
Massachusetts Cannabis Control Commission

Marijuana Cultivator

General Information:

License Number: MC282693

Original Issued Date: 08/27/2020

Issued Date: 08/12/2021

Expiration Date: 08/27/2022

ABOUT THE MARIJUANA ESTABLISHMENT

Business Legal Name: Neamat, LLC

Phone Number: 978-836-8742 Email Address: briancarney86@gmail.com

Business Address 1: 290 Millville Rd Business Address 2: 

Business City: Uxbridge Business State: MA Business Zip Code: 01569

Mailing Address 1: 248 South Pier Road Mailing Address 2: 

Mailing City: Narragansett Mailing State: RI Mailing Zip Code: 02882

CERTIFIED DISADVANTAGED BUSINESS ENTERPRISES (DBES)

Certified Disadvantaged Business Enterprises (DBEs): Woman-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: 51 Percentage Of Control: 51

Role: Owner / Partner Other Role: 

First Name: Grace Last Name: Sahagian Suffix: 

Gender: Female User Defined Gender: 
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What is this person's race or ethnicity?: Middle Eastern or North African (Lebanese, Iranian, Egyptian, Syrian, Moroccan, Algerian)

Specify Race or Ethnicity: 

Person with Direct or Indirect Authority 2

Percentage Of Ownership: 29 Percentage Of Control: 29

Role: Owner / Partner Other Role: 

First Name: John Last Name: Sahagian Suffix: 

Gender: Male User Defined Gender: 

What is this person's race or ethnicity?: Some Other Race or Ethnicity

Specify Race or Ethnicity: 

ENTITIES WITH DIRECT OR INDIRECT AUTHORITY
No records found

CLOSE ASSOCIATES AND MEMBERS
No records found

CAPITAL RESOURCES - INDIVIDUALS
Individual Contributing Capital 1

First Name: John Last Name: 

Sahagian

Suffix: 

Types of Capital: Monetary/Equity, 

Land

Other Type of 

Capital: 

Total Value of the Capital Provided: 

$200000

Percentage of Initial Capital: 

100

Capital Attestation: Yes

CAPITAL RESOURCES - ENTITIES
No records found

BUSINESS INTERESTS IN OTHER STATES OR COUNTRIES
No records found

DISCLOSURE OF INDIVIDUAL INTERESTS
No records found

MARIJUANA ESTABLISHMENT PROPERTY DETAILS

Establishment Address 1: 290 Millville Road

Establishment Address 2: 

Establishment City: Uxbridge Establishment Zip Code: 01569

Approximate square footage of the Establishment: 80000 How many abutters does this property have?: 16

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

Cultivation Tier: Cultivation Environment: 

FEE QUESTIONS

Cultivation Tier: Tier 03: 10,001 to 20,000 sq. ft Cultivation Environment: Outdoor

HOST COMMUNITY INFORMATION
Host Community Documentation:

Document Category Document Name Type ID Upload Date

Certification of Host Community Agreement Neamat - HCA Certification .pdf pdf 5e7101b7b014bf38e46ca479 03/17/2020
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Community Outreach Meeting Documentation HCA Documentation.pdf pdf 5e71028f9a385038d9d86dbd 03/17/2020

Plan to Remain Compliant with Local Zoning Neamat zoning .pdf pdf 5e71075f961ad539052ba5ee 03/17/2020

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 Plan for Positive Impact - Neamat.pdf pdf 5e7c18a9d29ad93571594c8c 03/25/2020

ADDITIONAL INFORMATION NOTIFICATION

Notification: 

INDIVIDUAL BACKGROUND INFORMATION
Individual Background Information 1

Role: Other Role: 

First Name: Grace Last Name: Sahagian Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 2

Role: Other Role: 

First Name: John Last Name: Sahagian Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

ENTITY BACKGROUND CHECK INFORMATION
No records found

MASSACHUSETTS BUSINESS REGISTRATION
Required Business Documentation:

Document Category Document Name Type ID Upload 

Date

Secretary of Commonwealth - Certificate of 

Good Standing

Neamat COGS Secretary of 

State .pdf

pdf 5e7116fe1cdd2e3910a4f390 03/17/2020

Department of Revenue - Certificate of Good 

standing

Neamat COGS Dept of Rev.pdf pdf 5e7117705f1da0353e2af544 03/17/2020

Articles of Organization Articles of organization - 

Neamat.pdf

pdf 5e711c57b014bf38e46ca514 03/17/2020

Bylaws Neamat bylaws.pdf pdf 5e711e46172cbc3545972223 03/17/2020

Secretary of Commonwealth - Certificate of 

Good Standing

Neamat unemployment 

affidavit .pdf

pdf 5e711e615f1da0353e2af580 03/17/2020

Certificates of Good Standing:

Document Category Document Name Type ID Upload 

Date
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Department of Unemployment Assistance - 

Certificate of Good standing

OpenFileDialogCert of Good 

Standing.pdf

pdf 60e465008d6c3f02b7d1a43d 07/06/2021

Secretary of Commonwealth - Certificate of 

Good Standing

COGS Secretary of State - 

Neamat.pdf

pdf 60e46527629ad9037af1e7d6 07/06/2021

Department of Revenue - Certificate of Good 

standing

COGS tax neamat.pdf pdf 60e4654323f3f9033f374afe 07/06/2021

Massachusetts Business Identification Number: 001404674

Doing-Business-As Name: 

DBA Registration City: 

BUSINESS PLAN
Business Plan Documentation:

Document Category Document Name Type ID Upload Date

Plan for Liability Insurance Neamat - Policy for Obtaining Liability Insurance.pdf pdf 5e712482482e703583b77b1f 03/17/2020

Business Plan Neamat Business Plan.pdf pdf 60e465bf2ea73e036476a55c 07/06/2021

Proposed Timeline Neamat - Proposed Timeline For Operation (2).pdf pdf 60e465da3678b8028bd42b97 07/06/2021

OPERATING POLICIES AND PROCEDURES
Policies and Procedures Documentation:

Document Category Document Name Type ID Upload 

Date

Policies and Procedures for 

cultivating.

SOP CULTIVATION.pdf pdf 5e7124a7172cbc3545972250 03/17/2020

Restricting Access to age 21 and 

older

SOP RESTRICTING ACCESS TO AGE 21 AND 

OLDER.pdf

pdf 5e7124b681ed8a355b8d4eab 03/17/2020

Prevention of diversion SOP ANTI-DIVERSION POLICIES.pdf pdf 5e7124fa2b97cf38fa37229d 03/17/2020

Storage of marijuana SOP STORAGE PROCEDURES.pdf pdf 5e71250bb7c619391b8b5dff 03/17/2020

Transportation of marijuana SOP TRANSPORTATION MANIFEST AND 

SECURITY.pdf

pdf 5e7125631cdd2e3910a4f3fd 03/17/2020

Inventory procedures SOP INVENTORY PROCEDURES.pdf pdf 5e712577172cbc3545972254 03/17/2020

Quality control and testing SOP QUALITY CONTROL.pdf pdf 5e712590482e703583b77b25 03/17/2020

Personnel policies including 

background checks

SOP HIRING PROCEDURES & 

STANDARDS.pdf

pdf 5e7125b92eba6d38ef161bd5 03/17/2020

Record Keeping procedures SOP RECORD KEEPING PROCEDURES.pdf pdf 5e7125ca9a385038d9d86ead 03/17/2020

Maintaining of financial records SOP MAINTAINING OF FINANCIAL 

RECORDS.pdf

pdf 5e7125cf172cbc3545972258 03/17/2020

Qualifications and training SOP QUALIFICATIONS AND TRAINING.pdf pdf 5e712663f0445c357cb03a8a 03/17/2020

Security plan Security Policy and Procedures (Outdoor 

Cultivaion) - Neamat.pdf

pdf 5e7c19139a385038d9d88952 03/25/2020

Diversity plan Diversity Plan (Neamat) (3).pdf pdf 60e4665823f3f9033f374b14 07/06/2021

ATTESTATIONS
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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 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

Notifcation: 

COMPLIANCE WITH POSITIVE IMPACT PLAN
Progress or Success Goal 1

Description of Progress or Success: Neamat, LLC was recently formed and is still in the process of hiring staff and starting initial operations. As 

a start-up, we are highly fos

COMPLIANCE WITH DIVERSITY PLAN
Diversity Progress or Success 1

Description of Progress or Success: Neamat commenced operations in February of 2021 and has been working with a very limited budget to hire 

staff. Being the small, woman-owned farm that it is, most of Neamat’s current staff is made up of close family members and friends that the 

owner, Grace, knows and trusts. We had the need for a few farm hands in May and posted an ad in the Worcester Telegram and Gazette as can 

be seen in Exhibit A below, however, we got no positive responses from the ad and ended up hiring those positions through Indeed.com and by 

word of mouth. Even when trying to hire through Indeed.com and by word of mouth, we are having to choose from a very small and mostly 

unqualified talent pool. 

In our search for staff on indeed.com we were conscious about trying to establish an even more diverse workforce, however, due to the 

physically demanding nature of the farm hand position, we had almost no responses by qualified candidates in general and therefore had a very 

small talent pool to choose from. We are currently looking to hire another farm hand position and have an ad on indeed.com as well as ads 

placed in the Worcester Telegram and Gazette. In both ads we specifically state that we are looking for women, minorities, and persons with 

disabilities to hire, pursuant to Program 1 of Neamat’s Diversity Plan and as can be seen in Exhibit A.

When the product manufacturing side of the business comes online in the fourth quarter of this year we plan on holding a job fair through 

Veterans, Inc. as described in Program 2 of our Diversity Plan to fulfill our Product Manufacturing workforce needs. 

The current makeup of diverse staff is as follows:

Women - 37%

Minorities - 37%

Veterans - 0%

Persons with disabilities - 0%

We are doing our best to meet the goal we set for ourselves in our Diversity Plan, however, due to the lack of interest in the positions by the 

general public, we are requesting that the goal be adjusted to the following for Year 2 review:
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Women - 40%

Minorities - 40%

Veterans - 10%

Persons with disabilities and LGBTQ+ - 5%

HOURS OF OPERATION

Monday From: Open 24 Hours Monday To: Open 24 Hours

Tuesday From: Open 24 Hours Tuesday To: Open 24 Hours

Wednesday From: Open 24 Hours Wednesday To: Open 24 Hours

Thursday From: Open 24 Hours Thursday To: Open 24 Hours

Friday From: Open 24 Hours Friday To: Open 24 Hours

Saturday From: Open 24 Hours Saturday To: Open 24 Hours

Sunday From: Open 24 Hours Sunday To: Open 24 Hours
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Neamat, LLC started its first crop this spring in March and plans on cultivating this crop in
September and October of 2021. The company plans on doing it’s Post Final License Inspection
this coming September after the first plants have been harvested and tested. Once Neamat has
passed it’s PFLI then we plan on initiating the first transaction with a dispensary customer in
order to receive our first payment. We don’t plan on providing the Town of Uxbridge with our first
Impact payment around January of 2022.



Neamat, LLC - Plan for Positive Impact 
 
 
Measurable Goal:​ Neamat, LLC will complete at least two (2) annual 
beach or city clean-up events in communities that were disproportionately 
affected by marijuana laws. 
 
Metric:​ At the end of the year, Neamat, LLC will count the number of beach 
and city clean-ups performed in communities that were disproportionately 
affected by marijuana laws to make sure that at least 2 clean-ups were 
performed.  
 
Program: ​We feel it’s important to go to these communities that were 
disproportionately affected by cannabis laws and do our part to physically 
revitalize the areas. To do this, Neamat, LLC plans to organize a bi-annual 
beach or city clean-up whereby our employees, along with volunteers, will 
spend an afternoon cleaning trash from public spaces. Each year we will 
organize a beach clean-up in the Fall and a city clean up in the Spring.  
 
Once operational, our General Manager will choose the dates of the 
clean-ups at least two months in advance. Over the course of these two 
months, our General Manager or a staff member will post an advertisement 
in the Worcester Telegram and Gazette. The post in each newspaper will 
only contain information relating to the beach or city clean-up and will not 
contain anything related to marijuana or the nature of the business of 
Neamat, LLC. Our General Manager or a representative from the company 
will document the event so that we have a record to present to the 
Cannabis Control Commission upon license review with the Cannabis 
Control Commission. These events will be documented and reviewed one 
year after receipt of provisional license and will occur every year thereafter.  
 
The municipalities chosen were selected from the CCC’s list of 
communities that were disproportionately affected by marijuana laws. For 



the city clean ups, we plan on selecting a neglected public park and for our 
beach clean ups we will select the most neglected public beach in the city. 
We will determine which beach or park is most neglected by sending one of 
our employees to the areas of disproportionate impact two months in 
advance of the clean up to scout which location is in most need. Our yearly 
schedule will be as follows: 
 
Year 1 - Brockton (City clean up) and Lynn (Beach clean up) 
Year 2 - Walpole (City clean up) and Revere (Beach clean up) 
Year 3 - Randolph (City clean up) and Fall River (Beach clean up) 
Year 4 - Quincy (City clean up) and New Bedford (Beach clean up) 
Year 5 - Fitchburg (City clean up) and Chelsea (Beach clean up) 
 
 
 
Attestation:  
 

1. Neamat, LLC 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 

2. 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.  

 
1.  

 









































Plan for Obtaining Liability Insurance 
 
Neamat, LLC (the “Company”) will work with an insurance broker licensed in the 
Commonwealth of Massachusetts to obtain insurance that meets or exceeds the requirements set 
forth in 935 CMR 500.105 (10). 
 
Pursuant to 935 CMR 500.105(10) the Company shall obtain and maintain general liability 
insurance coverage for no less than $1,000,000 per occurrence and $2,000,000 in aggregate, 
annually, and product liability insurance coverage for no less than $1,000,000 per occurrence and 
$2,000,000 in aggregate, annually, or such amount as otherwise approved by the Commission.  
The deductible for each policy shall be no higher than $5,000 per occurrence.   
 
