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Top Shelf Cannaseurs LLC
Plan to Remain Compliant with Local Zoning

Top Shelf Cannaseurs LLC (Òthe CompanyÓ) is committed to remain compliant with all 
applicable provisions of the Hudson Protective Zoning By Law, including, but not 
limited to Section 5.13, Marijuana Industrial Overlay District, Section 7.1.7, Section 8.2,
and Section 9. The CompanyÕs facility is located at 11 Brent Drive, Hudson, MA 01749, 
which is in the M-6 Zoning District and the Brent Drive Industrial Park section of the 
Marijuana Industrial Overlay District. The facilityÕs location complies with the 
requirements of Section 5.13.3(1).

Pursuant to Section 5.13.4(1)-(3), the Company shall comply with the Town of HudsonÕs
Zoning BylawÕs procedural requirements, which shall consist of the following: 1. An 
Application for Special Permit shall be filed with the Hudson Zoning Board of Appeals 
as the Special Permit Granting Authority in accordance with Section 8.2 of the Hudson 
Zoning By-Laws, and the provisions of M.G.L. c.40A, Section 9 as amended. 2. 
Applicants shall first obtain Site Plan Review from the Hudson Planning Board as 
provided in Section 7.1.7 of the Zoning by-laws of the Town of Hudson. 3. Applicants 
must be permitted by the Town of Hudson Board of Health prior of issuance of any 
Occupancy Permit. The applications and procedures enumerated herein shall be 
completed prior to the issuance of a provisional license from the Cannabis Control 
Commission.

The CompanyÕs use as a proposed cultivator and manufacturer, as defined by Section 
5.13.2, complies with Section 5.13.5.1. Pursuant to Section 5.13.5(2), no retail operation
shall be conducted on site unless and until HudsonÕs zoning bylaws are changed by valid
2/3rds Town Meeting Vote and approval by the Massachusetts Attorney General to allow
for such use at some point in the future. Pursuant to Sections 5.13.5(3)-(13), the 
CompanyÕs facility shall: be in a fixed location and not within a mobile facility; not 
permit outside storage; be located at least 500 feet from the property line of any school, 
daycare center, or library; not be located inside a building containing residential units 
including transient housing such as motels and dormitories; provide the Special Permit 
Granting Authority with proposed security measures for the Marijuana Establishment 
within the MIOD, including lighting, fencing, gates, and alarms, to ensure the safety of 
persons and to protect the premises from theft; not permit smoking, burning, 
consumption or ingestion of any product containing marijuana or marijuana related 
products on the premises; have business signage that is subject to the requirements as 
promulgated by the Cannabis Control Commission (935.CMR 500) and the 
requirements of the Hudson Protective Zoning By Law; have operating hours that have 
been reviewed and approved set by the Special Permit Granting Authority; provide 
express written authorization for the use as a cultivation and manufacturing facility from



the property owner of the proposed site; not permit activities occurring on the 
CompanyÕs premises to be displayed in the windows or on the building thereof, or be
visible to the public from the pedestrian sidewalks or walkways or from other areas, 
public or semi-public, outside such facility or premises; not allow odor from marijuana 
cultivation, processing, manufacturing, to become noxious or cause a nuisance, a danger 
to public health, or public comfort and convenience and shall incorporate odor control 
and mitigation strategies, technology and provisions, to ensure that emissions do not 
violate M.G.L. Chapter111, Section31C, including but not limited to those specified for
Odors, and the Company further acknowledges that the Special Permit Granting 
Authority may impose reasonable conditions including, but not limited to signage, 
painting and lighting standards.

The Company shall comply with the Annual Reporting Requirements of Section 5.13.7, 
as an additional condition of its Special Permit, and shall submit an Annual Report to the
Special Permit Granting Authority and the Board of Health no later than January 31st, 
and which shall include a copy of the cultivation and manufacturing licenses from the 
Cannabis Control Commission and shall further demonstrate compliance with all 
conditions of the Special Permit.

In the event that the Company abandons or discontinues its use of the facility, the 
Company shall comply with Section 5.13.8(1) and remove all material, plants,
equipment, including testing equipment, and other paraphernalia upon registration
or licensure revocation, expiration, termination, transfer to another controlling
entity relocation to a new site and any other cessation of operation as regulated by
the Cannabis Control Commission. Such removal will be in compliance with 105 CMR 
725.105 (J), (O.) and regulations from the Cannabis Control Commissions. Pursuant to 
Section 5.13.8(2), the Company expressly understands that a Special Permit granted 
pursuant to Section 5.13 shall lapse if the Company ceases marijuana establishment 
operations for a period of ninety (90) days and/or if the CompanyÕs license by the 
Cannabis Control Commission has been revoked, expires, is terminated, is transferred to
another controlling entity or is relocated to a new site.



Ryan Cohen
Top Shelf Cannaseurs LLC

April 19, 2019

April 11, 2019

April 10, 2019

April 10, 2019
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TOP SHELF CANNASEURS LLC
POSITIVE IMPACT PLAN 

Goals: Provide financial support to Cannabis Community Care and Research Network and 
Massachusetts Recreational Consumer Council because they are entities that offer support, education 
and/or job training to Massachusetts residents disproportionately impacted by the War on Drugs. The 
amounts of these donations will depend on the financial growth and profitability of the company. As 
sales and profits increase, Top Shelf Cannaseurs LLC (ÒTop ShelfÓ) will revisit its program donation 
goals to consider more generous donations as business allows. 

Goal: Donate a total of $5,000.00 annually to the organization as more particularly described below. 

Program: The donations to be made to the following organizations are intended to benefit its ability to 
develop skills for Economic Empowerment Priority Applicants and Social Equity Training Program 
participants through mentoring, educational and informational events with cannabis industry 
networking opportunities, and to provide financial support to allow them to continue educating adult- 
use cannabis consumers in Massachusetts: 

1. Cannabis Community Care and Research Network ($2,500.00 annual donation)

2. Massachusetts Recreational Consumer Council ($2,500.00 annual donation) 

Measurement and Accountability: At the end of each year, Top Shelf will conduct an analysis and 
create a report on the amounts and percentages of donations and other financial support that the 
company has given to the programs outlined above. Top Shelf will continue to assess the viability and 
impact of financial donations made, and annually review donation goals amounts. 

Top Shelf 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. 

Any actions taken, or programs instituted by Top Shelf, will not violate the CommissionÕs regulations 
with respect to limitations on ownership or control or other applicable state laws. 

Top Shelf expressly understands that the progress or success of this plan will be required to be 
demonstrated upon each annual license renewal period in conformity with 935 CMR 500.101(1) and 
(2). 



December 2, 2019

Re: Donation Acceptance Letter from Top Shelf Cannaseurs LLC

Dear Cannabis Control Commission,

It is with great pleasure that we accept a partnership and $2,500.00 annual donation 
from Top Shelf Cannaseurs LLC  to open for adult use cannabis operations in Hudson,
Massachusetts. Payments for the Positive Impact Plan to C3RN will be effected upon 
obtaining a provisional license for operation. 

