will only be allowed if it does NOT disrupt the turn-around times of other samplesand has been approved on a Rush Request Form.

3. Assignment of Testing
3.1. Tests will only be conducted by trained and qualified personnel (See A-002 Training and Competence).
3.2. The Lead Chemists, with guidance from the CSO, will oversee determinations made pertaining to whichpersonnel are to perform the required test(s).

4. Test Performance
4.1. Receiving Technicians will follow INS-005, Sample Receiving, to properly intake samples.
4.2. Laboratory Technicians will retrieve the test item(s) from reception and follow INS-006, SamplePreparation.
4.3. The COC will denote the requested analysis and follow INS-008, Workorder Dashboard, instructions forproper sample tracking.
4.4. Samples will be stored according the the instructions found in INS-010, Sample Storage.
4.5. The assigned Laboratory Technicians will weigh the samples per INS-007, Weighing Sample Aliquots.

5. Accommodation of Environment
5.1. The assigned personnel will ensure that any environmental requirements are accounted for (seeO-AER Accommodation and Environmental Requirements). Even if there are no specifiedenvironmental requirements, the ambient environment will be recorded at the start and finish ofthe test(s).

6. Test Results
6.1. On completion, the Chemist will review the quality control results and make a determination if the resultsfall within, or outside, the specifications or requirements.

7. Data Entry
7.1. Once QC has been verified as acceptable, the Workorder results are entered into the proper ConfidentCannabis data entry tab per O-004, Certificate of Analysis.

8. Approval of Data Entry
8.1. On completion, the validating Chemist will review the data and approve for release.
8.2. On approval, the validating Chemist will sign and date the test report.
8.3. If the validating Chemist finds issues with the test or the test report, the validating Chemist willreturn the test report to the assigned Chemist for correction (see A-014 Documentation Control)or retesting.
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8.3.1. Disapproval by reason of testing issue(s), a Corrective Action Report will be required (seeA-NCA Nonconformance and Corrective Action).

9. Releasing Certificates of Analysis
9.1. On completion of validation of all requested analysis, the assigned Lead Chemist will generate theCertificate of Analysis (CoA), verify all data populated correctly on the CoA and release the CoA to the clientper INS-012, Finalizing and Releasing Certificate of Analysis.

10.Retention of Test Artifact(s)
10.1. Finished Documents

10.1.1.On completion of the analysis, all associated documents will be complied into a workordermanila folder, filed in numerical workoder sequence in a banker box and stored for aminimum of 5 years in the appropriate storage area.
10.1.2.When there are multiples of the same documents from the same Workorder, thedocuments will be placed together in one appropriately labeled manila folder.
10.1.3.The original test report will be maintained in the Test Report files per A-014,Documentation Control.

10.2. Finished Samples
10.2.1.On completion of the analysis, all remaining samples from the same workorder will bestored together per INS-010, Sample Storage, until they are destroyed.
10.2.2.Sample containers do NOT need to be retained after destruction.

10.3. The laboratory will maintain the remaining samples for a minimum of 30 calendar days and thendispose of them.

Revision History:
RevisionDate Rev.# Revision Description/Details RevisionAuthor: Approvedby:

ContinuedTrainingby:
ImplementationDate:
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BS NA 01/04/2021



FacilityAnalytics Labs, LLC ConformanceWare EditionMC-Analyze Edition - v4.5
ResponsibilityChief Science Officer SerialALL-09012020-00151

Cannabis Testing Laboratory Management System: ISO 17025

Page 1 of 3

FacilityAnalytics Labs, LLC ConformanceWare EditionMC-Analyze Edition - v4.5
ResponsibilityChief Science Officer SerialALL-09012020-00151

Cannabis Testing Laboratory Management System: ISO 17025
MS Manual - Click Here

P-003 Diversity and Positive Impact Plan
Planning Procedure Description:

This Procedure defines the goals, programs and measurements set forth by Analytics Labs to createa work environment that promotes recognition and respect for each individual within the companyby encouraging diversity and cultural appreciation within the workplace. Additionally, AnalyticsLabs is committed to positively impacting areas of disproportionate impact within the communitiesin which it strives.
Process Flow:

References:
Title Location

INPUTS
P-004 Positive Impact Plan Everyday Docs > Planning Procedures
A-012 Hiring and Termination Everyday Docs > Administrative Procedures
Job Descriptions Everyday Docs > Administrative Procedures > JobDescriptions
A-005 Quoting, Ordering and Contract Review Everyday Docs > Administrative Procedures
A-003 Supplier, Contractor and Vendor Control Everyday Docs > Administrative Procedures
A-007 Purchasing Everyday Docs > Administrative Procedures