Pursuant to 935 CMR 500.105(10)(b) if the Company is unable to obtain minimum liability 
insurance coverage as required by 935 CMR 500.105(10)(a) the Company will place in escrow 
(the “Liability Insurance Escrow Account”) a sum of no less than Two Hundred and Fifty 
Thousand and 00/100 ($250,000.00) or such other amount approved by the Commission, to be 
expended for coverage of liabilities.  If the Company is unable to obtain minimum liability 
insurance coverage as required by 935 CMR 500.105(10)(a) the Company will properly 
document such inability through written records that will be retained in accordance with the 
Company’s Record Retention Policy (incorporated herein by reference).  If the Liability 
Insurance Escrow Account is used to cover such liabilities, it will be replenished within ten (10) 
business days of such expenditure.   
 
The Company will submit reports documenting compliance with 935 CMR 500.105(10) in a 
manner and form determined by the Commission pursuant to 935 CMR 500.000. 
 
This policy may also be referred to by the Company as the “Liability Insurance Policy”. 
 



	
  

Executive	
  Summary	
  
Neamat,	
  LLC	
  is	
  seeking	
  a	
  license	
  with	
  the	
  Cannabis	
  Control	
  Commission	
  to	
  operate	
  an	
  outdoor	
  adult-­‐use	
  
cannabis	
  cultivation	
  and	
  product	
  manufacturing	
  facility	
  in	
  Uxbridge,	
  MA.	
  

The	
  company	
  has	
  entered	
  into	
  a	
  lease	
  agreement	
  on	
  a	
  property	
  at	
  290	
  Millville	
  Ave.,	
  Uxbridge,	
  MA	
  
01569	
  and	
  was	
  granted	
  a	
  Host	
  Community	
  Agreement	
  by	
  the	
  Zoning	
  Board	
  of	
  Appeals.	
  Once	
  open,	
  the	
  
wholesale	
  product	
  menu	
  will	
  only	
  include	
  flower.	
  The	
  company	
  will	
  enter	
  into	
  wholesale	
  supply	
  
agreements	
  with	
  multiple	
  retail	
  vendors	
  throughout	
  the	
  state.	
  	
  

Neamat,	
  LLC	
  is	
  led	
  by	
  president	
  Grace	
  Sahagian.	
  The	
  company	
  is	
  well	
  capitalized	
  and	
  has	
  sufficient	
  
financial	
  resources	
  to	
  successfully	
  develop	
  an	
  adult-­‐use	
  cultivation	
  business.	
  The	
  management	
  team	
  has	
  
years	
  of	
  operational	
  experience,	
  which	
  will	
  allow	
  the	
  company	
  to	
  remain	
  compliant	
  within	
  this	
  highly	
  
regulated	
  industry.	
  	
  	
  

Our	
  mission:	
  To	
  provide	
  high	
  quality	
  cannabis	
  to	
  customers	
  with	
  products	
  they	
  can	
  trust.	
  Our	
  brand	
  
will	
  be	
  built	
  on	
  the	
  core	
  values	
  of	
  care,	
  product	
  quality,	
  and	
  responsibility.	
  

Vision:	
  Be	
  one	
  of	
  the	
  top	
  named	
  cannabis	
  stores	
  in	
  Massachusetts.	
  

Management:	
  Our	
  owner	
  and	
  his	
  team	
  have	
  many	
  years	
  of	
  management	
  experience	
  and	
  have	
  
developed	
  SOP’s	
  that	
  will	
  allow	
  the	
  company	
  to	
  grow	
  while	
  remaining	
  complaint	
  and	
  without	
  
compromising	
  quality	
  standards.	
  	
  

Products	
  &	
  Services	
  

Neamat,	
  LLC	
  will	
  only	
  sell	
  whole	
  flower	
  to	
  licensed	
  dispensary	
  owners.	
  	
  

Flower	
  –	
  10lb	
  units	
  to	
  licensed	
  dispensary	
  owners.	
  

Distillate	
  –	
  1L	
  units	
  to	
  licensed	
  product	
  manufacturers	
  	
  

	
  

Financial	
  Position	
  

Neamat,	
  LLC	
  will	
  be	
  funded	
  by	
  it’s	
  owners,	
  Grace	
  Sahagian	
  and	
  John	
  Sahagian.	
  Mrs.	
  Sahagian	
  has	
  
ownership	
  in	
  multiple	
  businesses	
  throughout	
  Massachusetts	
  and	
  Rhode	
  Island	
  including	
  her	
  core	
  
business,	
  real	
  estate	
  investing.	
  Her	
  success	
  in	
  owning	
  and	
  running	
  these	
  businesses	
  is	
  allowing	
  her	
  to	
  
self-­‐fund	
  her	
  new	
  venture	
  in	
  the	
  Massachusetts	
  adult-­‐use	
  cannabis	
  industry.	
  	
  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.	
  



	
  

Market	
  Overview	
  
According	
  to	
  the	
  report	
  by	
  Arcview	
  Market	
  Research	
  and	
  BDS	
  Analytics:	
  “The	
  Road	
  Map	
  to	
  a	
  $57	
  Billion	
  
Worldwide	
  Market"1,	
  spending	
  on	
  legal	
  cannabis	
  worldwide	
  is	
  expected	
  to	
  hit	
  $57	
  billion	
  by	
  2027.	
  The	
  
recreational	
  cannabis	
  market	
  will	
  cover	
  about	
  67%	
  of	
  the	
  spending	
  while	
  medical	
  cannabis	
  will	
  take	
  up	
  
the	
  remaining	
  33%.	
  

Massachusetts	
  voters	
  approved	
  Question	
  4,	
  the	
  initiative	
  to	
  legalize	
  the	
  recreational	
  use	
  of	
  cannabis	
  and	
  
first	
  retail	
  cannabis	
  business	
  was	
  opened	
  in	
  Massachusetts	
  in	
  November	
  2018.	
  	
  As	
  of	
  December	
  2019,	
  
there	
  are	
  over	
  461	
  pending	
  applications,	
  including	
  193	
  retailer,	
  137	
  cultivator,	
  101	
  manufacturer,	
  15	
  
microbusiness,	
  7	
  transporter	
  and	
  7	
  testing	
  licenses.	
  	
  

As	
  of	
  January	
  2020,	
  total	
  cannabis	
  sales	
  have	
  amounted	
  to	
  $458,335,971	
  according	
  to	
  figures	
  released	
  
by	
  the	
  Cannabis	
  Control	
  Commission.	
  	
  It	
  is	
  expected	
  over	
  700,000	
  customers	
  potentially	
  interested	
  in	
  
using	
  of	
  a	
  recreational	
  cannabis	
  and	
  adult-­‐use	
  cannabis	
  market	
  in	
  Massachusetts	
  is	
  projected	
  to	
  become	
  
a	
  $1	
  billion	
  industry	
  by	
  the	
  end	
  of	
  2020.	
  	
  

Neamat,	
  LLC	
  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.	
  

Operating	
  Plan	
  
Neamat,	
  LLC	
  operating	
  plan	
  is	
  centered	
  around	
  a	
  set	
  of	
  standard	
  operating	
  procedures	
  and	
  a	
  focus	
  on	
  
continual	
  process	
  improvement.	
  All	
  new	
  staff	
  will	
  be	
  required	
  to	
  pass	
  the	
  state’s	
  Responsible	
  Vendor	
  
Training	
  Program	
  as	
  well	
  as	
  our	
  in-­‐house	
  training	
  program.	
  Our	
  properly	
  trained	
  staff	
  will	
  work	
  to	
  
produce	
  the	
  highest	
  quality	
  cannabis	
  flower	
  and	
  distillate.	
  	
  

Timeline	
  
Quarter	
  4,	
  2019	
  

October	
  1st	
  -­‐	
  December	
  31th	
  
• Seed	
  capital	
  secured	
  
• Business	
  Plan	
  completed	
  	
  
• Community	
  Host	
  Agreement	
  process	
  started	
  in	
  target	
  location	
  

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
   	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  

	
  



	
  

Quarter	
  1,	
  2020	
  
January	
  1st	
  -­‐	
  March	
  31st:	
  

• “Company	
  Structure”	
  legally	
  established,	
  with	
  entities	
  filed	
  and	
  operating	
  agreements	
  executed.	
  

• Establishment	
  of	
  bank	
  accounts	
  

• Community	
  Host	
  Agreement	
  obtained	
  

• Property	
  secured,	
  with	
  due	
  diligence	
  completed	
  

• Securing	
  of	
  Insurance	
  	
  

• Establishment	
  of	
  “wind-­‐down”	
  account	
  (in	
  the	
  event	
  that	
  cannabis	
  activities	
  need	
  to	
  be	
  abruptly	
  
stopped	
  and	
  business	
  dismantled.	
  	
  

• Background	
  checks	
  completed	
  

• Application	
  submitted	
  to	
  CCC	
  
	
  

Quarter	
  2,	
  2020	
  
April	
  1st	
  -­‐	
  June	
  30th	
  

• Garden	
  build	
  out	
  quotes	
  obtained	
  	
  

• MEP	
  engineering	
  started	
  

• Website	
  designed	
  and	
  built	
  

• Provisional	
  License	
  secured	
  pending	
  CCC	
  approval	
  
	
  
Quarter	
  3,	
  2020	
  
July	
  1st	
  –	
  September	
  30th	
  

• Build	
  out	
  complete	
  

• Outdoor	
  Cultivation	
  Final	
  License	
  approved	
  
	
  

Quarter	
  4,	
  2020	
  
October	
  1st	
  –	
  December	
  31st	
  

• Operating	
  team	
  secured	
  
	
  
Quarter	
  1,	
  2021	
  
January	
  1st	
  –	
  March	
  31st	
  

• Employees	
  trained	
  via	
  Responsible	
  Vendor	
  Training	
  Program	
  

• Employees	
  trained	
  on	
  Metrc	
  

• First	
  plants	
  tagged	
  with	
  Metrc	
  tag	
  
	
  
Quarter	
  2,	
  2021	
  
April	
  1st	
  –	
  June	
  30th	
  

• Post	
  Final	
  License	
  inspection	
  performed	
  for	
  cultivation	
  



	
  
• Product	
  Manufacturing	
  license	
  started	
  

	
  
Quarter	
  3,	
  2021	
  
July	
  1st	
  –	
  September	
  30th	
  

• Provisional	
  License	
  for	
  Product	
  Manufacturing	
  	
  approved	
  pending	
  CCC	
  review	
  

• Architectural	
  Review	
  approved	
  for	
  Product	
  Manufacturing	
  

• Construction	
  commenced	
  for	
  Product	
  Manufacturing	
  
	
  
Quarter	
  4,	
  2020	
  
October	
  1st	
  –	
  December	
  31st	
  

• 1st	
  Harvest	
  completed	
  

• Product	
  Manufacturing	
  Final	
  License	
  granted	
  pending	
  CCC	
  review	
  

• Product	
  Manufacturing	
  commence	
  operations	
  
	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  

	
  

	
  

	
  



Standard Operating Procedure  

RESTRICTING ACCESS TO AGE 21 AND OLDER 

 
 

1. Purpose 

 
The purpose of this SOP is to provide guidance to employees on the overall 

restriction of access to persons age 21 and older protocols at the facility and the 

responsibility of employees working there. 

 
2. Scope 

 
The scope of this SOP is for anyone working in the facility or for the company. 

Proper access to the facility is a paramount concern for our employees, our staff, 

and the public. 

 
3. Prerequisites 

 
All employees working in the facility are required to have gone through initial 

training and mentoring that specifically includes all aspects of the restriction of 

access to persons age 21 and older at the facility. 

 
4. Responsibilities 

 
Proper access to the facility is the direct responsibility of the Director of Security, 

who has a staff of security agents, but every employee is trained in specific aspects 

of the facility’s access. 

 
5. Procedure 

 
Under the Massachusetts 935 CMR 500.000: Adult Use of Marijuana law: 

● “Consumer” is defined as a person who is at least 21 years of age. 

  
● “Visitor” means an individual, other than a Marijuana Establishment Agent 

authorized by the Marijuana Establishment, to be on the premises of a 

Marijuana Establishment for a purpose related to Marijuana Establishment 

operations and consistent with the objectives of the Act and 935 CMR 

500.000, provided, however, that no such individual shall be under 21 years 

of age. 
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On-Premises Verification of Identification  

Only registered agents and visitors will be allowed access into the cultivation and 

product manufacturing facility. Upon entry into the facility, by an individual, the 

individual’s proof of identification shall be immediately inspected to determine the 

individual’s age. An individual shall not be admitted to the premises unless it has 

first been verified that the individual is 21 years of age or older. We will be using 

the Intellicheck service to check the ID of everyone that enters the premises. 

 
Enclosed, Locked Area 

 
Enclosed marked area means a closet, room, or other indoor or outdoor area 

equipped with locks or other security devices, which shall only be accessible to 

registered agents. 

 
Visitor protocols 

 
Summary of visitor protocols: 

 

● All vendors, contractors, state or local government representatives, and all 

others without permanent Complex-issued ID, are considered visitors. 

  

● Before being permitted to enter the premises, all visitors shall provide proof 

of age and ID, included on an expected list of visitors or show official 

documentation of an unscheduled inspection or authority to perform such 

inspection and sign the visitor log on camera. The entry guard will verify that 

the name on the identification matches the name in the visitor log. 

Identification must contain a picture, date of birth, valid and not expired. 

  

● All visitors or official visitors shall be escorted at all times. 

  

● Escorting means within reasonable line of sight. 

  

● A single employee may escort no more than five visitors. 

  

● The escorting employee shall log all access by visitors to Limited Access 

Areas at the time of the access. 

  

● Compensation may not be used as leverage for allowing visitors onsite. 

  

6. References 
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The facility director and the director of security maintain detailed security 

plans and schematics and are available at any time to answer any specific 

security questions. 