Cannabis Community Care and Research Network (C3RN) is a registered public benefit
corporation (B Corp) based out of Worcester, MA. C3RN hosts a network of dedicated 
academics, industry, healthcare providers, consumers and patients that aim to end the 
stigma around medical and adult use cannabis through research and education. C3RN 
runs multiple research studies related to the adult and population use of cannabis in 
Massachusetts with UMass Dartmouth. C3RN is the Principal Investigator of ongoing 
studies focused on medical patients, consumers, and veterans. C3RN and Holyoke 
Community College host a Cannabis Education Center workforce and business 
opportunities for those who have been disadvantaged by the drug war, are unemployed 
or under employed. Learn more here: www.cannacenterofexcellence.org and 
www.cannabiseducationcenter.org 

C3RN Positive Impact Plan Activities 
Top Shelf Cannaseurs LLCÕs annual donation will be used to support two scholarships 
for students to a certificate workforce training and internship program offered through 
the Cannabis Education Center at Holyoke Community College and C3RN. 
Scholarships will be given to students who have been disproportionately impacted by 
the drug war, and/or other criteria identified by the CCC as eligible for social equity 
program. Certificates of completion can be provided to Top Shelf Cannaseurs LLC, the 
CCC, and learners.

We look forward to working with Top Shelf Cannaseurs ! Thank you for your support. 

Sincerely, 

Marion McNabb, MPH, DrPH
CEO
Cannabis Community Care and Research Network (C3RN)  
marion@c3researchnetwork.com 
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TOP SHELF CANNASEURS  LLC
PLAN FOR OBTAINING LIABILITY INSURANCE

Top Shelf Cannaseurs LLC (the ÒCompanyÓ) is a  marijuana establishment  as defined by 935
CMR 500.002.  The Company sets forth the following plan to obtain a liability insurance policy
pursuant to the Cannabis Control CommissionÕs (the ÒCommissionÓ) regulations at 935 CMR
500.101(1)(c)(5).  935 CMR 500.101(1)(c)(5) requires that the marijuana establishment submit a
plan to obtain  a liability  insurance policy  or  otherwise meet  the requirements of  935 CMR
500.105(10) which sets forth provisions related to liability insurance coverage or maintenance of
escrow.  Reports documenting compliance with this regulation shall be made in a manner and
form determined by the Commission pursuant to 935 CMR 500.00.

!" REQUIREMENTS OF 935 CMR 500.105(10)  

The  Company  has  obtained  a  liability  insurance  plan  (detailed  below)  which  meets  the
requirements of  935 CMR 500.105(10).   In  accordance with the regulation,  the CompanyÕs
liability insurance plan includes both general liability insurance and product liability insurance
each for $1,000,000 per occurrence and $2,000,000 aggregate, annually.  The deductible for each
policy is $5,000 per occurrence.

#" LIABILITY INSURANCE PLAN SPECIFICATIONS  

The Company currently meets all of the requirements set forth under 935 CMR 500.105(10).
The specifications of the CompanyÕs general and product liability coverage are as follows:

Underwriter:  ABC
Policy Number:  123
General Aggregate Limit: $
Products/Completed Operations Aggregate Limit: $
Personal and Advertising Injury Limit: $ Any one person or organization
Each Occurrence Limit: $
Damage to Premises Rented to You Limit: $ Any one premises
Medical Expense Limit: $ Any one person
Deductible: $ Each claim



TOP SHELF CANNASEURS  LLC
POLICIES AND PROCEDURES FOR MAINTAINING FINANCIAL RECORDS

Top Shelf Cannaseurs LLC (the ÒCompanyÓ) is a  marijuana establishment  as defined by 935
CMR 500.002.  The Company sets forth the following policies and procedures pursuant to the
Cannabis Control CommissionÕs (the ÒCommissionÓ) regulations at 935 CMR 500.101(1)(c)(7)
(j).   This  regulation  requires  the  Company  to  provide  a  detailed  summary  of  operating
procedures and policies including the maintenance of financial records.

All of the CompanyÕs records including financial records shall be kept pursuant to 935 CMR
500.105(9).   All  records  including  financial  records  shall  be  made  readily  available  to  the
Commission upon request.  The CompanyÕs policies and procedures for all record keeping are
described in detail in the CompanyÕs Standard Operating Procedures for Record Keeping and
Document Retention.   All  of the provisions regarding record keeping described therein shall
apply to the keeping of financial records as detailed herein.  

A. CONTROLLING ACCESS TO FINANCIAL RECORDS  

1. Individuals With Access To Financial Records  

The Chief Financial Officer (or other authorized individual designated by the Company) shall
be  responsible  for  maintaining  all  financial  records  on  behalf  of  the  Company.   The
Company shall  designate which management-level  authorized agents and employees may
access  the  CompanyÕs  financial  records.   Financial  and  business  records  will  not  be
accessible to non-management-level employees or unauthorized agents.

2. Storage of Financial Records  

Any hard copies of financial records shall be maintained on Company premises in locked,
fireproof  file  cabinets  accessible  only  to  the Chief  Financial  Officer  (ÒCFOÓ) and other
authorized management-level personnel. Financial records kept electronically will be saved
and backed up on a daily basis.  All financial records shall be saved, stored, and kept for a
minimum of seven (7) years.

B. TRANSPARENCY AND ACCURACY  

The Company places a high level of importance on exercising transparency and accuracy in all
of  its  financial  record  keeping  activities.   The  Company shall  ensure that  all  financial  and
business records are maintained in such a manner as to ensure accuracy and transparency.  All
financial  records  shall  be  maintained  in  accordance  with  Generally  Accepted  Accounting
Principles (GAAP) in accordance with 935 CMR 500.105(9). All financial and business records
will clearly reflect all financial transactions and the financial condition of the Company. 

Also in the interest of transparency, information regarding all funding sources and persons and
entities with financial interest in the Company shall  be documented.  These documents shall
contain the following information: the name of the interested entity; the address of the interested
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entity; the date of birth of the interested entity (if applicable); the social security number of the
interested entity (if  applicable); and an explanation of the financial interest.  In addition, the
Company shall maintain an accounting of the financial benefits accruing to the municipality as a
result of the host agreement with the Company.

C. MANAGEMENT OF FINANCIAL RECORDS  

The  Company  plans  to  utilize  Quickbooks or  another  equally  comprehensive  and  secure
accounting program to manage its financial records.

D. CONTENT OF FINANCIAL AND BUSINESS RECORDS  

The CompanyÕs financial and business records shall include manual or computerized records
documenting the information listed below in compliance with 935 CMR 500.105(9)(e).  The
Company may choose to include  more than is  expressed by this  list  in  its  financial  record
keeping.  The Company will keep all financial and business records dating back for a period of at
least two (2) years. Pursuant to 935 CMR 500.105(9)(g), in the event the Company were to close,
it would keep all financial and business records available to the Commission.

1. Company assets and liabilities;
2. Monetary transactions, including a daily reconciliation of cash-on-hand;
3. Books of accounts, which shall include journals, ledgers, and supporting documents such

as agreements, checks, invoices, and vouchers dating back for a period of four (4) years;
4. Sales records including the quantity, form, and cost of each product sold;
5. Salary and wages paid to each establishment agent or employee, stipends paid to board

members, and any executive compensation, bonus, benefit, or item of value paid to any
individual affiliated with the Company including members of a nonprofit corporation, if
any;

6. Contracts for services performed or received;
7. Purchase invoices, bills of lading, manifests, sales records, copies of bills of sale, and any

supporting  documents,  including  items  and/or  services  purchased,  individuals  from
whom items and services were purchased, and the date of any purchase;

8. Bank statements and cancelled checks for all accounts; 
9. Up-to-date information for all savings accounts, checking accounts, investment accounts,

and trysts associated with the operation of the Company;
10.A copy of annual audit reports;
11.Accounting and tax records related to the Company; and
12.Records of any theft, loss, diversion, or other unaccountability.
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TOP SHELF CANNASEURS LLC
POLICIES AND PROCEDURES FOR RESTRICTING ACCESS TO AGE 21 AND OLDER

Top Shelf Cannaseurs LLC (the ÒCompanyÓ) is a  marijuana establishment as defined by 935
CMR 500.002.  The Company sets forth the following policies and procedures for restricting
access to marijuana and marijuana infused products to individuals over the age of twenty-one
(21) pursuant to the Cannabis Control  CommissionÕs (the ÒCommissionÓ) regulations at 935
CMR 500.105(1)(o).  This regulation states that written operating procedures for the Company
shall include  Ò[p]olicies and procedures to prevent the diversion of marijuana to individuals
younger than 21 years old.Ó

A. COMPLIANCE WITH 935 CMR 500.105(1)(o)  

The  Company  incorporates  and  adopts  herein  by  reference,  all  of  the  provisions  for  the
prevention  of  diversion  outlined  in  the  CompanyÕs  Standard  Operating  Procedure  for  the
Prevention  of  Diversion.  The  provisions  detailed  in  the  CompanyÕs  Standard  Operating
Procedure for the Prevention of Diversion apply to the prevention of marijuana and marijuana
infused products to all minors and all individuals under the age of twenty-one (21).