OUTPUTS
Economic Empowerment Price List Everyday Docs > Diagrams > Price Lists
TL-029 Client Information Form Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-033 Client Contact Logbook Everyday Docs > Tech Tools > Forms > LogbookTemplates

Hiring qualifiedindividual with diversebackgrounds

Increase productivitythrough team buildingactivities

Encourage diversityas a helpful attributeto obtain set goals

Engage with otherentities that have beendesignated as impacted
Develop programsdiverse establishmentsmay benefit from

Emerge as a strongentity that excels as adiverse company

Encourage individualsto retain their ownsense of values
Management promotesthe uniqueness of adiverse environment

https://analyticslabs.onlyoffice.com/Products/Files/doceditor.aspx?fileid=6778181
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TL-073 Vendor Evaluation Form Everyday Docs > Tech Tools > Forms > LogbookTemplates
TL-075 Volunteer Attendance Log Everyday Docs > Tech Tools > Forms > LogbookTemplates

Plan Procedure:
1. Staff

1.1. Hiring must be based upon the qualifications listed A-012, Hiring and Termination, and in the JobDescriptions.
1.2. When possible, it is the goal of the laboratory to hire 50% of total staff as:

1.2.1. Local persons from Holyoke (or surrounding communities);
1.2.2. Identify as women;
1.2.3. Minorities;
1.2.4. Veterans;
1.2.5. Persons with disabilities;
1.2.6. Persons identifying as LGBTQ+.

2. Clientele
2.1. Commission-designated Economic Empowerment Priority establishments will be granted:

2.1.1. Minimum of $10,000 line of credit for testing services;
2.1.2. Economic Empowerment Discounted Pricing.

2.2. All pricing and payment terms will be determined and documented as outlined in A-005, Quoting,Ordering and Contract Review.
3. Vendors

3.1. Vendors will be chosen based on their compliance to laboratory requirements, see A-003Supplier, Contractor and Vendor Control, and A-007, Purchasing.
3.2. Effort will be placed on working with at least 20% vendors/contractors who:

3.2.1. Ownership consists of at least 51% of minorities, women, veterans, people withdisabilities and/or people identifying as LGBTQ+;
3.2.2. Resides in an area of disproportionate impact (specifically Holyoke);
3.2.3. Commission-designated Economic Empowerment Priority establishments;
3.2.4. Commission-designated Social Equity Program participants;
3.2.5. Massachusetts residents who have past drug convictions;
3.2.6. Massachusetts residents with parents or spouses who have drug convictions.
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4. Community Service

4.1. Monetary Goals
4.1.1. Minimum donation of $5,000 towards a local food bank annually.

4.2. Volunteer Goals
4.2.1. 50 volunteer hours annually to a service that directly impacts disproportionate impactcommunities.

5. Measurements
5.1. The laboratory will keep Human Resource records for each employee.
5.2. All discounted pricing given to clientele will be documented in one or more of the followingmanners:

5.2.1. New Client Form (TL-029);
5.2.2. Client Contact Logbook (TL-033);
5.2.3. Email

5.3. Vendor documentation will be kept on the Vendor Evaluation Form (TL-073).
5.4. Volunteer hours will be documented on a Volunteer Attendance Log (TL-075) and kept on file inthe volunteer logbook.
5.5. Monetary donations will be logged in Quickbooks by the accountant.
5.6. The Diversity and Positive Impact Plan will be reviewed during the annual Manager Meeting perA-009, Management Review.

Revision History:
RevisionDate Rev.# Revision Description/Details RevisionAuthor: Approvedby:

ContinuedTrainingby:
ImplementationDate:

03/31/2021 001 New System Release to:
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Overview
Analytics Labs is committed to energy efficiency through the collaborative efforts of

purchasing proper energy saving equipment, use of non-carbon emitting electricity sources,
energy audits and striving for continual improvement. By creating obtainable action plans,
Analytics Labs will invest in cost-effective energy efficiency implementation.

Purpose
This Energy Efficiency and Conservation Policy is an important document intended to

help Analytics Labs:

· Identify potential energy use reduction opportunities;· Consider opportunities for renewable energy generation;· Strategize to reduce electric demand; and· Engage with energy efficiency programs

Commitment
· Strive to purchase energy star equipment to the fullest extent possible;· Emphasize business in Holyoke where HG&E has the highest percentage of non-carbon

electricity in Massachusetts;· HG&E independent audit of electrical consumption;· Work with landlord(s) to explore possible solar opportunities.
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