  

7. Reporting 

  

Any incident involving a security matter must be logged and reported to the 

facility director, the director of security, and the board of directors.  
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Standard Operating Procedure  

QUALITY CONTROL 

 
 

1. Purpose 

 
The purpose of the following Standard Operating Procedures are to provide 

guidance on quality control over the products grown and produced in the facilities 

that we will be purchasing products from. 

 
2. Scope 

 
The scope of this SOP is for all employees throughout the manufacturing facility. 

 
3. Prerequisites 

 
The initial training provided for new employees includes best practices in all parts of 

the operation. Employees must pass the quality control module in order to continue 

working at the facility. 

 
4. Responsibilities 

 
It is the responsibility of each department to ensure that they have quality control 

protocols and standards in place. 

 
5. Procedure 

 
We will utilize an outside third-party lab for testing. 

SOP's for 3rd party vendors quality control and testing include: 

 

● All testing performed subject to the Cannabis Inflorescence and Leaf 

monograph (American Herbal Pharmacopoeia)standards. 
● Limit tests will include foreign organic matter, total ash, & acid-insoluble ash. 
● All external testing done by state approved labs. 

● All crops batch tested for pests, contaminants, mold and potency. 

● Soil testing before use for contaminants and pests. 

● Determination of sample size for internal and external testing. 

● Calculation of the acceptable range utilizing ISO Guide 34:2009. 

● Written procedure for responding to contaminated samples. 
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● Additional batch sampled uniquely bar coded for further sampling. 

● All testing documentation retained for five years. 

● Procedures in place for stability testing to determine shelf life for MIPS. 

● Random sampling of finished products currently for sale. 

● All nutrients and additives shelf life recorded and reviewed. 

● Expiration dates in large font on labels. 

 
Quality control measures will primarily be in the form of adherence to the written 

standard operating procedures along with specific testing of the product in order to 

ensure quality and consistency of products produced within the facility. The facility 

will utilize the established and proven SOP’s for all cultivation and processing 

operations. The facility will use standard operating procedures (SOP’s) to promote 

good growing and handling practices including: 

 

 

● Irrigation, propagation, cultivation, fertilization; harvesting, drying, curing; 

  

● Rework or reprocessing; 

● The facility will ensure that only the leaves and flowers of the female 

marijuana plant are processed accordingly in a safe and sanitary manner as 

prescribed below:  

○ Well cured and generally free of seeds and stems; 

○ Free of dirt, sand, debris, and other foreign matter; 

○ Free of contamination by mold, rot, other fungus, and bacterial 

diseases; 

○ Prepared and handled on food-grade stainless steel tables; and  

○ Packaged in a secure area. 935 CMR 500.105(3) 

  
● Packaging, labeling, and handling of marijuana products, byproduct; and 

waste products, and the control thereof, to promote good growing and 

handling practices. 

  
● The facility will require that each individual engaged in the cultivation, 

manufacturing, handling, packaging, and testing of marijuana has received 

the training, education, or experience necessary to perform assigned 

functions; and 
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● Will also require that all registered employees practice good hygiene and 

wear protective clothing as necessary to protect the product as well as 

themselves from exposure to potential contaminants. 

● All agents whose job includes contact with marijuana are subject to the 

requirements for food handlers specified in 105 CMR 300.000. 

● All agents whose job includes contact with marijuana will conform to sanitary 

practices while on duty, including; 

○ Maintaining adequate personal cleanliness; and 

○ Washing hands appropriately  

● Hand washing facilities will be located in production areas and where good 

sanitary practices require employees to wash and sanitize their hands. 

● There will be sufficient space for placement of equipment and storage 

materials as is necessary for the maintenance of sanitary operations.  

● All contact surfaces will be maintained, cleaned, and sanitized as frequently 

as necessary to protect against contamination.  

● Plumbing in the facility will be of adequate size and designed and maintained 

to carry sufficient quantities of water to required locations throughout the 

facility.  

○ Water supply will be sufficient for necessary operations 

● The facility will provide its employees with adequate, readily accessible toilet 

facilities. 

● The floors, walls, and ceilings shall be constructed in such a manner that they 

may be adequately kept clean and in good repair.  

● All nutrients will be examined for contents & potential contaminants. 

● Only biological pesticides will be applied. 

● Filtered water will be used to prevent contamination. 

● All workers will walk through a ceiling blower to remove potential 

contaminants before entering the facility. 

● Workers will walk through a special container of a water/chlorine mix to kill 

shoe borne contaminants. 

● Application of ozone equipment to kill 99% of all microorganisms. 
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● There shall be sufficient space in the facility for placement of equipment and 

storage of materials as is necessary for sanitary operations. 

● The facility will require grower agents to follow the protocol for Receipt of 

Material including: 

  

● The facility shall quarantine received material that will be used to produce 

marijuana and/or manufactured marijuana products; 

● All toxic items will be identified, held, and stored in a manner that protects 

against the contamination of any other marijuana in the facility; 

  
● The facility shall inspect materials for defects and contamination. 

  
● Material may not be released from quarantine by the facility until the 

material passes inspection; and 

● Is determined to be acceptable for use as intended. 

● Storage and transportation of finished products will be under conditions that 

will protect them against physical , chemical, and microbial contamination. 

● Litter and waste shall be properly removed to minimize the development of 

odor and the potential for the waste attracting and harboring pests.  

● No marijuana will be sold or otherwise marketed for adult-use that is not 

capable of being tested by an independent testing laboratory.  

● The company will notify the Cannabis Control Commission within 72 hours of 

any laboratory testing results indicating contamination if contamination 

cannot be remediated and disposal of the production batch is necessary.  

 

6. References 

 
Please refer to inspection SOP’s for further information about quality control. 

 
7. Reporting 

 
All quality control reports are stored in the seed to sale tracking software, where 

they are categorized by department. The software has the ability to generate 

custom reports to determine if there is an issue with product shelf life, production 

techniques, or other quality control issues. 
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Standard Operating Procedure  

TESTS ON FORMULATED PRODUCT 

 
 

1. Purpose 

 
The purpose of this SOP is to provide guidance on testing finished product before 

releasing it for public consumption.  

 
2. Scope 

 
The scope of this SOP is for all employees involved in quality control and creating 

formulated (infused) products. 

 
3. Prerequisites 

 
All product that is finished in the manufacturing facility is tested at a licensed 

laboratory, who will provide a detailed analysis of the product, its ingredients, and 

its strength. All employees who work in quality control must be capable of reading a 

laboratory report and understanding the specific tolerances allowed by the state. 

 
4. Responsibilities 

 
It is the responsibility of the quality control director to insure all employees under 

their direct supervision understand how the facility provides samples to the 

independent lab for testing, as well how infused products is tested internally. 

Additionally, the quality control director must insure that cannabis infused products 

are quarantined separately from other inventory during testing. 

 
5. Procedure 

 
All formulated product is entered into a testing log before it is provided to the 

laboratory. After curing and before any processing or packaging, the processing 

manager will make samples from each batch available to an independent laboratory 

for testing. The sample will be weighed, RFID scanned, and all data will be recorded 

on the seed to sale tracking software prior to be removed from the secured curing 

area. The laboratory employee will select and prepare several random samples from 

every batch sample in order to ensure the quality, purity, and consistency of dose 

through a statistical approach. The laboratory staff will then test each random 

sample for harmful microbiological contaminants, mycotoxins, heavy metals and 
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pesticide chemical residue. In addition, each sample will also be tested for active 

ingredients including but not limited to cannabinoid profiling for the following: THC, 

THCa, CBD, CBDa, and CBN.  

 

Under no circumstances shall cannabis batches awaiting contamination results and 

active ingredient analysis be included in a cannabis product or sold to a retail 

dispensary facility prior to the time that the laboratory has provided those results, 

in writing, to the dispensary. If samples from a batch are tested and do not fall 

within state accepted health and safety levels for any of the above- mentioned 

contaminants or any additional contaminants the state does not deem for 

distribution, it is the facility's policy to destroy and remove any contaminated 

product in a manner consistent with state compliance for the policy for disposal of 

green waste.  

 

As soon as a batch sample passes the microbiological, mycotoxin, heavy metal and 

pesticide chemical residue test, the entire batch will be released for immediate 

manufacturing, packaging and labeling for transport and sale to a dispensary 

facility. An electronic copy of all test results will be filed by laboratory staff for any 

batch that does not meet the standards set for microbiological, mycotoxin, heavy 

metal or pesticide chemical residue tests. The laboratory staff will also maintain a 

comprehensive record of test results and make them available to state and local 

officials, and or the public, as needed. The compliance manager will provide test 

results for each batch of cannabis used in any product purchased by a dispensary to 

that dispensary to be made available upon request. 

 
6. References 

 
The independent testing lab we work with provides us guidelines for sample 

preparation that conforms to the state’s regulations. The quality control manager 

maintains their source documents for preparing samples, along with the requisite 

forms that must accompany all samples. In the event of a question, the resource 

documents provided by the lab are helpful, and they also provide a toll-free number 

for questions. 

 
7. Reporting 

 
The quality control manager receives all lab reports for all samples sent out for 

testing. All lab reports are scanned and uploaded to our seed to sale tracking 

software, and all lab reports are also stored in a locked file cabinet in the facility 

manager’s office. 
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Standard Operating Procedure  

TESTS ON HARVESTED FLOWER 

 

 

 
1. Purpose 

 
The purpose of this SOP is to provide guidance on testing harvested flower before 

releasing it for public consumption. 

 
2. Scope 

 
The scope of this SOP is for all employees involved in quality control and preparing 

samples for testing. 

 
3. Prerequisites 

 
All product that is grown in our vendor’s facility is tested at a licensed laboratory, 

who provide a detailed analysis of the product and its strength. All employees who 

work in quality control must be capable of reading a laboratory report and 

understanding the specific tolerances allowed by the state. 

 
4. Responsibilities 

 
It is the responsibility of the quality control director to insure all employees under 

their direct supervision understand how the facility provides samples to the 

independent lab for testing. 

 
5. Procedure 

 
After curing and before any processing or packaging, the processing manager shall 

make samples from each batch available to an independent laboratory for testing. 

All leaves and flowers of the female plant will be processed accordingly in a safe 

and sanitary manner as prescribed below: 

● Well cured and generally free from seeds and stems; 

● Free of dirt, sand, debris, and other foreign matter 

● Free of contamination by mold, rot, fungus, and bacterial diseases; 

● Prepared and handled on food grade stainless steel tables; and 

● Packaged in a secure area 

 

The sample shall be weighed, RFID scanned, and all data shall be recorded on Metrc 

tracking software prior to being removed from the originating facility. The 
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laboratory employee will select and prepare several random samples from every 

batch sample in order to ensure the quality, purity, and consistency of dose through 

a statistical approach. The laboratory staff will then test each random sample for 

harmful microbiological contaminants, mycotoxins, heavy metals and pesticide 

chemical residue. In addition, each sample will also be tested for active ingredients 

including but not limited to cannabinoid profiling for the following: THC, THCa, CBD, 

CBDa, and CBN. Under no circumstances shall cannabis batches awaiting 

contamination results and active ingredient analysis be included in a cannabis 

product or sold to a retail dispensary facility prior to the time that the laboratory 

has provided those results, in writing, to the cultivation management team. If 

samples from a batch are tested and do not fall within state accepted health and 

safety levels for any of the above-mentioned contaminants or any additional 

contaminants the state does not deem for distribution, it is the facility's policy to 

destroy and remove any contaminated product in a manner consistent with state 

compliance for the policy for disposal of green waste. As soon as a batch sample 

passes the microbiological, mycotoxin, heavy metal and pesticide chemical residue 

test, the entire batch will be released for immediate manufacturing, packaging and 

labeling for transport and sale to a dispensary facility. 

 
An electronic copy of all test results will be filed by laboratory staff for any batch 

that does not meet the standards set for microbiological, mycotoxin, heavy metal or 

pesticide chemical residue tests. The laboratory staff will also maintain a 

comprehensive record of test results and make them available to state and local 

officials, and or the public, as needed. The compliance manager will provide test 

results for each batch of cannabis used in any product purchased by a dispensary 

facility to that dispensary facility to be made available upon request. 

 
6. References 

 
The independent testing lab we work with provides us guidelines for sample 

preparation that conforms to the state’s regulations. The quality control manager 

maintains their source documents for preparing samples, along with the requisite 

forms that must accompany all samples. In the event of a question, the resource 

documents provided by the lab are helpful, and they also provide a toll-free number 

for questions. 

 
7. Reporting 

 
The quality control manager receives all lab reports for all samples sent out for 

testing. All lab reports are scanned and uploaded to our seed to sale tracking 

software, and all lab reports are also stored in a locked file cabinet in the facility 

manager’s office. 
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Standard Operating Procedure  

STABILITY TESTING 

 
 

1. Purpose 

 
The purpose of this SOP is to provide guidance on stability testing products that 

have been released to the public. 

 
2. Scope 

 
The intended audience for this SOP is all employees involved in inventory 

processing, quality control, and retail sales. 

 
3. Prerequisites 

 
In order to perform stability testing at both pre-determined and random times, the 

batch from which the edibles or infused foods are created will be sampled, and 

stored in an air-tight, temperature-controlled vault. Employees must know how to 

remove a portion of the batch in process to create a reserve for stability testing and 

must understand how we prepare samples for lab testing, and how to interpret the 

results. 

 
4. Responsibilities 

 
The director of quality controls primarily responsibilities are stability testing, the 

preparation of samples, and interpreting the lab results. If there is an issue, the 

director of quality control must immediately provide the results and 

recommendations to the facility director in order to insure customer safety. 

 
5. Procedure 

 
The director of quality control will separate a part of each batch of infused or edible 

product sufficient to perform stability testing at 6-month intervals. This is done for 

two reasons: 

 
1. To ensure product potency and purity 

 
2. Provide support for expiration dating 
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The director will insure that a sufficient amount of product is kept and properly 

stored, which will usually require an adequate amount (~7-14 grams) of each 

released batch of marijuana in order to achieve this frequency of testing. See 

preparation of samples instructions noted in previous content. 