B. SPECIFIC PROVISIONS FOR RESTRICTING ACCESS TO AGE 21 AND OLDER  

As stated above, the Company incorporates herein, all provisions for the prevention of diversion
of marijuana and marijuana infused product to individuals under the age of twenty-one (21) as
detailed  in  the  CompanyÕs  Standard  Operating  Procedure  for  the  Prevention  of  Diversion.
Specific provisions regarding restricting access to individuals age twenty-one (21) and older
include the following.

1. The  Company  will  only  employ  marijuana  establishment  agents,  as  defined  by  the
CommissionÕs definitions at 935 CMR 500.002, who are at least twenty-one (21) years
old.

2. The Company understands that consumers of marijuana and marijuana infused products
must be at least twenty-one (21) years old as defined by the CommissionÕs definitions at
935 CMR 500.002.

3. The Company will only allow visitors,  age twenty-one (21) or older, at the CompanyÕs
facilities located in Hudson, Massachusetts.  The Company defines visitors in accordance
with the CommissionÕs definitions at 935 CMR 500.002.  The Company will designate an
authorized  agent  to  check  the  identification  of  all  visitors entering  the  CompanyÕs
facilities.  Acceptable forms of identification include:

a. A motor vehicle license;
b. A liquor purchase identification card;
c. A government-issued identification card;
d. A valid government-issued passport; and
e. A valid United States-issued military identification card.



Top Shelf Cannaseurs
Standard Operating Procedures for the Prevention of Diversion

4. The Company will only market marijuana and marijuana infused products to individuals
age twenty-one (21) or older.  Any marijuana product labeling will make it clear that
marijuana  and  marijuana  infused  products  are  not  to  be  accessed  or  consumed  by
individuals under the age of twenty-one (21).  Specifically, the Company will follow 935
CMR  500.105(4)(a)(5)  to  ensure  that  the  CompanyÕs  branding,  marketing,  and
advertising is done in a manner that does not encourage or promote the diversion of
marijuana.  Furthermore, the Company understands that in accordance with 935 CMR
500.105(4)(a)(2), advertising of marijuana and marijuana infused products may only be
done at charitable or public events where at least 85% of the audience is reasonably
expected to be age twenty-one (21) or older. 
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TOP SHELF CANNASEURS LLC
RECORD-KEEPING AND DOCUMENT RETENTION

POLICIES AND PROCEDURES

Top Shelf Cannaseurs (the ÒCompanyÓ) is a marijuana establishment  as defined by 935 CMR
500.002.   The  Company  sets  forth  the  following  policies  and  procedures  pursuant  to  the
Cannabis Control CommissionÕs (the ÒCommissionÓ) regulations at 935 CMR 500.101(1)(c)(7)
(i).   This  regulation  requires  the  Company  to  provide  a  detailed  summary  of  operating
procedures and policies including record-keeping procedures.  All  of the CompanyÕs records
shall be kept pursuant to 935 CMR 500.105(9).  All records will be made readily available to the
Commission upon request.

A. COMPLIANCE WITH 935 CMR 500.105(9)  

The CompanyÕs Record-Keeping and Document Retention Policies and Procedures are designed
to: 

!" Comply with all of the CommissionÕs record-keeping regulations;
2. Allow the Company to access, retain, and reconstruct any records relevant to security and

the production of marijuana and marijuana infused product; and
3. Permit  the  Company  to  fully  respond  to  requests  for  records  from  regulators,  law

enforcement officials, and judicial bodies.

The  Company  will  keep  diligent  and  detailed  records  regarding  all  standard  operating
procedures, including but not limited to the following areas: Company operating procedures;
manufacturing;  cultivation;  responsible  vendor  training  compliance;  inventory;  personnel;
financial  and business  matters;  waste  disposal;  transportation;  storage;  security;  and  quality
control  and testing  of  marijuana  and marijuana  infused products.   All  records  will  be kept
securely in either hardcopy or electronic format.  Only designated management-level authorized
agents and employees will have access to the CompanyÕs records.  (All  agents  and employees
referred to herein are licensed and defined in accordance with the CommissionÕs definitions at
935 CMR 500.002).  All records shall be maintained dating back for a period of at least two (2)
years.  Pursuant to 935 CMR 500.105(9)(g), in the event the Company were to close, it would
keep all  financial  and business records available to the Commission for  two (2) years after
closure at its sole expense.

B. ACCESS TO RECORDS  

1. Agents and Employees with Access to Records  

Only designated management-level agents and employees will have authorization to access
the CompanyÕs records.  The Company may choose to designate a Chief Compliance Officer
(ÒCCOÓ) to manage access to any Company records.   The CCO or  other  reliable  agent
designated by the Company shall be responsible for compiling any and all information and
documentation requested by the Commission, law enforcement, or judicial bodies; for taking
charge  of  any  offsite  storage  of  hardcopy  documents  at  a  certified  commercial  storage



Top Shelf Cannaseurs
Record-Keeping and Document Retention

Policies and Procedures

facility; for allowing regulators access to any and all documents and data stored remotely; for
allocating space on-site at the CompanyÕs facilities for the storage of documents; and for
external  auditing  of  compliance  with  all  provisions  of  record-keeping  set  forth  by  the
Commission.

2. Provisions of Hardcopy and Electronic Record Keeping  

The Company shall maintain some hardcopy records.  The majority of the CompanyÕs
records, however, shall be maintained electronically.  The Company shall ensure that its
records are maintained in a manner that: shall guarantee confidentiality of information;
shall  provide  safeguards  against  erasures  and  unauthorized  changes  in  data  after
information has been entered and verified; is capable of placing a litigation hold due to
ongoing litigation or enforcing a records retention hold for investigatory purposesor; and
can be reconstructed if a computer malfunctions or an accident resulting in destruction of
data occurs.

3. Security in Hardcopy and Electronic Record Keeping  

Physical records shall be kept in a designated and monitored area of restricted access
under lock and key.  Areas of limited access shall  comply with all provisions of 935
CMR 500.110(4).  Access to electronic records will also be restricted.  The Company will
designate  an  Information  Technology  Administrator  or  other  authorized  agent  or
employee  to  ensure  that  access  controls  are  implemented  for  each  administrative,
physical, and technical control of information technology systems.  These access controls
shall include:

a. Security policy instruction and direction for each agent and employee regarding how
information  technology  security  should  be  implemented  and  followed,  and
repercussions for noncompliance;

b. Personnel  controls  to  indicate  how  employees  are  expected  to  interact  with
information  technology  security  mechanisms  and  how  to  address  noncompliance
issues pertaining to these expectations;

#" Enforcement of separation of duties so that no one individual can unilaterally carry
out a critical task that could prove to be detrimental to the Company or its records;

d. Regular policy reviews of record storage procedures (annually or more frequently),
completed by the Information Technology Administrator or another designated agent
or employee to ensure that storage procedures are appropriate for the CompanyÕs
records;

e. Maintenance  of  hardcopy  records  stored  in  a  locked  and  restricted  access  area
accessible to authorized personnel only; and

$" Maintenance of quick response strategies to recover lost information in the event of a
disaster  or  emergency.   The  CompanyÕs  strict  response  strategies  shall  include
duplication of hardcopy records, with offsite storage depending on criticality, and use
of secure cloud storage for electronic records.
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Policies and Procedures

4. Record Storage and Disposal  

The Company shall audit its electronic and hardcopy records at its facility in limited access
areas, which shall include a secure server room equipped with fire detection and suppression
systems.  Any hardcopy records held offsite shall be stored at certified commercial storage
facilities.  Before any vital records are destroyed, a list of records due for destruction or
transfer shall be reviewed by one of the CompanyÕs C-level managers, (CFO, CEO, CCO, or
COO).  Records will not be destroyed or transferred without the approval of an authorized C-
level manager.

C. RECORD RETENTION  

The Company shall keep all records for a period of at least two (2) years.  Likewise, in the event
of Company closure, the Company shall store at its own expense, all records, which will be made
available to the Commission for two (2) years after closure pursuant to 935 CMR 500.105(9)(g).
As indicated above, hardcopy records shall be stored in locked and fire-resistant limited access
areas.  Electronic records shall be stored in cloud-based auditable data servers which are backed
up on a daily basis or more frequently.  Financial and business records shall be maintained in
accordance with Generally Accepted Accounting Principles (GAAP).  (For more regarding the
CompanyÕs Financial and Business Records, refer to the CompanyÕs Policies and Procedures for
Maintaining Financial Records.)

The Company shall keep and maintain true, complete, legible, and current books and records of
the following data types.  All records and data shall be made readily available to the Commission
upon request pursuant to 935 CMR 500.105(9).

1. Written Operating Procedures  

a. In accordance with 935 CMR 500.105(9)(a), an authorized agent or employee shall be
responsible  for  maintaining  all  written  operating  procedures  that  address  the
following as required by 935 CMR 500.105(1):

i. Security measures in compliance with 935 CMR 500.110;
ii. Employee  security  policies,  including  personal  safety  protocols  and  crime

prevention techniques;
iii. Hours of operation and after-hours contact information;
iv. Storage  of  marijuana  in  compliance  with  935  CMR  500.105(11)  (for  more

information  regarding  the storage of  marijuana,  see  the  CompanyÕs  Standard
Operating Procedures for the Storage of Marijuana);

v. Description  of  strains  of  marijuana  to  be  cultivated,  processed,  or  sold,  as
applicable,  and  the  forms  of  marijuana  infused  products  to  be  cultivated,
processed, or sold, as applicable;

vi. Procedures to ensure accurate  record-keeping including inventory  protocols  in
compliance  with  935  CMR  500.105(8)  and  935  CMR  500.105(9)  (for  more
information  regarding  inventory,  see  the  CompanyÕs  Inventory  Policies  and
Procedures);
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vii. Plans for quality control including product testing for contaminants in compliance
with 935 CMR 500.160;

viii. A staffing plan and staffing records in compliance with 500.105(9);
ix. Emergency procedures, including a disaster plan with procedures to be followed

in case of fire or other emergencies;
x. Alcohol, smoke, and drug-free workplace policies;
xi. A plan for the maintenance of confidential information;

xii. A policy for immediate dismissal of any agent who has engaged in any of the
following  activities:  diverted  marijuana;  engaged in  unsafe  practices;  or  been
convicted  or  entered  a  guilty  plea,  plea  of  nolo  contendere,  or  admission  to
sufficient facts of a felony drug offense involving distribution to a minor in the
Commonwealth, or a like violation of the laws of another state, the United States
or  a  foreign  jurisdiction,  or  a  military,  territorial,  or  Native  American  tribal
authority.

xiii. Policies and procedures for making a list of all  board members and executive
members pursuant to 935 CMR 500.105(1)(m);

xiv. Policies and procedures for the handling of cash;
xv. Policies  and  procedures  to  prevent  the  diversion  of  marijuana  to  individuals

younger than twenty-one (21) years of  age (also see the CompanyÕs  Plan for
Restricting Access to Age 21 and Older); and

xvi. Policies and procedures for energy efficiency and conservation pursuant to 935
CMR 500.105(1)(p).

b. In  addition  to  the above  general  operating  procedures  set  forth  under  935 CMR
500.105(1),  the  Company  shall  also  maintain  additional  policies  and  procedures
addressing the following:

i. Methods for  identifying,  recording,  and reporting diversion,  theft,  or  loss and
methods for correcting all errors and inaccuracies in inventories which shall, at a
minimum, be compliant with 935 CMR 500.105(8);

ii. Policies  and  procedures  for  handling  voluntary  and  mandatory  recalls  of
marijuana;

iii. Policies and procedures in compliance with 935 CMR 500.105(12) for ensuring
outdated,  damaged,  deteriorated,  mislabeled,  or  contaminated  marijuana  is
segregated from other marijuana and destroyed;

%&" Transportation policies and procedures which shall  be in compliance with 935
CMR 500.105(13) (also see the CompanyÕs Standard Operating Procedures for
the Transportation of Marijuana);

v. Policies and procedures in compliance with 935 CMR 500.105(15) and 935 CMR
500.120(11) to reduce energy and water usage, engage in energy conservation,
and mitigate other environmental impacts; and

vi. Policies and procedures for the transfer, acquisition, or sale of marijuana between
the Company and other licensed marijuana establishments.

2. Cultivation and Manufacturing Records  
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Policies and Procedures

A designated and authorized agent  or  employee of  the marijuana establishment  shall  be
responsible  for  maintaining  all  records  relevant  to  the  cultivation,  manufacturing,  and
processing of marijuana and marijuana infused products.  At a minimum, these records shall
include the following:

a. Standard operating procedures for the cultivation of marijuana (for more information
see the CompanyÕs Operational Plan: Policies and Procedures for Cultivation);

b. The forms and types of cannabis being cultivated;
c. Soil  amendment,  fertilizers,  pesticides,  or  other  chemicals  applied  to  growing

medium or plants, including dates of application,  amounts,  and a signature of the
agent responsible for application;

'" Documentation that pesticides are applied in compliance with M.G.L. c. 132B and the
regulations promulgated at 333 CMR 2.00-14.00;

e. Documentation of compliance with the testing requirements of 935 CMR 500.160;
f. Documentation of consistency with the United States Department of AgricultureÕs

organic requirements at 7 CFR 205;
g. Production records including planting, harvesting, curing, weighing, packaging, and

labeling records; and
h. Records of any recalled product including:

i. Date of recall;
ii. Whether recall was voluntary or mandatory;

iii. Batch and/or lot number of the product being recalled;
iv. Form of the product being recalled;
v. Reason for recall;
vi. Amount of recalled product sold;
vii. Amount of recalled product received; and

viii. Method and date of disposal of recalled product.

3. Records of Responsible Vendor Training Program Compliance  

Records of Responsible Vendor Training Program Compliance for all owners, managers, and
employees that are involved in the handling and sale of marijuana shall be maintained for a
minimum of four (4) years in accordance with 935 CMR 500.105(2)(b)(5).  These records
shall be maintained by an authorized agent designated by the Company.