 
Sample Storage - ​The facility will retain a sample from each batch released. The 

sample will be sufficient enough to provide for follow-up testing if necessary and 

the sample will need to be properly stored for a minimum of one (1) year past the 

date of expiration of the batch. 

 
Samples from each batch released to be retained for a long period of time will be 

vacuum-sealed to limit oxygen exposure to the marijuana as oxygen will degrade 

the sample quicker. Possible contamination will be tracked through the use of a 

Hazard Analysis Critical Control Point (HACCP) Plan. Critical control points will be 

identified, monitored and preventative procedures recorded throughout the 

production of marijuana products. 

 
Certain shelf stability testing will be conducted on site. Shelf stability is the time 

that a product will retain throughout its period of storage and use, the same 

properties and characteristics that is possessed at the time of its packaging. 

Products and recipes will be tested and approved before production begins. 

 
Shelf stability testing will cover the four areas of concern: 

 
1. Chemical: The product retains its chemical integrity and potency, within specified 

limits. 

 
2. Physical: The original physical properties, including appearance, palatability, 

odor, and wholesomeness are retained. 

 
3. Microbiological: Resistance to microbial growth and product safety is retained 

according to specified requirements overall bacterial growth is maintained within 

acceptable levels. 

 
4. Toxicological: No significant increase in toxicity occurs. 

 
6. References 

 
The director of quality control keeps a detailed sampling plan in her office, along 

with the proper reporting forms, labeling materials, and RFID tags. 

 
7. Reporting 
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All stability reporting is uploaded to our seed to sale tracking software database 

where reporting about batches and infused products are maintained. 

 

 

Standard Operating Procedure 

TESTING 

(heavy metals, pesticides, mold, microbial testing, moisture content) 

 
1. Purpose 

 
After curing and before any processing or packaging, the processing manager shall 

provide samples from each batch available to an independent laboratory for testing. 

 
2. Scope 

 
The scope of this SOP is for any employee working in the cultivation facility who 

provides testing samples to our outside vendor. 

 
3. Prerequisites 

 
After curing and before any processing or packaging, the processing manager shall 

make samples from each batch available to an independent laboratory for testing. 

The sample shall be weighed, RFID scanned, and all data shall be recorded on the 

seed to sale software prior to being removed from the secured curing area. The 

laboratory employee will select and prepare several random samples from every 

batch sample in order to ensure the quality, purity, and consistency of dose through 

a statistical approach. 

 
4. Responsibilities 

 
It is the responsibility of the employee preparing batches for testing to insure there 

are sufficient remains for future testing, and the employee will work with the 

intendent lab to insure random samples from each grown batch are tested without 

interference from the facility. 

 
5. Procedure 

 
The sample shall be weighed, RFID scanned, and all data shall be recorded on the 

seed to sale software prior to being removed from the secured curing area. The 

laboratory employee will select and prepare several random samples from every 

batch sample in order to ensure the quality, purity, and consistency of dose through 

a statistical approach. The laboratory staff will then test each random sample for 
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harmful microbiological contaminants, mycotoxins, heavy metals and pesticide 

chemical residue. In addition, each sample will also be tested for active ingredients 

including but not limited to cannabinoid profiling for the following: THC, THCa, CBD, 

CBDa, and CBN. Under no circumstances shall cannabis batches awaiting 

contamination results and active ingredient analysis be included in a cannabis 

product or sold to a retail dispensary. 

 
If samples from a batch are tested and do not fall within state accepted health and 

safety levels for any of the above-mentioned contaminants or any additional 

contaminants the state does not deem for distribution, it is the facility's policy to 

destroy and remove any contaminated product in a manner consistent with state 

compliance for the policy for disposal of green waste. 

 
As soon as a batch sample passes the microbiological, mycotoxin, heavy metal and 

pesticide chemical residue test, the entire batch will be released for immediate 

manufacturing, packaging and labeling for transport and sale to a dispensary 

facility. An electronic copy of all test results will be filed by laboratory staff for any 

batch that does not meet the standards set for microbiological, mycotoxin, heavy 

metal or pesticide chemical residue tests. The laboratory staff will also maintain a 

comprehensive record of test results and make them available to state and local 

officials, and or the public, as needed. The compliance manager will provide test 

results for each batch of cannabis used in any product purchased by a dispensary 

facility to that dispensary facility to be made available upon request. 

 
6. References 

 
Please review the independent lab’s testing guide for providing samples which is 

found in the cultivation director’s office. 

 
7. Reporting 

 
All lab reports are provided to the cultivation director and are uploaded to the cloud 

server. They are also placed in a testing log, and the information is also entered 

into the seed to sale software system. 

 
 

 
Standard Operating Procedure  

WATER SUPPLY AND TESTING PROTOCOLS 

 
 

1. Purpose 
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The purpose of this SOP is to provide testing guidelines and other methods of 

insuring a safe water supply for the facility. 

 
2. Scope 

 
The scope of this SOP is for any employee working in the cultivation facility 

responsible for performing water quality tests. 

 
3. Prerequisites 

 
All water quality tests will require two samples – one for our internal testing, and 

another to be sent to the quality control lab. All water test results will be added to 

the water test log book. 

 
4. Responsibilities 

 
It is the responsibility of the facility director to insure water is tested at proper 

intervals both through our own internal control and our outside lab as well. 

 
5. Procedure 

 
Water Quality Test(s)—​The facility will perform water quality tests on facility 

water every six (6) months at a minimum. A water sample from the cultivation 

facility will be sent to a water testing laboratory where an analysis of the water will 

be performed to determine what, if any, substances are in the water. A record of all 

water quality tests will be maintained on-site at the licensed premise within a file 

labeled “Water Quality Tests”. 

 
Reverse Osmosis of Water ​(RO System)—all water utilized for cultivation 

operations will be run through a state-of-the-art Reverse Osmosis (RO) water 

filtration system to ensure all contaminants have been removed from the water. 

The RO system will be designed according to the water quality test that will be 

performed at the facility as well as the RO system being designed to be able to 

adequately purify and supply the proper amounts of water for daily operations 

 
As growers of cannabis, the facility carefully monitors total dissolved solids (TDS) 

which is the amount of solids dissolved in the water or any other solution that can’t 

be removed with a standard filter. Electrical Conductivity (EC) is the measure of a 

solution’s ability to conduct an electrical current. TDS/EC meters have two 

electrodes that, when placed in the water or nutrient solution, pass AC voltage 

between them. The amount of current that passes through the solution indicates 

the conductivity of the solution. The meter reads this current and converts it to a 
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display that will allow you to either read the EC or TDS (parts per million, ppm) of 

the water or solution. 

 
By determining the baseline TDS of our fresh water, we can later determine the 

strength of the nutrient solution we are going to mix. For example, if the tap water 

starts with a TDS of 600 ppm, and the fertilizer of choice suggests a dosage 

strength of 1200 ppm, we will know that the total TDS should come out to 1800 

ppm. If we didn’t know the baseline, we might stop at a TDS of 1200 ppm and, by 

doing so, give our marijuana plants only half of the required nutrients. 

 
The pH (potential of Hydrogen) of our water or any other solution is the measure of 

its acid or alkali levels. When a solution has equal levels of acid and alkali 

molecules, then the solution is pH neutral. The pH scale runs from 0.0 to 14.0 

where 7.0 is neutral, less than 7.0 is acidic, and levels above 7.0 are alkaline or 

base/basic solutions. Depending on the growing medium used, we want to stay in 

the slightly acidic range of 5.5 to 6.5. To keep our growing medium and root zone 

at the correct pH, you need to keep the water or nutrient solution you are using at 

the correct pH. Contaminants in the water — whether naturally occurring, added by 

your municipal water supplier, or added when you mix in nutrients and fertilizers – 

will all affect the pH and may need to be corrected. 

 
6. References 

 
Please refer to the filter changing SOP for removing, cleaning and inserting a new 

filter into the RO system. 

 
7. Reporting 

 
All filter changes, cleaning, and lab reports must be inserted into the Water Quality 

Testing Notebook, with copies provided to the facility director and upper 

management. 

 
 
 

 
Standard Operating Procedure  

PESTICIDE TESTING 

 
 

1. Purpose 
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The purpose of this SOP is to provide guidance for pesticide testing of all batches 

that are sent to an outside lab before being released to the public. 

 
2. Scope 

 
The scope of this SOP is for any employee involved in working with the independent 

testing lab in helping them to select, batch and label cannabis samples for pesticide 

and other testing. 

 
3. Prerequisites 

 
Pesticide applicators/registered employees will undergo required courses and 

testing to be certified by the state and will also be responsible recertification every 

3 years. All pesticides applied will be approved by the FDA’s National Organic 

Program and will be approved on the National List of allowed and prohibited 

pesticides and OMRI approved. 

 
4. Responsibilities 

 
The director of the facility is tasked with implementing the IPM system and 

monitoring the use of pesticides. All batch results for pesticides will be emailed to 

the production facility director. 

 
5. Procedure 

 
Pesticide Application Documentation 

 
Any facility that applies any pesticide or other agricultural chemical to any portion 

of a plant, water or feed used during cultivation or generally within the Licensed 

Premises must document, and maintain a record on its Licensed Premises of, the 

following information per state regulations: 

 
(a) Application Log. 

 
(i) The name, signature and Occupational License number of the individual who 

applied the Pesticide or other agricultural chemical; 

 
(ii) Applicator certification number if the applicator is licensed through the 

Department of Agriculture in accordance with the “Pesticides Applicators’ Act”. 

 
(iii) The date and time of the application; 
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(iv)The EPA registration number of the Pesticide of any other agricultural 

chemical(s) applied; 

 
(v) Any of the active ingredients of the Pesticide or other agricultural chemical(s) 

applied; 

 
(vi)Brand name and product name of the Pesticide or other agricultural chemical(s) 

applied; 

 
(vii) The restricted entry interval from the product label of any Pesticide or other 

agricultural chemical(s) applied; 

 
(viii) The RFID tag number of the Retail Marijuana plant(s) to which the Pesticide or 

other agricultural chemical(s) were applied, or, if the Pesticide or other agricultural 

chemical(s) were applied to all plants throughout the Licensed Premises, a 

statement to that effect; and 

 
(ix)The total amount of each Pesticide or other agricultural chemical applied. 

 
(b) Application Summary Log. 

 
(i) The name of the individual who applied the Pesticide or other agricultural 

chemical; 

 
(ii) The date and time of the application; 

 
(iii) Brand name and product name of the Pesticide or other agricultural chemical(s) 

applied; 

 
(iv)The restricted entry interval from the product label of any Pesticide or another 

agricultural chemical(s) applied; 

 
(v) The Restricted Access Interval (REI); 

 
(vi)The expiration time of the REI; and 

 
(vii) The area to which the Pesticide or other agricultural chemical(s) were applied, 

or, if the Pesticide or other agricultural chemical(s) were applied to all plants 

throughout the Licensed Premises, a statement to that effect. 

 
As soon as a batch sample passes the microbiological, mycotoxin, heavy metal and 

pesticide chemical residue test, the entire batch will be released for immediate 

processing manufacturing, packaging and labeling for transport and sale to a 
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manufactured cannabis products facility or a dispensary facility. In order to comply 

with state regulations, all pesticides 

 
regulated by the U.S. Environmental Protection Agency cannot have a concentration 

greater than 1.0 ppm. 

 
6. References 

 
Please refer to the literature supplied by our independent testing lab for pesticide 

and other levels monitored and tested for. 

 
7. Reporting 

 
All pesticide testing is performed by an outside laboratory and their results are both 

emailed and snail mailed to the facility, where they are stored in the seed to sale 

database. 
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Standard Operating Procedure  

HIRING PROCEDURES & STANDARDS 

 
 

1. Purpose 

 
The purpose of this SOP is to provide guidance for the hiring procedure for new 

employees. 

 
2. Scope 

 
The scope of this SOP is for all human resource personnel to understand the hiring 

process for new employees, pay structure, positions available, etc. 

 
3. Prerequisites 

 
Anyone involved with HR must go through job specific training including personnel 

file confidentiality, workplace policies, job descriptions, pay rates, etc. 

 
4. Responsibilities 

 
It is the responsibility of the corporate trainer along with the director of human 

resources to train new hires working in personnel. 

 
5. Procedure 

 

Hiring Plan 

 

The President and General Manager will evaluate hiring needs on an on-going basis. 

Hiring procedures include internal and external posting of the position, candidate 

interviews, reference checks, and background checks.  

Applicants will be required to submit a written application for employment to ensure 

all applicants are evaluated equally in the initial stages of hiring. All offers will be 

contingent upon the successful completion of all required background 

investigations, including an iCORI, Responsible Vendor Training certification, and 

proof of employment eligibility in the U.S.  

As a condition of employment, new agents must participate in new hire orientation, 

as well as security and diversion prevention training, and training specific to their 

job function from their manager. New hires will not discriminate based on race, 
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color, religion, sex, sexual orientation, national origin, age, disability or genetic 

information, and will not discriminate against a candidate who has participated in 

an employment discrimination investigation or lawsuit. 

We are committed to building a professional environment for all our agents and are 

committed to complying with all laws and CCC regulations all while maintaining high 

standards of ethical conduct in dealings with our registered agents, customers, 

vendors and the community at large. We seek to hire individuals who are dedicated 

and motivated, resulting in advancement whenever possible. In order to promote 

job satisfaction and employee retention, we will deliver regular and relevant 

performance reviews, communicate clear performance expectations, link 

performance to compensation, and deliver incentives in a fair and consistent 

manner across the company. 

As part of our commitment to building a culture on building safe workplace 

conditions, we have structured accessible business hours and personnel policies and 

procedures. These personnel policies include all background check reports obtained 

in accordance with 935 CMR 500.030. We have also implemented a policy for the 

immediate dismissal of any agent who has diverted marijuana, engaged in unsafe 

practices, or been convicted or entered a guilty plea for a felony charge of 

distribution of a drug to a minor. 