4. Inventory Records  

In accordance with 935 CMR 500.105(9)(b), the Company shall maintain inventory records
in compliance with 935 CMR 500.105(8).  (For more information regarding inventory, see
the  CompanyÕs  Inventory  Policies  and  Procedures.)   An  authorized  agent  or  employee
designated by the Company shall be responsible for maintaining accurate inventory records.
Records  of  marijuana  in  the  process  of  cultivation  and  records  of  finished  and  stored
marijuana and marijuana infused products shall be generated monthly or more frequently.
Records of comprehensive annual inventory shall be generated at least once a year if not
more often.  Inventory records shall include at a minimum:
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a. Information related to initial inventory upon commencement of operations;
b. The  number  of  marijuana  plants,  plant-seeds,  and  clones  in  any  phase  of

development;
c. Information related to any marijuana ready for dispensing;
d. A list of all marijuana infused products;
e. A list of all damaged, defective, expired, or contaminated marijuana and marijuana

infused products awaiting disposal;
f. The date inventory was recorded or taken;
g. A summary of all information collected during the inventory process; and
h. The names,  signatures,  and  titles  of  any  individuals  involved  with  the  inventory

process.

5. Seed-To-Sale Tracking Records  

In accordance with 935 CMR 500.105(9)(c), the Company shall maintain real-time seed-to-
sale  tracking  records  at  each  stage  of  cultivation,  production,  transport,  and  sale  in
compliance  with  935  100.105(8)(e).   The  Company  shall  utilize  Commission-approved
software that is capable of integration with the StateÕs METRC software platform for the
purpose  of  seed-to-sale  tracking.   Seed-to-sale  tracking  records  shall  be  recorded  in
accordance with the CompanyÕs standard operating procedures.

6. Personnel Records  

In compliance with 935 CMR 500.105(9)(d), a designated agent or employee authorized by
the  Company  shall  be  responsible  for  maintaining  personnel  records,  including  but  not
limited  to  the  information  and  records  listed  below.   (For  more  information  regarding
personnel,  see  the  CompanyÕs  Personnel  Policies  Including  Background  Checks  and
Standard Operating Procedures Regarding Qualifications, Training, and Requirements of
Personnel.)

a. Job descriptions for each employee and volunteer position, as well as organizational
charts consistent with job descriptions;

b. A staffing plan that will demonstrate accessible business hours and safe cultivation
conditions;

c. Personnel policies and procedures; 
d. All background checks in accordance with 935 CMR 500.030; and
e. A personnel record for each agent or employee which shall be maintained for at least

twelve (12) months after termination of an agentÕs affiliation with the Company.  All
personnel records shall include the following information:
i. All  materials  submitted to the Commission pursuant to 935 CMR 500.030(2),

including a copy of the agentÕs registration card;
ii. Documentation of verification of references;
iii. A detailed job description or employment contract that includes duties, authority,

responsibilities, qualifications, and supervision;

Page 6 of 8



Top Shelf Cannaseurs
Record-Keeping and Document Retention

Policies and Procedures

iv. Documentation of all required training, including training regarding privacy and
confidentiality requirements, and the signed statement of the trainee indicating the
date,  time,  and  place  they  received  said  training  and  the  topics  discussed,
including the name and title of presenters;

v. Documentation of periodic performance evaluations;
vi. Records of any disciplinary action taken; and
vii. Notice of completed responsible vendor and eight-hour related duty training.

7. Financial and Business Records  

All financial and business records will be kept in accordance with 935 CMR 500.105(9)(e).
See  the  CompanyÕs  Policies  and  Procedures  for  Maintaining  Financial  Records  for  a
detailed  description  of  the  CompanyÕs  compliance  with  935  CMR  500.105(9)(e).   An
authorized agent designated by the Company shall be responsible for maintaining Company
business  and  financial  records.   Hardcopies  of  business  and  financial  records  shall  be
maintained  in  secured  areas  accessible  only  to  designated  employees  and  agents.   All
financial  records will  be maintained in  accordance with Generally  Accepted Accounting
Principles (GAAP).

8. Waste Disposal Records  

Pursuant to 935 CMR 500.105(9)(f), waste disposal records shall be maintained as required
under 935 CMR 500.105(12).  An authorized agent or employee designated by the Company
shall be designated to maintain all waste disposal records.  (For more information regarding
the CompanyÕs procedures for the disposal of plant, solid and liquid waste, see Section D of
the CompanyÕs Operational Plan: Policies and Procedures for Cultivation.)  Waste disposal
records shall be kept for a minimum of three (3) years or throughout the duration of any
enforcement action or as long as required by the Commission, whichever period is longest.
Waste disposal records shall include the following information:

a. Date of waste disposal or other handling;
b. Type and quantity of waste disposed or handled;
c. Manner of waste disposal or other handling;
d. Location of waste disposal or handling; and
e. Names and signatures of the two (2) agents present during the disposal or handling of

waste.

9. Transportation Manifests  

An  authorized  agent  or  employee  designated  by  the  Company  shall  be  responsible  for
generating  and  maintaining  transportation  manifests  documenting  transportation  of  all
marijuana  and  marijuana  infused  products  as  required  under  935  CMR  500.105(13).
Transportation  manifests  will  comply  with  all  provisions  of  935  CMR  500.105(13)(f).
Pursuant  to  935  CMR  500.105(13)(f)(1),  each  transportation  manifest  will  be  kept  in
triplicate.  The Company will have a copy of all manifests, any licensed third-party marijuana
transporter  is  to  maintain  a  copy  of  all  relevant  manifests,  and  all  receiving  marijuana
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establishments  will  have a  copy of  relevant  manifests.   For  more information  regarding
transportation  manifests,  see  the  CompanyÕs  Standard  Operating  Procedures  for  the
Transportation of Marijuana.

10.Security Recordings  

In  accordance  with  935  CMR  500.110(5)(a)(5),  the  Director  of  Security  or  another
authorized agent or employee designated by the Company shall ensure that all 24-hour video
surveillance  recordings  are  retained  for  at  least  ninety  (90)  calendar  days or  as long as
necessary  in  case  of  a  pending  criminal,  civil,  or  administrative  investigation  or  legal
proceeding for which the recording may contain relevant information. In order to prevent
theft, loss, destruction, or alterations, security recordings shall be maintained in a locked and
restricted area accessible only to the Director of Security and other authorized agents and
employees pursuant to 935 CMR 500.110(5)(b).  Additionally, in accordance with 935 CMR
500.110(7), documentation related to security incidents that are reportable pursuant to 935
CMR 500.110(7)(a) shall be maintained by the Director of Security or other authorized agent
or employee in an auditable form for a period one year or throughout the duration of an open
investigation, whichever period is longer.

11.Records of Testing of Marijuana and Marijuana Infused Products  

An authorized agent or employee designated by the Company shall ensure that test results for
all marijuana and marijuana infused products are generated in accordance with 935 CMR
500.160 and are maintained by the Company for no less than one year.  The Company has
written  policies  for  responding to laboratory  results  that  indicate  contaminant  levels  are
above the acceptable limits identified in DPH protocols pursuant to 935 CMR 500.160(1).
For more information regarding the testing of marijuana and marijuana infused products, see
the CompanyÕs Procedures for Quality Control and Testing for Potential Contaminants.
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TOP SHELF CANNASEURS LLC
PROCEDURES FOR QUALITY CONTROL 

AND TESTING FOR POTENTIAL CONTAMINANTS

Top Shelf Cannaseurs LLC (the ÒCompanyÓ) is a  marijuana establishment as defined by 935
CMR 500.002.  The Company sets forth the following standard operating procedure for the
quality  control  and  testing  of  all  marijuana  and  marijuana  infused  product  pursuant  to  the
Cannabis Control CommissionÕs (the ÒCommissionÓ) regulations at 935 CMR 500.101(1)(c)(7)
(f).  The regulations require that the marijuana establishment provide a detailed summary of
operating policies  and procedures including provisions for  the quality  control  and testing of
marijuana and marijuana infused product for potential contaminants.  

A. STATEMENT OF INTENT  

Quality  control  and contaminant  testing  will  be conducted for  each batch of  marijuana  and
marijuana infused products.  The Company shall utilize the procedures set forth herein for the
quality control and testing for potential contaminants for its Tier 3 cultivation and manufacturing
operations.   The Company understands that testing ensures that all  marijuana and marijuana
infused products are safe and appropriately  potent.   The Company shall  not sell,  market,  or
promote any marijuana or marijuana infused products that are incapable of being tested by a
testing laboratory licensed by the Commission pursuant to 935 CMR 500.160(9).  

The procedures contained herein shall be periodically reviewed and updated to ensure that the
Company achieves its desired outcome of cultivating and producing only the highest quality
marijuana  and  marijuana  infused  products  that  meet  or  exceed  each  and  every  testing
requirement as mandated by the CommissionÕs regulations.  The Company shall require that all
employees adhere to these quality control and contaminant testing procedures as both an ongoing
professional responsibility and an express condition of their continued employment.

B. INDEPENDENT LICENSED TESTING LABORATORY  

The  Company  intends  to  contract  with  MCR Labs  of  Framingham,  an  independent  testing
laboratory licensed by the Commission, to perform all required testing pursuant to 935 CMR
500.160.  The Company shall also contract with another independent testing laboratory licensed
by  the  Commission  to  serve  as  a  backup  to  MCR.  Any  independent  testing  laboratory
(hereinafter  Òtesting  laboratoryÓ)  that  the  Company  contracts  with  shall  be  licensed  by  the
Commission,  shall  meet  the definition  under  935 CMR 500.002,  and shall  comply  with  all
requirements set forth under 935 CMR 500.050(7).

For every sample of marijuana or marijuana infused product produced by the Company, the
testing  laboratory  is  required to  abide by all  of  the CommissionÕs regulations,  the standard
operating procedures contained herein, and the DPH Finished Products Protocol published by the
Department of Public Health (ÒDPHÓ).  As a part of its contract, the Company shall require an
authorized agent of the testing laboratory to provide a signature confirming that all provisions of
the CommissionÕs regulations, the standard operating procedures contained herein, and the DPH
Finished Products Protocol published by the Department of Public Health shall be adhered to.
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C. PROCEDURES FOR QUALITY CONTROL DURING TESTING  

The Company, the selected testing laboratory, and any other involved, authorized, and licensed
parties shall adhere to all of the following requirements to prevent the contamination of and to
ensure the quality of all marijuana and marijuana infused product produced by the Company.
The Company shall  verify with the testing laboratory that all testing is done pursuant to the
requirements under 935 CMR 500.160.

1. The Company shall verify that the independent testing laboratory it uses complies with
935 CMR 500.160(7), which requires that all storage of marijuana at a testing laboratory
shall comply with 935 CMR 500.105(11).

2. The  Company  shall  ensure  that  transportation  of  marijuana  and  marijuana  infused
products to an independent testing laboratory shall comply with 935 CMR 500.105(13).
The Company shall communicate with both the testing laboratory and any licensed third
party marijuana transporters to ensure that this regulation is adhered to.

3. The  Company  will  request  that  the  testing  laboratory  provide  a  variety  of  testing
including but not limited to: cannabinoid potency profiling, pesticide residue analysis,
plant  growth  regulator  screening,  microbial  contamination  assays,  and  heavy  metal
concentrations.

4. Pursuant  to  935  CMR 500.160(2),  the  Company  shall  provide  written  notice  to  the
Commission within seventy-two (72) hours of receiving laboratory test results that show
contaminant  levels  above  the  acceptable  limits  established  in  the  DPH  Protocol.
Likewise, the Company shall ensure that the selected testing laboratory also has a policy
for,  and  a  contractual  obligation  to,  notify  the  Commission  within  72  hours  of  the
transmission of laboratory test results indicating that a contaminant has exceeded any
applicable  level  found  in  the  DPH  Protocol.   The  CompanyÕs  notification  to  the
Commission in such an instance of contamination shall include a written description of a
plan to destroy the contaminated batch in accordance with the requirements for waste
disposal found in 935 CMR 500.105(12).  The CompanyÕs notification shall also include
a proposed plan of action to identify the source of the contamination and to promptly fix,
remediate,  or mitigate the source of the contamination once identified.   If any of the
CompanyÕs inventory is spoiled, deteriorated, mislabeled, contaminated, or expired, it
shall be disposed of pursuant to 935 CMR 500.105(12).

5. The Company shall  maintain  all  test  results  for  its  marijuana and marijuana infused
products for no less than one year from the date of receipt of the results, pursuant to 935
CMR 500.160(3).

6. Following testing, all marijuana and marijuana infused product that meets all standards
shall be labeled with a statement and a seal pursuant to 935 CMR 500.105(5)(a)(6), 935
CMR 500.105(5)(b)(14), 935 CMR 500.105(5)(c)(11), or 935 CMR 500.105(5)(d)(9).

D. PROCEDURES FOR QUALITY CONTROL THROUGHOUT CULTIVATION AND  
MANUFACTURING
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The Company shall follow the following procedures during the cultivation and manufacturing of
all  marijuana and marijuana infused product to ensure that marijuana and marijuana infused
product is not contaminated and is of the highest quality.  The Company shall also follow these
procedures to protect the surrounding community and the environment. 

1. An authorized marijuana establishment agent selected by the Company will examine all
nutrients utilized in the process of cultivation for potential contaminants.  The Company
shall maintain records of the ingredient information of all supplemental nutrients utilized
during cultivation and shall furnish said information to the Commission upon request.

2. All water utilized during cultivation shall be filtered via the process of reverse osmosis
and treated in order to be reused to the maximum extent practicable in order to minimize
total water consumption.  Any water discharged from the CompanyÕs facilities shall be
tested prior to discharge to ensure that it meets all applicable regulatory limits before
entering the municipal  system.  The Company shall  not discharge any water into the
ambient environment.

3. Only  approved,  biologically  derived,  pesticides,  insecticides,  and fungicides  shall  be
utilized  in  the  cultivation  facility,  and  the  dosage  of  each  shall  adhere  to  the
manufacturerÕs recommended dose for commercial scale cultivation.

4. In accordance with 935 CMR 500.120(5), pesticide application shall only be performed
in compliance with M.G.L. c. 132B and the regulations promulgated at 333 CMR 2.00
through  333  CMR  14.00.  Any  testing  results  indicating  noncompliance  shall  be
immediately  reported  to  the  Commission,  who  may  refer  any  such  result  to  the
Massachusetts Department of Agricultural Resources.

5. If  applicable,  soil  for  cultivation  shall  meet  federal  standards  identified  by  the
Commission.

6. Pursuant to 935 CMR 500.120(9), the Company shall conduct its cultivation processes
using best practices to limit contamination including, but not limited to, mold, fungus,
bacterial diseases, rot, pests, pesticides not in compliance with 935 CMR 500.120(5) for
use on marijuana, mildew, and any other contaminant identified as posing potential harm.

7. All  water used by the Company for irrigation shall  be filtered or treated via reverse
osmosis to ensure that there are no exceedances of contaminant levels.

8. All  marijuana establishment agents, employees, and visitors shall  be required to wear
disposable cleanroom jumpsuits, protective footwear, and a protective head wrap or hood,
prior  to  entering  portions  of  the  cultivation  facility  that  house  cultivation  and
manufacturing operations.