Employee Handbook  

 
The Employee Handbook will contain the following headings, which covers in detail 

the personnel policy guidelines that will be initially introduced into the facilities: 

 

● New Employee Policies  
● Reference/background checks  
● Time-Related Policies  
● Compensation-Related Policies  
● Personnel Records  
● Conflicts of Interests  
● General Confidentiality  
● Professional Conduct  
● Technology Policies  
● Confidentiality of Records and Data  
● Communications  
● Health, Safety and Security  
● Fire and Safety  
● Reporting Accident  
● Emergency Plan 

● Smoking in the Workplace 
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● Violence-Free Workplace 

● Employee Relations 

● Open Communication 

● Standard of Conduct General Policy 

● Employee Responsibility 

● Responsibilities of Supervisors, Managers, Directors 

● Employee Conduct 

● Problem Resolution 

● Employee Benefits 

● Discretionary Benefits 

● Employee Assistance Program 

● Holidays 

● Vacation Policy 

● Leave of Absence 

● Medical Leave of Absence 

● Sick Leave 

● Funeral Leave 

● Jury Duty and Witness Leave Time 

● Unpaid Personal Leave 

● Pregnancy Disability Leave, Rehabilitation Leave, Military Leave 

● Benefits During Leave 

● Ending Employment 

● Termination 

Employee Alcohol and Drug Abuse Policy 

Drugs and alcohol abuse are not permitted in the workplace at any time. The 

company acknowledges its obligation to take all reasonable steps to ensure the 

health and safety of its workers.  

This policy provides for the testing of employees for drug/alcohol abuse, assisting 

employees who voluntarily seek help for their problems relating to alcohol and/or 

drugs, and educating employees on the dangers of drug and alcohol abuse. 

This Drug and Alcohol Policy applies to all employees and may be extended to 

subcontractors. For the purpose of this policy, the following are prohibited: 

1. Being impaired by alcohol and/or drugs while at work.  

2. The possession of illicit drugs at the workplace or in company vehicles. 

3. The presence in the body of illicit drugs (or other metabolites) while at work. 

4. Refusal to submit to drug and/or alcohol testing, failure to report to a 

Company-designated facility for drugs and/or alcohol testing, or tampering or 

attempting to tamper with the test sample. 
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Employees who violate this policy are subject to disciplinary action up to and 

including termination of employment.  

Smoke-Free workplace Policy 

Our company is a smoke-free environment in compliance with the Clean Air Act. 

Smoking and secondhand smoke are known to cause serious lung disease, heart 

disease and cancer. This policy will be implemented to provide a smoke-free 

environment to all staff and visitors to keep a healthy workplace. This policy covers 

the smoking of any tobacco products, e-cigarettes or any other smoke producing 

products.  

Smoking  of any kind is prohibited by staff and visitors on the premises. Employees 

who violate this policy are subject to disciplinary action up to and including 

termination of employment. 

 

   

Recruiting, Benefits, Hiring, Loss of Personnel 

 
The facility will properly train all of its employees before they are permitted to work 

in any operations. Prior to being offered an employment position with the facility, all 

potential applicants will be required to pass a background check to ensure the 

potential applicant does not have any criminal felony convictions or have been 

convicted of the crimes listed in the state’s regulations and otherwise is of good 

moral character. The facility intends to offer competitive wages and salaries, as well 

as benefits packages that include paid time off and health insurance, to all 

employees. Exact compensation and benefits plans and packages are in the process 

of being developed. It is the facility’s goal to pay salaries that are, at a minimum, 

equitable and commensurate with salaries paid for similar work within the labor 

market. Accordingly, positions will generally be classified and then assigned a salary 

range that defines a minimum and maximum pay rate. An employee’s salary may 

advance within the salary range as the result of performance reviews, promotions, 

market conditions and other business considerations. Such increases in pay are 

considered merit adjustments which are not guaranteed and may vary in timing and 

degree from employee to employee. 

 
In accordance with State legal requirements, employees will be compensated for 

hours worked in excess of forty (40) hours per week. Non-exempt employees will 

be paid one and one-half times their regular rate of pay for hours worked in excess 

of forty (40) hours in a workweek. Overtime pay is based on actual hours worked. 

Paid time off for holidays and vacations does not count as “hours worked” for 
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overtime purposes. Any overtime hours worked by a nonexempt employee will be 

required to be approved in advance by the employee’s supervisor. Non-exempt 

employees are not to work before, beyond or outside their normal working hours 

without such prior approval. Employees who fail to work scheduled overtime or who 

work overtime without prior authorization from a supervisor may be subject to 

disciplinary action, up to and including termination of employment. 

 
Number of Employees—exact number of employees employed by the facility is to be 

determined upon deployment of operations and the establishment of personnel 

requirements; the breakdown of these requirements can be seen below within the 

job description section. 

 
Type of Labor— The team at the facility will comprise skilled, unskilled, and 

professional workers. The various positions within the organization will call for 

different laborers with different skill sets.

 
Pay Structure— The facility will determine this upon deployment of operations and 

the establishment of personnel requirements. Employee compensation will be 

competitive with industry standards. 

 

Background Checks— In accordance with 935 CMR 500.101(1)(a)1, All owners, 

employees and contractors that work for the company shall undergo a background 

check before permitted to work for the company. The information requested of each 

owner, employee and contractor will include: 

 

A. The individual’s full legal name and any aliases; 

B. Social Security Number 

C. The individual’s address;  

D. The individual’s date of birth;  

E. An indication of whether the individual is or has been associated with the 

existing RMD and in what capacity;  

F. A photocopy of the individual’s driver’s license or other government-issued 

identification card;  

G. A CORI Acknowledgment Form, pursuant to 803 CMR 2.09: Requirements for 

Requesters to Request CORI, provided by the Commission, signed by the 

individual and notarized; and 

H. Authorization to obtain a full set of fingerprints, in accordance with M.G.L. c. 

94G, § 21, submitted in a form and manner as determined by the 

Commission.  

 

The information requested will also include: 
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A. A description and the relevant dates of any criminal action under the laws of 

the Commonwealth, or another state, the United States or foreign 

jurisdiction, or a military, territorial, or Native American tribal authority, 

whether for a felony or misdemeanor including, but not limited to, action 

against any health care facility or facility for providing cannabis for medical 

or recreational purposes, in which those individuals either owned shares of 

stock or served as board member, executive, officer, director or member, 

and which resulted in conviction, or guilty plea, or plea of nolo contendere, or 

admission of sufficient facts; 

B. A description and the relevant dates of any civil action under the laws of the 

Commonwealth, another state, the United States or foreign jurisdiction, or a 

military, territorial, or Native American tribal authority, including, but not 

limited to a complaint relating to any professional or occupational or 

fraudulent practices; 

C. A description and relevant dates of any past or pending legal or enforcement 

actions in any other state against any board member, executive, officer, 

director or member, or against any entity owned or controlled in whole or in 

part by them, related to the cultivation, processing, distribution, or sale of 

cannabis for medical or recreational purposes; 

D. A description and the relevant dates of any administrative action, including 

any complaint, order or disciplinary action, by the Commonwealth, or like 

action by another state, the United States or foreign jurisdiction, or a 

military, territorial, or Native American tribal authority, including, but not 

limited to any complaint or issuance of an order relating to the denial, 

suspension, or revocation of a license, registration, or certification; 

E. A description and relevant dates of any administrative action, including any 

complaint, order or disciplinary action, by the Commonwealth, or a like action 

by another state, the United States or foreign jurisdiction, or a military, 

territorial, Native American tribal authority or foreign jurisdiction, with regard 

to any professional license, registration, or certification, held by any board 

member, executive, officer, director, or member that is part of the applicant’s 

application, if any; 

F. A description and relevant dates of actions against a license to prescribe or 

distribute controlled substances or legend drugs held by any board member, 

executive, officer, director or member that is part of the applicant’s 

application, if any; and 

G. Any other information required by the Commission.  

 
Job Termination—all termination actions will follow standard procedures. Basic steps 

include: 

 
1. Notify key personnel of job termination 
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2. Obtain all facility keys, ID badges or other company property 

 
3. Disable/change all terminated key personnel facility security access codes or 

passwords 

 
4. Notify required authorities of the job termination of the key personnel 

 
5. Notify all remaining staff of the job termination of the key personnel and inform 

them of the conditions of termination (i.e. employee is no longer allowed on the 

premise and to notify police or other authorities if said employee returns, etc.) 

 
6. Contact security vendor and monitoring company to notify them of the job 

termination of key personnel. 

 
a. Remove terminated key personnel from any notification, contact or call 

lists. 

 
Job Separation—at times key personnel may decide to part ways on their own 

accord. In such circumstances there will be some basic steps and procedures to 

follow in for job separations. 

 
1. Obtain all facility keys, ID badges, or other company property 

2. Disable/change all key personnel facility security access codes or passwords 3. 

Notify required authorities of the job separation of the key personnel 

 
4. Notify all remaining staff of the job separation of the key personnel and inform 

them of the conditions of separation (i.e. mutual separation and key personnel are 

always welcome back at the facility under visitor status, employee is no longer 

allowed on the premise, and to notify police or other authorities if said employee 

returns, etc.) 

 
5. Contact security vendor and monitoring company to notify them of the job 

separation of key personnel. 

 
a. Remove key personnel from any notification, contact or call lists. 

 
Replacement of Key Personnel Position—find and interview a suitable replacement 

for the position that was vacated. Key personnel positions will need to be filled as 

soon as possible by management without compromising the quality of potential 

candidates. 

 
6. References 
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Please refer to the personnel manual found in the human resources office, and the 

training modules put together for vetting and hiring new personnel. 

 
7. Reporting 

 
All new hires must have personnel files, copies of which must be uploaded to our 

cloud server. All new hires should be placed immediately into the contact list as 

well. 

 
 

Standard Operating Procedure  

PERSONNEL FILES 

 
 

1. Purpose 

 
The purpose of this SOP is to provide guidance for the storage, updating and 

backup of personnel files. 

 
2. Scope 

 
The scope of this SOP is for all employees who have access to or update personnel 

files. 

 
3. Prerequisites 

 
Employees who have access to personnel files must have been vetted to do so and 

must follow all security protocols and specific training to ensure their security and 

confidentiality. 

 
4. Responsibilities 

 
It is the responsibility of the General Manager to ensure all records are properly 

annotated and securely stored. 

 
5. Procedure 

 

Personnel Records  

 

Personnel Records and confidential information are maintained as a separate 

category considering the importance of the background checks on employees as 
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well as employee registration status. Personnel files will include job descriptions for 

each employee as well as organizational charts consistent with the job descriptions. 

● Such records will be maintained for at least twelve (12) months after 

termination of the agent’s affiliation with the company and will include, at a 

minimum, the following: 

○ All materials submitted to the Commission pursuant to 935 CMR 

500.030(2); 

○ Documentation of verification of references; 

○ The job description or employment contract that includes duties, 

authority, responsibilities, qualifications, and supervision; 

○ Documentation of all required training, including training regarding 

privacy and confidentiality requirements, and the signed statement of 

the individual indicating the date, time, and place he or she received 

said training and the topics discussed, including the name and title of 

presenters; 

○ A copy of the application that the company submitted to the CCC on 

behalf of any prospective employees/agents; 

○ Documentation of periodic performance evaluations; 

○ A record of any disciplinary action taken; and 

○ A notice of completed responsible vendor and eight-hour related duty 

training. 

 
Attendance at formal training classes will be mandatory and documented. 

Additionally, specific training on SOPs, including applicable laws and regulations, 

will be signed off by both the employee and a supervisor. This documentation will 

be retained in the employee’s personnel file so that it can be audited by the 

compliance division. Human resource files and training documentation will be 

maintained in hard copy and an electronic environment for ease of interaction, 

retention, and inspection by the commission. Employment contracts will specify 

attendance at training classes, and in the event the employee does not complete 

the required training in the specified time, this would be grounds restricting their 

hours until the training is completed and ultimately dismissal. Personnel files will 

contain all information related to the hiring and/or employment of any individual 

who is or was employed by the facility. 

 
6. References 

 
Please refer to the SOP’s for evaluations and for other documents that become a 

part of all employee’s personnel files. 

 
7. Reporting 
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All personnel files are maintained by the director of human resources. The human 

resources director reports all appropriate information to payroll, our health insurer, 

and to other regulatory bodies entitled to receive employment information. 
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Standard Operating Procedure  

RECORD KEEPING PROCEDURES 

 
 

1. Purpose 

 
The purpose of this SOP is to provide guidance on some of the logs and records to 

be kept by the company. 

 
2. Scope 

 
The scope of this SOP includes all employees working in the facility, and all visitors, 

contractors, law enforcement, regulators, etc. 

 
3. Prerequisites 

 
Each employee will be taught the proper way to fill out logs and records, and how 

to properly store them and deliver them to the appropriate personnel. 

 
4. Responsibilities 

 
The director of the facility is responsible for insuring all logs and records are kept 

up to date, and stored for the proper statutory period. 

 
5. Procedure 

 
Pursuant to 935 CMR 500.105(1), the facility will continually update and maintain 

written operating procedures. The facility will also update and maintain any 

financial records in accordance with generally accepted accounting principles. 

 
We will utilize the Metrc as well as a Point of Sale software system for tracking seed 

to sale inventory, financial records, and facility records, cultivation records and to 

integrate accounting records originated in the financial program. Payroll will be 

performed by an outside service, and adjusting entries will be imported into Metrc. 