9. Any marijuana establishment agent or employee engaged in the handling of marijuana
and marijuana infused products at any time shall be required to adhere to the regulations
at 105 CMR 300.000 (which details the requirements for food handlers). 

10.All  edible  marijuana  infused products  shall  be prepared,  handled,  and stored in  full
compliance with 105 CMR 500.000Õs sanitation requirements and 105 CMR 300.000Õs
requirements for food handlers. 

11.All  marijuana  and  marijuana  infused  products  shall  be  stored  at  the  appropriate
temperature to guard against bacterial growth.  The Company will use commercial-grade
refrigeration  to achieve the appropriate  temperatures for  all  marijuana and marijuana
infused product.
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12.The CompanyÕs marijuana establishment agents shall abide by strict sanitary practices
when working directly in the preparation of any marijuana infused products.  Requisite
sanitary practices include strict hand washing procedures and maintenance of personal
cleanliness.

a. All marijuana establishment agents shall adhere to frequent and thorough hand
washing practices in designated hand-washing stations.  Hand washing shall occur
frequently and always immediately prior to handling or working with marijuana
and marijuana infused products.  Hand washing stations will be located in close
proximity  to  the  production  areas  for  cultivation  and  manufacturing.   Hand
washing stations will be equipped with: running water maintained at a suitable
temperature;  adequate  antiseptic  and  antimicrobial  soaps;  surfaces  that  are
impervious and easily cleaned; and an adequate drying apparatus.  Hand washing
will be performed with soap, under hot water, with vigorous agitation of the upper
extremities and digits, and for a minimum of thirty (30) seconds.  Hand washing
shall be repeated whenever hands have, or may have, become contaminated, dirty,
or soiled.

b. All  marijuana  establishment  agents  shall  maintain  the  highest  standards  of
personal cleanliness.

13.Waste and litter shall be disposed of and periodically removed to minimize odors and to
reduce the potential for waste attracting or housing pests and other contaminants. All
waste disposal shall be conducted in compliance with 935 CMR 500.105(12). 

14.All cultivated and manufactured marijuana and marijuana infused product shall be stored
in a manner that prevents the growth of any undesirable organisms.  

E. CONDITIONS OF THE COMPANYÕS FACILITIES  

All facilities maintained and operated by the Company shall be kept in the appropriate condition
to  prevent  contamination  and  to  ensure  production  of  the  highest  quality  marijuana  and
marijuana infused products.  The Company shall adhere to the following requirements in regards
to its facilities.

1. The  CompanyÕs  cultivation  and  manufacturing  operation  shall  be  conducted  within
designated areas of the CompanyÕs facilities.  The surfaces and equipment within these
facilities, including all  cooking utensils and vessels, shall  be sanitized and cleaned as
often as is required to maintain sanitary conditions. The surfaces and all equipment shall
be subjected to sanitizing and anti-microbial cleaning by the CompanyÕs employees, who
shall only utilize cleaning products that appear on the CommissionÕs, or the United States
Environmental  Protection  AgencyÕs,  list  of  approved/registered  cleaning  products.
Administration  and application of  these cleaning products shall  strictly  adhere to the
manufacturerÕs label and instructions.

2. The facilityÕs physical plant, including, but not limited to floors, ceilings, walls, shall be
constructed and retrofitted, as appropriate, to be both structurally sound and to allow for
surfaces  to  be cleaned  and sanitized.   All  fixtures  shall  be maintained  in  a sanitary
condition.

3. All of the CompanyÕs facilities shall be laid out so as to allow for the storage of materials
and equipment for sanitary maintenance of operations.
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4. All restrooms within the CompanyÕs facilities shall be frequently stocked, cleaned and
inspected to ensure that the CompanyÕs employees and visitors have adequate access to
sanitary restrooms.

5. The CompanyÕs facilities will contain plumbing that is of adequate size and design and is
adequately installed and maintained to carry sufficient quantities of water to required
locations throughout the marijuana establishment. Plumbing will properly convey sewage
and liquid disposable waste from the marijuana establishment. There will be no cross-
connections between the potable and waste water lines.

6. Any cleaners containing toxic ingredients within the CompanyÕs facilities shall be held
and stored away from marijuana and marijuana infused products to avoid contamination
of those products.  All cleaning products containing toxics shall be properly labeled to
identify the presence of those toxics.  Likewise, any other items containing toxics shall be
similarly sequestered away from marijuana and marijuana infused products to ensure that
the maximum protection against contamination of these products is achieved.  All toxic-
containing items shall be properly labeled.

F. STORAGE AND TRANSPORTATION  

The Company shall ensure that all marijuana and marijuana infused product is transported and
stored in a manner to promote and maintain the highest level  of quality and to prevent any
damage or contamination.  The following provisions shall be followed.

1. The Company shall  ensure that  all  products  ready for  wholesale  are transported and
stored  under  ambient  environmental  conditions  that  will  provide  protection  against
chemical, microbial, and other physical contamination.

2. Containers holding finished marijuana and marijuana infused products shall be designed
to  guard  against  deterioration  of  the  finished  tested  product.  Performance  of  the
packaging with respect  to  contaminant  protection  shall  be periodically  evaluated and
changed if appropriate.

3. Pursuant to 935 CMR 500.105(3)(b)(16), the Company shall require that all vehicles and
transportation equipment used in the transportation of marijuana and marijuana infused
products  are  designed,  maintained,  and  equipped  as  necessary  to  provide  adequate
temperature control to prevent the marijuana infused products or edibles from becoming
unsafe during transportation, consistent with applicable requirements pursuant to 21 CFR
1.908(c).

4. The Company shall provide documentation to any marijuana establishment to which the
Company transfers marijuana or marijuana infused products.  This documentation will
verify the CompanyÕs compliance with the testing requirements under 935 CMR 500.160.
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�7�R�S�� �6�K�H�O�I�� �&�D�Q�Q�D�V�H�X�U�V�� �/�/�&�� ���W�K�H�� �³�&�R�P�S�D�Q�\�´���� �L�V�� �D��marijuana establishment as defined by 935 
CMR 500.002. The Company sets forth the following personnel policies pursuant to the 
�&�D�Q�Q�D�E�L�V�� �&�R�Q�W�U�R�O�� �&�R�P�P�L�V�V�L�R�Q�¶�V�� ���W�K�H�� �³�&�R�P�P�L�V�V�L�R�Q�´���� �U�H�J�X�O�D�W�L�R�Q�V���D�W�� �������� �&�0�5�� �����������������������F����������
(g). The regulations require that the marijuana establishment provide a detailed summary of 
operating policies and procedures regarding personnel and background checks. This document 
and the personnel policies and procedures described herein shall be kept in accordance with the 
record keeping provisions at 935 CMR 500.105(9) and shall be made available to the 
Commission upon request. 