We will be able to track any product that is sold or transferred to and from our 

facility. Our record keeping will include sales, seed-to-sale tracking and all other 

business components except for the following, which will be in an add on database: 

● Internal Auditor Spot Counts 
● Record Shredding Log  
● Emergency Action Plan  
● Security Logs  
● Visitor Log  

© Brian Carney Consulting LLC 2020 (Confidential)          Page | 1 



● Foreign Matter Inspection  

● Shipping Records 

● Corrective and Preventative Actions  

● Chain of Custody Logs 

● Employee Handbook/Training Log 

● Sanitation Program 

● Cannabis Destruction Records 

● Waste Disposal Plan/Log 

● Daily Opening/Closing Checklist 

● End of Day Deposit Template 

● Master Employee Scheduling Form  

● Product Return Log 

● Employee Applications 

● Employee Discipline Reports  

The following personnel records will be maintained 

● Job descriptions for each agent; 

● A personnel record for each agent; 

● A staffing plan that will demonstrate accessible business hours and safe 

conditions; 

● Personnel policies and procedures; 

● All background check reports obtained in accordance with 935 CMR 500.030. 

The following business records will be maintained: 

● Assets and liabilities; 

● Monetary transactions; 

● Books and accounts; 

● Sales records; and 

● Salary and wages paid to each employee.  

Tracking/Logging Workflow and Pertinent Data 

 
All workflow will be tracked and recorded for daily review by the facility manager. 

Logs may be utilized by designated employees to track workflow. In addition to 

logging, all information shall be entered into the seed to sale tracking software. 

 
 

Visitor Log 

 
The company compliance manager is responsible for ensuring any authorized 

personnel visiting the facility use a visitor log. The visitor log will be located inside 

the main secured entrance to the facility. 

 
Cleaning Log 
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The facility manager is responsible for overseeing the use of a daily cleaning log to 

track cleaning within all zones of the facility. 

 
Maintenance Log 

 
A facility maintenance log will be utilized to track maintenance and upkeep on all 

equipment within the facility. 

 

 
6. References 

 
Please refer to the different logs maintained by the facility director for specific 

instructions for record keeping. 

 
7. Reporting 

 
All logs must be kept up to date, and all entries must be signed by the person 

making them. 

 

 

 

 

Standard Operating Procedure  

RECORD RETENTION POLICY 

 
 

1. Purpose 

 
The purpose of this SOP is to provide guidance on the facility’s record retention 

policy, including where and how it is stored.  
 

2. Scope 

 
The scope of this SOP is for all employees who provide back office support and are 

responsible for the records maintained by the facility. 

 
3. Prerequisites 

 
The prerequisites for reaching the security level where employees have access to 

the database, passwords, and physical hard copy includes original training and 

specialty training in back room procedures, record databases, and protocols for 
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record retention/destruction. The facility director will maintain a list of all 

employees with access to the ability to purge records from the software system, 

and also who may designate records to be physically shredded. 

 
4. Responsibilities 

 
Only senior level employees may actually destroy records, and only upon clearance 

with the facility director, who will provide time frames for record destruction based 

on outside counsel’s interpretation of the regulations. 

 
5. Procedure 

 
Records and Documents Storage Retention 

 
Unless otherwise specified, the facility will retain and maintain all records and 

duplicate sets of records for a minimum of six (6) years. 

 
Duplicate Records and Off-Site Storage  
The facility will maintain duplicate sets of all records required by regulation. These 

duplicate copies of the facility’s records will be maintained at a secure, off-site 

location. This location will only be disclosed to personnel with proper security 
clearance. The off-site record storage will be secured with a security alarm and 

surveillance system to ensure access is limited to authorized personnel only. The 

facility will maintain duplicate copies of all records at a secure storage facility within 

the state. 

 

Waste Records 

The facility will keep waste records for a minimum of three years.  

 
Reports 

 
The facility can generate a list of the products and their specifications that have 

been offered for distribution. These reports are to be provided to the Department 

upon request. 

 

● Reports can be created through the Metrc inventory control system. 

  
● Within the inventory control system, the facility will be able to generate a list 

of all the products along with their specifications that were offered for 

distribution. 
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● This list can be generated for all products offered within specific date ranges. 

Record retention 

● The facility shall retain for a minimum of six years business operation records 

including but not limited to: 

■ Inventory tracking including transport of marijuana and 

manufactured marijuana products; 

■ Sales and compliance with any dispensing limitations; 

■ Financial records including income, expenses, bank deposits and 

withdrawals, and audit reports; 

■ Logs of entry and exit for facility; and 

■ Employee records.  

  
6. References 

  
Please refer to the outside counsel’s report on record retention policies which is 

updated quarterly. 

  
7. Reporting  

Any and all changes to the record retention policy must be vetted by the facility 

director. If the policy is changed, a copy is circulated to all employees through our 

email listserv.  
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Standard Operating Procedure  

MAINTAINING OF FINANCIAL RECORDS 

 
 

1. Purpose 

 
The purpose of this SOP is to provide guidance on the facility’s maintaining of 

financial records policy, including where and how it is stored. 

 
2. Scope 

 
The scope of this SOP is for all employees who provide back office support and are 

responsible for the records maintained by the facility. 

 
3. Prerequisites 

 
The prerequisites for reaching the security level where employees have access to 

the database, passwords, and physical hard copy includes original training and 

specialty training in back room procedures, record databases, and protocols for 

record retention/destruction. The facility director will maintain a list of all 

employees with access to the ability to purge records from the software system, 

and also who may designate records to be physically shredded. 

 
4. Responsibilities 

 
Only senior level employees may actually destroy records, and only upon clearance 

with the facility director, who will provide time frames for record destruction based 

on outside counsel’s interpretation of the regulations. 

 
5. Procedure 

 
Records and Documents Storage Retention 

 
● Unless otherwise specified, the facility will retain and maintain all financial 

records and duplicate sets of records for a minimum of six (6) years. 

 

● The following financial records shall be maintained: 

○ Assets and liabilities; 

○ Monetary transactions; 

○ Books of accounts; 

○ Sales records; and 
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○ Salary and wages paid to each employee. 

● The company will not use any software or methods to manipulate or alter 

sales data 

● Monthly analysis of all equipment will be conducted to determine that no 

software has been installed that could be utilized to manipulate or alter sales 

data.  

○ Records that these monthly reports have been conducted will be 

retained for a minimum of three (3) years.  

● During these monthly inspections, if it is determined that software or other 

methods of have been used/utilized to manipulate or alter sales data, the 

incident will be reported to the Cannabis Control Commission immediately, as 

well as cooperate in any investigation, and take such other action directed by 

the commission. 

● We will comply with 830 CMR 62C.25.1: Record Retention and DOR Directive 

16-1 regarding record keeping requirements. 

● We will establish separate accounting practices at the point of sale for 

marijuana and non-marijuana sales. 

● This facility is not co-located, however if it were, we will maintain and provide 

the Cannabis Control Commission on a biannual basis accurate sales data 

during the six monthly immediately preceding this application for the purpose 

of ensuring an adequate supply of marijuana and marijuana products under 

935 CMR 500.140(10). 

 

 

 
Duplicate Records and Off-Site Storage 

 
The facility will maintain duplicate sets of all financial records required by 

regulation. These duplicate copies of the facility’s financial records will be 

maintained at a secure, off-site location. This location will only be disclosed to 

personnel with proper security clearance. The off-site financial record storage will 

be secured with a security alarm and surveillance system to ensure access is limited 

to authorized personnel only. The facility will maintain duplicate copies of all records 

at a secure storage facility within the state. 

 
Financial Record retention 

 
 

6. Reporting 

 
Any and all changes to the record retention policy must be vetted by the facility 

director. If the policy is changed, a copy is circulated to all employees through our 

email listserv.  
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POSITIONS AND QUALIFICATIONS 

 
PRESIDENT 

 

Role ​- Develops the organization’s vision, creates and implements policies, 

manages strategy development and monitors financials and actual production. 

 
Responsibilities ​- The president is responsible for the overall performance of the 

company. (S)He monitors revenue and expenses, ensuring that resources are 

efficiently used, and is responsible for signing contracts with vendors and outside 

parties. The President hires high level staff and provides feedback on their 

performance. The president is responsible for strategy development, performance 

management, and public relations as well. Additionally, the president accepts fiscal 

responsibility and bottom line accountability for the company. 

 
Relationships ​- The President sits at the top of the organizational hierarchy and 

has the directors of mission critical sections reporting to him or her. The President 

is responsible for the hierarchy to work as smoothly as possible all the way down 

the chain of command. The president reports to the board of directors of the 

company. 

 
GROWING FACILITY MANAGER 

 
Roles ​– The growing facility manager is responsible for the overall operation of the 

cultivation center. He or she ensures that the plants are tended to, organic only 

nutrients are applied, quality assurance is tested both on the soil and the finished 

product, the mechanical infrastructure is maintained, and kept up to both legal and 

operational standards. 

 
Responsibilities ​– The growing facility manager is responsible for the marijuana 

from seed to the final harvest, and all steps in between. It is the growing facility 

manager’s responsibility to ensure that all finished product, including inventory that 

is produced for the edibles department is of the highest quality, safe for consumers, 

and efficiently grown. He or she must ensure a safe, clean environment for the 

plants, monitor their growth, and work toward production goals established in 

coordination with the president. Additionally, the growing facility manager works 

with all employees below him or her on the organizational chart, and besides 

ensuring product quality, establishes and monitors protocols for the protection of 

product from theft by tracking the marijuana on a software system from 

“seed-to-sale”. 

 
Relationships ​– The growing facility manager reports to the president and works 

with grow house employees throughout the facility. He or she is constantly visible, 



and each employee on the organizational chart has direct access to him or her for 

concerns, issues, or questions about any part of the growth cycle. 

 
SHIPPING AND RECEIVING MANAGER 

 
Role ​– The S&R manager is responsible for ensuring safe and accurate delivery of 

marijuana products to dispensary customers. The S&R manager controls drivers’ 

manifests, ensures that the proper product is recorded before it leaves the 

cultivation and processing facility, and accounts for the receipts from the drivers’ 

return manifest. The S&R manager ensures that vehicles are safe, that the GPS 

system is always operational, and that two different forms of communication are 

checked daily. 

 
Responsibilities ​– S&R manager ensures that the product being delivered from 

the cultivation center matches the inventory order, logs the inventory going to the 

dispensary to the delivery manifest, balances cash and product at the end of the 

day, and ensures that drivers are providing timely service to dispensary customers 

while maintaining strict safety measures in compliance with all State and local laws 

and ordinances. 

 
Relationships ​– The S&R manager has the dispensary customers, drivers and 

security as his or her direct employees, and reports to the President. 

 
MECHANIC 

 
Role ​– The mechanic ensures that the infrastructure of the cultivation and 

processing facility is working properly, and is responsible for lighting, air 

conditioning, security systems, and the general hardware associated with the 

property. The mechanic will call in specialists after diagnosing specific equipment 

failures that he or she is not able to repair and will monitor systems to ensure that 

regular maintenance is performed. 

 
Responsibilities ​– The mechanic is responsible for infrastructure mechanical 

devices, and ensures the proper maintenance and upkeep is performed on 

equipment. The mechanic will perform maintenance tasks such as moving lighting, 

replacing capacitors and igniters in ballasts, and insuring that locking mechanisms 

are working effectively. The mechanic works with the growing facility staff to help 

flush the watering and nutrient delivery system on a regular basis. 

 
Relationships ​– The mechanic works for the cultivation and processing facility and 

reports to the growing facility manager and is called upon by either to fix 

mechanical or plumbing issues that he or she is capable of. In the event a licensed 



professional is required, the mechanic will work with them to explain the details of 

the facility and to ensure proper repair. 

 
GROW FACILITY EMPLOYEES 

 
Roles ​– Grow house employees work on the plants, watering, checking for pests, 

cloning, trimming and ensuring overall plant health. They will take samples when 

necessary, and package them for shipment to the off premises quality assurance 

laboratory. They will work within the cultivation facility to help germinate, grow, 

and prepare to harvest the marijuana. Grow house employees ensure that the 

facility is cleaned properly, and necessary supplies are available or on order. 

 
Responsibilities ​– The grow house employees are responsible for the plants from 

seed to harvest. They water, root, clone and maintain ph balances and sufficient 

water to ensure the plants grow at an optimum level. They are with the plant from 

seed until they are moved to a finishing room prior to harvest. Grow house 

employees maintain a clean and efficient environment, and constantly monitor 

water and nutrient levels to ensure optimum plant health. The grow facility 

employees maintain constant vigilance for mold, fungus, pests or any other danger 

to the health of the plants. The grow facility employees take samples for delivery to 

the off premises laboratory, and logs both the sample and the results in the data 

tracking system. The grow facility employees ensure that the proper labels are 

attached to planters and that all inventory is accounted for from seed to final 

product. 

 
Relationships ​– The grow house employees answer to the growing facility 

manager, and work in tandem with any extra staff hired to specifically work with 

the plants. The plant trimmer, listed in the organizational chart, will be a grow 

house employee. 

 
PLANT TRIMMER 

 
Roles ​- The plant trimmers are grow house employees trained to cut, shape, and 

maximize plant growth by removing excess leaves outside of the light canopy that 

are non-productive vestigial elements that are unnecessary to the plant’s growth. 

They trim excess leaves and stalks and inventory them to ensure that all parts of 

the plant are accounted for. 

 
Responsibilities ​– The plant trimmers are responsible for removing inefficient 

plant leaves, any sort of growth that appears in the potted soil and helping to shape 

the plants for maximum efficiency in nutrient uptake and light absorption. They are 

also responsible for coordinating the packaging and utilization of the excess 



trimmings whether they are ultimately used to create edibles or other marijuana 

byproducts or shipped to a composting or destruction facility. 

 
Relationships ​– Plant trimmers work for the grow facility manager, and also 

coordinate with the harvesting staff to communicate plant readiness for cutting and 

placement in the drying and curing section of the facility. Plant trimmers work with 

the internal auditor to ensure compliance with inventory monitoring. 

 
HARVESTING STAFF 

 
Roles ​– The harvesting staff are trained grow house employees who at the end of 

the flowering cycle, move the plants into a harvest room for trimming buds from 

the female plants. They are also responsible for the physical inventory by matching 

each plant’s identifiers to an inventory sheet produced by the “seed-to-sale” 

software. The harvesting staff may operate a trimming machine or do much of it by 

hand depending on the crop. The harvesting staff also ensure that the harvested 

product is labeled for the drying and curing rooms, and that all plant material is 

weighed and entered into the tracking database. 

 
Responsibilities ​– The harvesting staff is responsible for the removal of the buds 

of the female plant, ensuring that the trichromes aren’t damaged, and that there is 

accountability for each plant and the waste produced from each. They will batch 

different strains onto specific drying racks. 

 
Relationships ​– The harvesting staff reports directly to the grow facility manager, 

who is present during every harvest. In the event the manager isn’t available, then 

one of the executive management team will be present to ensure a proper count 

and weighing of the final product. Security will also interface with the harvesting 

team to ensure that all product makes it from the harvesting room to the drying 

room, and that everything has been taped and recorded. 

 
EDIBLES CHEF 

 
Roles ​– The edibles chef is responsible for producing marijuana infused products in 

a commercial kitchen setting at the cultivation and processing facility. The chef is 

responsible for safe cooking and food preparation practices, and for accounting for 

inventory used in the production of each item. The chef will produce recipes, 

formulas, and operating procedures for each part of the edibles manufacturing 

process. The edibles chef will solicit input from the dispensary customers, along 

with recommendations from the president for new product creation. 

 
Responsibilities ​– The edibles chef will ensure that only safely prepared and 

packaged products are available to customers. The chef will work with contracted 



quality insurance and laboratory consultants to ensure that each product is 

produced in a hygienic fashion, and will have sample items tested for mold, 

bacteria, heavy metals, along with THC and other cannabinoids. The chef will also 

observe truth in labeling laws and will provide nutrition content on each item sold. 

The edibles chef oversees the packaging and labeling staff to ensure compliance 

with health and safety regulations, as well as establishing nutrient content of all 

finished products. 

 
Relationships ​– The edibles chef reports to the facility director, and also engages 

the kitchen staff in necessary tasks and discussions to ensure properly prepared 

food products. 

 
KITCHEN STAFF 

 
Roles ​– The kitchen staff is responsible for the day to day preparation of marijuana 

infused products through hygienic means, and adhering to recipes and formulas 

prepared by the 

edibles chef. They will cook, package and ensure that the kitchen is properly 

cleaned to avoid any sort of bacteria entering the cooking process, and that each 

product is properly inventoried. 

 
Responsibilities ​– The kitchen staff is responsible for receiving and inventorying 

ingredients into the kitchen, preparing the necessary marijuana infused products for 

sale, and insuring the kitchen is kept clean and free of anything that could end up 

in the product. The kitchen staff helps the edibles chef determine inventory levels, 

helps order cooking and baking byproducts, and tracks utilization of marijuana 

directed to the kitchen facility for use in the consumable products. 

 
Relationships ​– The kitchen staff works for the edibles chef, and also will interface 

with vendors as specific products are received. They will also provide reports to the 

bookkeeper to ensure that all inventory is accounted for and will also work with 

compliance officials to ensure that both the product and labeling is commercially 

acceptable. 

 
PACKAGING AND LABELING 

 
Roles ​– The packaging and labeling employees are part time help that come in to 

measure, weigh, proportion, and vacuum pack the finished product. They weigh out 

the product into predetermined amounts, and then run it through a vacuum packing 

machine to ensure no air or contaminants are able to leak in. They will also produce 

labeling tags to show the batch, expiration date, amount of product, and a batch 

code to ensure that the facility is able to find any product that may be reported as 



unfit by the customers. The packaging and labeling staff work with the edibles chef 

to ensure government compliance with truth in labeling laws. 

 
Responsibilities ​– The packaging and labeling employees are responsible for 

weighing, measuring and inventorying finished marijuana edible products, and also 

insuring a proper inventory is input into the seed to sale tracking software. They 

will attach the final tags to the product, and also note any discrepancies in the 

weight of the final product compared to the weight of the trimmed plant. They are 

responsible for ensuring that each measured package of marijuana is traceable 

back to a particular grow, and from what seeds or clones it was produced from. The 

packaging and labeling staff informs the edibles chef of any necessary ancillary 

product ordering, and also inspects weighing and measuring tools to ensure the 

proper amount of ingredients are used in each infused product. 

 
Relationships ​– The packaging and labeling employees report to the edibles chef, 

and also work with contracted quality assurance vendors, who may be present 

during packaging to do random sampling and to inspect the final product for 

compliance with labeling and ingredient content. 

 
INTERNAL AUDITOR 

 
Roles ​– The internal auditor provides a check and balance to the bookkeeper, the 

harvesting staff, and to the growing facility manager to ensure that all weights, 

cash, and product are accounted for, and that the reports produced for each are 

accurate. They will spot check each part of the operation to ensure there is no 

collusion, and to ensure that all safeguards and reporting mechanisms are 

functioning properly. 

 
Responsibilities ​– The internal auditor is responsible for checking and cross 

checking the inventory, cash deposits and receipts, accounts payable and 

receivable, and insuring that a solid audit trail is available to compliance officials 

and other professionals engaged by the company. 

 
Relationships ​– The internal auditor responds directly to the president, and also to 

any outside compliance, accounting and legal teams. The internal auditor has only 

one boss – the president. 

 
DRIVERS 

 
Roles ​– The drivers are the delivery persons for the company and will transport 

marijuana to dispensary customers who have requested delivery. They will operate 

in pairs in cars equipped with GPS tracking devices and will also have cellular 



phones and mobile radios. They will ensure that the right product is delivered to the 

correct customer in a safe, compliant and timely fashion. 

 
Responsibilities ​– The drivers are responsible for following the manifest they are 

given when they go out on delivery runs. They are responsible for the safe keeping 

of inventory in locked safes in the trunk, and for bagging cash as it is received and 

providing receipts to customers as they pay for products. The drivers must reconcile 

their delivery manifest to cash collected each day, and also report on failed or 

unaccepted deliveries. 

 
Relationships ​– The drivers report to the delivery manager and the president. 

They obtain their product from the grow facility manager and will also interface with 

the bookkeeper in dropping off cash, receipts, and daily manifests that will be 

inputted to ensure inventory accuracy. 

 

GENERAL MANAGER 

Roles​ - Oversees day to day operations, ensuring standard operating procedures 

are adhered to. 

 

Responsibilities -​ The General Manager is responsible for driving revenue goals 

while providing an outstanding customer experience while maximizing revenue 

goals, leading the management & development of the dispensary staff and ensuring 

compliance with all inventory, security, and system protocols. The GM is also 

responsible for forecasting inventory levels, ordering & receiving product, and 

maintaining accurate systems for regulatory reporting and sales analysis.  

 

Relationships - ​The General Manager has direct authority over all staff in the 

dispensary and reports to the President of the company. 

 

 
SECURITY 

 
Roles ​– The security team is responsible for insuring the safety of the employees, 

any visitors, and the facilities themselves. They will patrol the grounds, observe 

through closed circuit cameras, and interface with management to help document 

any weaknesses found in the system. 

 
Responsibilities ​– The security team is responsible for insuring that inventory is 

not removed from the premises without documentation, that employees are 

watched during the day to avoid theft, that cash is collected and drivers maintain 

different routes to prevent robbery, and interface with management as well as any 

experts hired by the company to prepare safety procedures. 

 



Relationships ​- The security team reports to the facility manager and to the 

president of the company as well. 

 
MARKETING 

 
Roles ​– The marketing manager will work to achieve greater market share, make 

customers aware of our presence and products, and use traditional media and 

social networks to attract new customers as well as retain current customers. 

 
Responsibilities ​– The marketing manager will create and monitor Facebook, 

Twitter, and other social network outlets to allow customers to find pricing and 

delivery times and policies for our products. The marketing manager will also be in 

charge of the web site and will update it with timely information to inform 

customers of new strains developed in our facility. 

 
Relationships ​– the marketing manager will report directly to the president of the 

company. 

 
Standard Operating Procedure  

CPR TRAINING 

 
1. Purpose 

 
The purpose of this SOP is to provide guidance on CPR Training for all employees of 

the facility. 

 
2. Scope 

 
The scope of this SOP is for all employees. Training is a requirement for continued 

employment. 

 
3. Prerequisites 

 
All employees who have passed through their probationary employment phase will 

be given CPR training. During their original training, they will learn rudimentary first 

aid, but during their employment other emergency medical training will be offered. 

 
4. Responsibilities 

 
It is the responsibility of the director of human resources to insure all personnel are 

reminded of their obligation to take CPR training, and to help arrange classes on 

premises for it. 

 



5. Procedure 

 
The American Heart Association’s Heartsaver CPR AED Course has been updated to 

reflect new science in the 2015 American Heart Association Guidelines Update for 

CPR and Emergency Cardiovascular Care. This course which is taught regularly at 

our facility is used to provide CPR and use an AED in a safe, timely, and effective 

manner. 

 
Heartsaver CPR AED Online is the eLearning portion of the Heartsaver CPR AED 

blended learning course and is designed to teach students the cognitive information 

needed for CPR and AED training. The Director of Human Resources assigns 

passwords to employees for online training. Upon successful completion of both 

portions of the course, students receive a Heartsaver CPR AED course completion 

card, valid for two years. 

 
After completing this course, employees of the facility will be able to​: 

 

● Describe how high-quality CPR improves survival. 

  
● Explain the concepts of the Chain of Survival. 

  
● Recognize when someone needs CPR. 

  
● Perform high-quality CPR for an adult. 

  
● Describe how to perform CPR with help from others. 

  
● Give effective breaths by using mouth-to-mouth or a mask for all age groups. 

  
● Demonstrate how to use an AED on an adult. 

  
● Perform high-quality CPR for a child. 

  
● Demonstrate how to use an AED on a child. 

  
● Perform high-quality CPR for an infant. 

  
● Describe when and how to help a choking adult or child. 

  
● Demonstrate how to help a choking infant. 

  



  
6. References 

 
The facility utilizes the information from the American Heart Association’s website 

for construction of our inhouse CPR modules. 

 
7. Reporting 

 
All employees will be given attendance slips to sign, and will be awarded a 

completion certificate upon successful training in CPR. 

 

 

 

 

 

Standard Operating Procedure  

TRAINING PROTOCOLS & RECORDS 

 
1. Purpose 

 
The purpose of this SOP is to provide guidance on training for new employees, and 

documenting the training through handouts, video recordings, and entries into the 

employee’s personnel records for completed modules. 

 
2. Scope 

 
The scope of the SOP is for anyone working at the facility as a registered agent. 

 
3. Prerequisites 

 
All employees must have gone through the training modules and documentation 

and be prepared to discuss and be tested on: 

  
a)   
a)  Health, safety, and sanitation standards as required by the Cannabis 

Control Commission  
  

b)  Security procedures 

 
c)  Prohibitions and enforcement as described by state regulation 

  



d)  Confidentiality and customer privacy 

  
e)  Training on Commission Statutes and Rules and Other State and Local 

Laws and Regulations 

  
f)  Training on Company Standard Operating Procedures 

   
g)  Training on Detection and Prevention of Diversion of Cannabis 

   
h)  Training on Security and the Company’s Security System 

   
i)  Training on Hazards and Safety and Emergency Procedures such as a 

Medical Emergency, Fire, Chemical Spill, Security and a Threatening Event.

 
j)  Training on Inventory Control and Record Keeping  

 

  
4. Responsibilities 

 
It is the responsibility of the corporate trainer to insure all modules necessary for 

successful employment have been taken by new employees, and the proper 

documentation including employee signatures on training materials, test or quiz 

results, and an actual video of the training session must be on file in each hire’s 

personnel file. 

 
5. Procedure  
The facility will utilize the operational experience and knowledge from its 

management employees and corporate trainer to provide extensive training and 

education for all registered employees. All facility employees will receive extensive 

training prior to commencing work in any facility.  

 

Registered employees will be required to read the relevant state and county law 

pertaining to marijuana in order to have a general understanding of the laws and 

regulation with which that they must comply. Training for all cultivation and retail 

dispensing operations will be provided by our corporate trainer, training will also be 

provided from selected 3rd party security vendors, Metrc inventory control systems 

and POS vendors, Flourish for manufacturing operations and CO2 extraction 

machine vendors, and other subject matter experts. Training will include an 

extensive hands-on approach and the use of Standard Operating Procedures 

(SOP’s) and various other materials and methods as deemed appropriate. 

 



The facility will utilize targeted training materials and programs for different 

operations. There will be specific training for registered employees involved within 

cultivation operations, processing/manufacturing operations, and retail dispensing 

operations. Ongoing and cross-functional training will be continued as operations 

commence. All registered employees will also be required to receive training on 

general sanitary requirements. Registered employees will be required to read and 

agree to comply with the company Employee Handbook, SOP’s, and other materials 

management deems necessary prior to commencing work in any of our facilities. 

Management will fully prepare facility staff on all aspects of the business before 

operations are commenced. Training and education will be all-encompassing, 

covering regulatory compliance, seed-to-sale tracking, point-of-sale training, 

dispensing, security and diversion prevention, health and safety protocols, 

sanitation, transportation, also including all cultivation, extraction and 

manufacturing processes, and organizational functioning within a 

vertically-integrated operation. Registered employee training will cover but not be 

limited to the following: 

 

● Standard Operating Procedures (SOP’s) and Cultivation Operations SOP’s 

○ Standard Operating Procedures detailing and explaining the various 

daily operations, activities, tasks, and responsibilities associated with 

the facility’s cultivation operations. 

  
● Manufacturing Infused Products (MIP) Operations SOP’s 

○ Standard Operating Procedures detailing and explaining the various 

daily operations, activities, tasks, and responsibilities associated with 

the facility’s manufacturing infused products operations. 

   
● Log Sheets and Templates 

○ Numerous log sheets and templates for proper record keeping and 

documentation for all operations including cultivation, MIP, and 

dispensing. 

  
● Responsible vendor training 

  
● On-site training 

  
● Initial job training 

  
● Job shadowing 

  
● Employee educational information 



In addition to the in house training program, all owners, manager, and employees 

will be required to complete a Responsible Vendor Training program. These required 

training classes will be completed within 90 days of hire and employees must score 

70% or higher. Course material includes, but is not limited to: 

a) Marijuana’s physical effects on the human body 

 

b) Diversion prevention and prevention of sales to minors, including best 

practices 

 

c) Compliance with all tracking requirements 

 

d) Acceptable forms of identification 

 

e) Maintenance of records 

 

f) Incident and notification requirements 

 

g) Administrative and criminal liability 

 

h) License sanctions and court sanctions 

  

i) Waste disposal 

 

j) Health and safety standards 

 

k) Patrons prohibited from bringing marijuana onto licensed premises 

 

l) Permitted hours of sale 

 

m) Permitting inspections by state and local licensing and enforcement 

authorities 

 

n) Licensee responsibilities for activities occurring within licensed premises 

 

o) Privacy issues 

 

p) Prohibited purchases and practices 

 

  
6. References 



  
Please refer to the training manual which will contain: 

1. A new-hire orientation training section - All new employees will go through 

an orientation training before starting their employment. The training manual 

will include an orientation section containing a review of all company policies, 

such as drug-free workplace rules and confidentiality requirements. This 

phase of training will also include an orientation to the SOP system and how 

to use it on the job. 

 

2. Laws and Regulations: This section of the training manual will include critical 

laws and regulations the Company and employees are subject to. Certain of 

these laws and regulations will also be incorporated into the company’s SOPs. 

 

3. SOP training curriculum -The training manual will include a comprehensive 

copy of the Company’s SOPs. The primary training curriculum for processor 

agents for the performance of their duties will be the SOPs themselves. The 

SOPs will have an administrative section which will include a signature line 

for employees and managers to indicate proficiency. This documentation will 

go into the employee’s files to be available for audit and for inspection by the 

commission. 

 

4. Detection and prevention of diversion - This section of the training manual 

will be created with the assistance of our professional security consultant. 

They will also develop the security plan for the company and will perform 

training sessions for the employees. 

 

5. Processor Facility Security - This section of the training manual will be 

created with the assistance of our professional security consultant. They will 

also develop the security plan for the company and will perform training 

sessions for the employees. 

 

6. Safety and emergencies - This section of the manual will be created with the 

assistance of our security consultants, processor consultants and local fire 



and safety agencies. All employees will be trained on emergency situations 

and periodic drills will be performed to ensure preparedness. 

 

7. Inventory Control - The training manual will include a section that provides 

an overview of inventory control. The inventory control system is a 

third-party software system which will have a comprehensive user manual. 

This user manual will be retained onsite and will be available for inspection at 

all times by the commission. 

 
7. Reporting 

 
All training materials and results from any quiz or exam will be placed in the 

employee’s personnel file. 

 

 

Standard Operating Procedures 

EMPLOYEE SAFETY TRAINING 

 
1. Purpose 

 
The purpose of this SOP is to provide guidance for the safety training given in the 

facility for all employees. 

 
2. Scope 

 
The scope of this SOP is for all employees of the facility without exception. 

 
3. Prerequisites 

 
All employees in their initial training go through multiple modules on employee 

safety, personal protective equipment uses, storage and cleaning, OSHA rules for 

employers, and other training for specific mechanical and other equipment used in 

the facility. 

 
4. Responsibilities 

 
Initial safety training is the responsibility of the facility director, the corporate 

trainer, and all staff mentors. Every employee must have been given the safety 

training modules and passed the accompanying exam. All employees go through 

recurrent safety training biannually. 



 
5. Procedure 

 
State and Federal regulations require employers to provide a workplace free from 

serious recognized hazards and comply with standards, rules and regulations issued 

under the OSHA Act. In order to accomplish safety training, the facility will do the 

following: 

 

● Examine workplace conditions to make sure they conform to applicable OSHA 

standards. 

  
● Make sure employees have and use safe tools and equipment and properly 

maintain this equipment. 

  
● Use color codes, posters, labels or signs to warn employees of potential 

hazards. 

  
● Establish or update operating procedures and communicate them so that 

employees follow safety and health requirements. 

  
● The facility will provide safety training in a language and vocabulary workers 

can understand. 

  
● Since the facility has hazardous chemicals in the workplace we have 

developed and implemented a written hazard communication program and 

we have trained employees on the hazards they are exposed to and proper 

precautions (along with the relevant of safety data sheets). 

  
● Provide medical examinations and training when required by OSHA 

standards. 

  
● We have posted, at a prominent location within the workplace, the OSHA 

poster (or the state-plan equivalent) informing employees of their rights and 

responsibilities. 

  
● We have posted the nearest OSHA office for all work-related fatalities, and all 

work-related inpatient hospitalizations, all amputations and all losses of an 

eye. The toll-free number is: 1-800- 321-OSHA (6742); TTY 

1-877-889-5627. 

  
● Keep records of work-related injuries and illnesses. 

  



● Provide employees, former employees and their representative’s access to 

the Log of Work-Related Injuries and Illnesses (OSHA Form 300). 

  
● Provide access to employee medical records and exposure records to 

employees or their authorized representatives. 

  

● Provide to the OSHA compliance officer the names of authorized employee 

representatives who may be asked to accompany the compliance officer 

during an inspection. 

● The facility will never discriminate against employees who exercise their 

rights under the Act. 

 
6. References 

 
The facility models its safety requirements under OSHA best practices, please refer 

to their web site for further information. 

 
7. Reporting 

 
All safety training must be documented through video recording, and having 

employees sign a log sheet for each class attended. 

 

 

Standard Operating Procedure  

EMPLOYEE TRAINING 

 
1. Purpose 

 
All employees must undergo and pass a two-week training course prior to active 

employment and being assigned scheduled hours. Additionally, they must 

successfully pass a Responsible Vendor Program with the first 90 days of 

employment as well as receive a minimum of 8 hours of ongoing training annually, 

in compliance with 935 CMR 500.105(2). 

 
2. Scope 

 
Our employee-training curriculum will provide critical procedures and instruction to 

employees to ensure all systems are in place to produce cannabis safely. These 

systems also ensure that every employee understands how to implement these 

systems accurately. In addition, there are sanitation, product quality, and quantity 



accuracy checkpoints to ensure that errors or problems are caught and remedied 

long before customers receive any product. 

 
3. Prerequisites 

 
All employees will be extensively trained and validation techniques will be utilized 

for ensuring continued competency. Employees are required to follow all safety 

signage, regulatory guidance and GMP’s to ensure a safe, clean and sustainable 

working environment. 

 
All Employees will be trained in General Manufacturing Practices such as: 

 

● ServSafe, cGMP’s, FDA CFR’s, ISO, GFSI, or globally recognized food safety 

grade standards.  

● Quarterly Safety, Best Practices, or Continued education material will be 

required for all Employees, Management, & Board Members. 

● Record Keeping of training records and logs must be accessible onsite for all 

employees of the past 12 months. 

 
4. Responsibilities 

 
The facility manager and the corporate trainer are responsible for insuring the 

attendance and requisite test of employee knowledge before allowing them to be 

placed on the work schedule. 

 
5. Procedure 

 
Training and education 

 
In addition to the Company’s mandatory training on security, standard operating 

procedures, and other standard requirements, the Company will provide specialized 

training for each position. The Company commits to setting a high bar for its 

products, which requires treating and training employees well. Training and 

education for all personnel will be the cornerstone of the operations success 

through dedicated programs for employees so they are prepared to consistently 

operate at the highest industry standards. In addition, the Company will develop 

policies that support furthering the educational attainment of employees. 

 
Personnel training 

 



 
1. Manufacturing, packaging, labeling and holding operations must: 

a. Ensure that each person engaged in the operation has the education, 

training, and experience, or any combination thereof, to enable that 

person to perform all assigned functions; 

b. Provide personnel with training in the applicable requirements of this 

part; and 

c. Maintain records of any training provided to personnel for the 

performance of all assigned functions. 

2. Personnel training should include: 

a. Instructions regarding regulatory inspection preparedness and law- 

enforcement interactions; and 

b. Information on U.S. federal, state and local laws, regulations, and 

policies relating to individuals employed in these operations, and the 

implications of these for such personnel. 

 
All employees will also attend training sessions on the following: 

 

● State regulations. 

  
● Confidentiality and privacy. 

  
● Marijuana Strains, Treatments, and Usage. 

  
● The facility’s operation manuals. 

  
● Standard Operating Procedures (SOPs and applicable forms) 

 

 Employees must also display familiarity with the following:  
 

● Standard Operating Procedures (SOP’s) and Cultivation Operations SOP’s. 

○ Standard Operating Procedures detailing and explaining the various 

daily operations, activities, tasks, and responsibilities associated with 

the facility’s cultivation operations. 

  
● Manufacturing Infused Products (MIP) Operations SOP’s. 

○ Standard Operating Procedures detailing and explaining the various 

daily operations, activities, tasks, and responsibilities associated with 



the facility’s manufacturing infused products operations. 

 

● Log Sheets and Templates 

○ Numerous log sheets and templates for proper record keeping and 

documentation for all operations including cultivation, MIP, and 

dispensing.  

● On-site training. 

● Initial job training. 

● Job shadowing. 

● Employee educational information 

In addition to the in house training program, all owners, manager, and employees 

will be required to complete a Responsible Vendor Training program. These required 

training classes will be completed within 90 days of hire and employees must score 

70% or higher. Course material includes, but is not limited to: 

a) Marijuana’s physical effects on the human body 

 

b) Diversion prevention and prevention of sales to minors, including best 

practices 

 

c) Compliance with all tracking requirements 

 

d) Acceptable forms of identification 

 

e) Maintenance of records 

 

f) Incident and notification requirements 

 

g) Administrative and criminal liability 

 

h) License sanctions and court sanctions 

  

i) Waste disposal 

 

j) Health and safety standards 

 

k) Patrons prohibited from bringing marijuana onto licensed premises 



 

l) Permitted hours of sale 

 

m) Permitting inspections by state and local licensing and enforcement 

authorities 

 

n) Licensee responsibilities for activities occurring within licensed premises 

 

o) Privacy issues 

p) Prohibited purchases and practices  

 
6. References 

 
Please refer to job descriptions and original training material for further 

understanding of this SOP. 

 
7. Reporting 

 
All training must be documented with attendance taken, a video recording of the 

actual classroom during training, and a copy of the content presented. The results 

of any training quizzes or exams must be placed in the employee’s personnel file.  

 
 
   

 



Neamat, LLC Inc. Diversity Plan

Neamat, LLC Inc. is committed to creating a culture of creativity and inclusion. These principles
guide how we build our teams, cultivate leaders and create a company that’s the right fit for
everyone involved.

These diversity goals will be reviewed and documented on an annual basis starting one year
from admittance of the provisional license. Documentation of the results of these reviews will be
stored for a minimum of three (3) years and will be available for the CCC’s review upon request.

Measurable Goal: Increase the number of staff, including minorities, women, veterans, people
with disabilities, and LGBTQ+ at our dispensary by giving all of our employees job satisfaction
and the proper training required to succeed. Neamat, LLC Inc. staff will be comprised of at least
fifty percent (50%) of the above listed demographics by the end of year 1.

Neamat, LLC Inc. will hire the following:
● 50% women
● 20% minorities,
● 10% veterans,
● 5% persons with disabilities, and LGBTQ+

Metrics: Neamat, LLC Inc. will count the number of individuals hired who are women,
minorities, and persons with disabilities. This number will be assessed from the total number of
employees to ensure that 50% of all individuals hired fall within this goal.

How we are going to get there:

1. Program 1 - Neamat, LLC Inc. will post monthly advertisements to the Worcester
Telegram & Gazette, stating that the dispensary is specifically looking for women,
minorities, and persons with disabilities to hire.

2. Program 2 - Partner with Veterans Inc placement agency in Worcester to hold biannual
job fairs in an effort to give veterans a chance to work in the cannabis industry.

3. Program 3 - Distribute monthly internal workplace newsletters that encourage current
employees to recommend individuals falling into the minority demographic for
employment.

Attestation:

1. Neamat, LLC Inc. 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



2. 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.

Timeline:
● Year 1 Update - Neamat commenced operations in February of 2021 and has been

working with a very limited budget to hire staff. Being the small, woman-owned farm that
it is, most of Neamat’s current staff is made up of close family members and friends that
the owner, Grace, knows and trusts. We had the need for a few farm hands in May and
posted an ad in the Worcester Telegram and Gazette as can be seen in Exhibit A below,
however, we got no positive responses from the ad and ended up hiring those positions
through Indeed.com and by word of mouth. Even when trying to hire through Indeed.com
and by word of mouth, we are having to choose from a very small and mostly unqualified
talent pool.

In our search for staff on indeed.com we were conscious about trying to establish an
even more diverse workforce, however, due to the physically demanding nature of the
farm hand position, we had almost no responses by qualified candidates in general and
therefore had a very small talent pool to choose from. We are currently looking to hire
another farm hand position and have an ad on indeed.com as well as ads placed in the
Worcester Telegram and Gazette. In both ads we specifically state that we are looking
for women, minorities, and persons with disabilities to hire, pursuant to Program 1 of
Neamat’s Diversity Plan and as can be seen in Exhibit A.

When the product manufacturing side of the business comes online in the fourth quarter
of this year we plan on holding a job fair through Veterans, Inc. as described in Program
2 of our Diversity Plan to fulfill our Product Manufacturing workforce needs.

The current makeup of diverse staff is as follows:
○ Women - 37%
○ Minorities - 37%
○ Veterans - 0%
○ Persons with disabilities - 0%

We are doing our best to meet the goal we set for ourselves in our Diversity Plan,
however, due to the lack of interest in the positions by the general public, we are
requesting that the goal be adjusted to the following for Year 2 review:

○ Women - 40%
○ Minorities - 40%
○ Veterans - 10%
○ Persons with disabilities and LGBTQ+ - 5%



Exhibit A