 
A. STATEMENT OF INTENT AND  SCOPE 

 

The Company understands the importance of ensuring that all personnel are properly licensed 
and registered. An important part of this process is the background check. All marijuana 
�H�V�W�D�E�O�L�V�K�P�H�Q�W���D�J�H�Q�W�V���D�U�H���V�X�E�M�H�F�W���W�R���W�K�H���S�U�R�Y�L�V�L�R�Q�V���G�H�V�F�U�L�E�H�G���K�H�U�H�L�Q���D�Q�G���Z�L�W�K�L�Q���W�K�H���&�R�P�P�L�V�V�L�R�Q�¶�V��
regulations. 935 CMR 500.002 defines �³�P�D�U�L�M�X�D�Q�D���H�V�W�D�E�O�L�V�K�P�H�Q�W���D�J�H�Q�W�´��as including, �³�D���E�R�D�U�G��
member, director, employee, executive manager, or volunteer of a marijuana establishment who 
�L�V���������\�H�D�U�V���R�I���D�J�H���R�U���R�O�G�H�U���´��935 CMR 500.002 continues to define �³�H�P�S�O�R�\�H�H�´��as including, �³�D��
consultant or contractor who provides on-site services to a marijuana establishment related to 
the cultivation, harvesting, preparation packaging, storage, testing, or dispensing of  
�P�D�U�L�M�X�D�Q�D���´��These standard operating procedures shall apply to all of the above defined 
�P�D�U�L�M�X�D�Q�D���H�V�W�D�E�O�L�V�K�P�H�Q�W���D�J�H�Q�W�V���D�Q�G���H�P�S�O�R�\�H�H�V�����F�R�O�O�H�F�W�L�Y�H�O�\���U�H�I�H�U�U�H�G���W�R���K�H�U�H�L�Q���D�V���³�S�H�U�V�R�Q�Q�H�O�´���R�U��
�³�Duthorized �D�J�H�Q�W�V���´ 

 
B. REGISTRATION OF AUTHORIZED  AGENTS 

 

1. The Company must submit an application for registration for any individual which it 
wishes to employ as an authorized agent. All authorized agents shall be registered 
pursuant to requirements set forth under 935 CMR 500.030, and the Company shall 
strictly adhere to all provisions set forth under 935 CMR 500.030. Pursuant to 935 CMR 
500.030(1), the Company must ensure that all applicants: 

 
a. Are at least twenty-one (21) years old; 
b. Have not been convicted of an offense involving the distribution of controlled 

substances to minors; and 
c. Are suitable for registration consistent with the provisions of 935 CMR 500.800 and 

500.802. 935 CMR 500.800 addresses the background check suitability standard for 
licensure and registration (discussed in further detail below), while 935 CMR 500.802 
lists addition suitability standards for licensure as an authorized agent. The Company 
will always ensure that any applicants for licensure as authorized agent are in 
compliance with 935 CMR 500.802. 
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2. The Company shall submit a complete application for registration of all applicants to the 
Commission containing all of the information set forth under 935 CMR 500.030(2). This 
regulation requires that the submitted application includes the following information: 

 
a. The full name, date of birth, and address of the applicant; 
b. Any aliases used previously or currently by the applicant, including maiden names; 
c. �$���F�R�S�\���R�I���W�K�H���D�S�S�O�L�F�D�Q�W�¶�V���G�U�L�Y�H�U�¶�V���O�L�F�H�Q�V�H�����O�L�T�X�R�U���S�X�U�F�K�D�V�H���L�G�H�Q�W�L�I�L�F�D�W�L�R�Q���F�D�U�G���S�X�U�V�X�D�Q�W��

to M.G.L. c. 138 § 34B, or other verifiable identity document acceptable to the 
Commission; 

d. An attestation that the applicant will  not engage in the diversion of marijuana 
products; 

e. Written acknowledgment by the applicant of any limitations on his or her 
authorization to carry out any duties in relation to marijuana within the 
Commonwealth of Massachusetts; 

f. Relevant background information as listed under 935 CMR 500.030(2)(f); 
g. A nonrefundable fee paid by the Company; and 
h. Any other information requested by the Commission. 

 
3. As indicated above, the Company shall ensure that all provisions of 935 CMR 500.030 

are adhered to. This means that the following shall apply. 
 

a. The Company will submit to the Commission, a Criminal Offender Record 
Information (CORI) report and background check information for each applicant, 
obtained within 30 days prior to submission. 

b. The Company will  notify the Commission within twenty-four (24) hours in the event 
that an authorized agent ceases to be associated with the Company. 

c. The Company will follow all procedures to assist in the renewal of an authorized 
�D�J�H�Q�W�¶�V���U�H�J�L�V�W�U�D�W�L�R�Q���R�Q���D�Q���D�Q�Q�X�D�O���E�D�V�L�V���R�U���D�V���G�H�W�H�U�P�L�Q�H�G���E�\���W�K�H Commission. 

d. The Company will  notify the Commission within five (5) days if  an authorized agent 
�O�R�V�H�V���W�K�H�L�U���U�H�J�L�V�W�U�D�W�L�R�Q���F�D�U�G���R�U���L�I���D�Q�\���R�I���W�K�H���D�X�W�K�R�U�L�]�H�G���D�J�H�Q�W�¶�V���S�H�U�V�R�Q�D�O���L�Q�I�R�U�P�D�W�L�R�Q��
required for registration has changed. 

 
4. Pursuant to 935 CMR 500.030, the Commission will give a registration card to each 

authorized agent deemed suitable for licensure. The Company will require that all 
authorized agents keep their registration card on their person at all times that they are 
either physically on Company property or carrying out a work function related to their 
employment or work for the Company. Likewise, pursuant to 935 CMR 500.030(7), 
authorized agents shall carry their registration cards at all times while in the possession of 
marijuana and marijuana infused products. 

 
C. BACKGROUND CHECKS  

 

All applicants and authorized agents shall be subject to background checks. Pursuant to 935 
CMR 500.030(3), a representative of the Company who is registered with the Department of 
Criminal Justice Information Systems pursuant to 803 CMR 2.04: iCORI Registration shall 
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submit to the Commission, a Criminal Offender Record Information (CORI) report and other 
�E�D�F�N�J�U�R�X�Q�G�� �F�K�H�F�N�� �L�Q�I�R�U�P�D�W�L�R�Q�� �W�R�� �W�K�H�� �&�R�P�P�L�V�V�L�R�Q�� �D�V�� �D�� �S�D�U�W�� �R�I�� �W�K�H�� �L�Q�G�L�Y�L�G�X�D�O�¶�V�� �D�S�S�O�L�F�D�W�L�R�Q�� �W�R��
become and authorized agent. 935 CMR 500.101(1)(b) sets forth that each applicant for  
licensure is subject to a background check and must submit specific information to the 
Commission. Information to be submitted includes all of the information listed under Section 
(B) above as well as an authorization for the Commission to obtain a full set of fingerprints from 
the applicant or authorized agent in accordance with M.G.L. c. 94G, § 21. In addition, pursuant 
to 935 CMR 500.101(1)(b)(3), applicants and authorized agents must provide to the Commission 
as a part of their application for licensure the following information: information related to 
relevant criminal action; relevant civil action; relevant dates of past or pending legal enforcement 
actions; relevant dates of any administrative action; relevant dates of actions; and any other 
information requested by the Commission. 

 
The Company understands that pursuant to 935 CMR 500.800, the Commission has discretion to 
determine the suitability of any applicant for licensure as an authorized agent. The Company 
understands that the background checks of applicants and authorized agents play a large part in 
�W�K�H�� �&�R�P�P�L�V�V�L�R�Q�¶�V�� �G�H�W�H�U�P�L�Q�D�W�L�R�Q�� �R�I�� �V�X�L�W�D�E�L�O�L�W�\�� �I�R�U�� �O�L�F�H�Q�V�X�U�H�� �D�Q�G�� �U�H�J�L�V�W�U�D�W�L�R�Q���� �3�X�U�V�X�D�Q�W�� �W�R�� ��������
CMR 500.801(2), the Commission will consider specific conditions, offenses, violations, and 
criminal disqualifying conditions in order to determine whether an applicant or authorized agent 
is suitable for licensure. 

 
D. RECORD KEEPING  

 

The Company shall keep a personnel record for each authorized agent pursuant to 935 CMR 
500.105(9)(d). Personnel records will be kept for a minimum of one year after termination of an 
�D�X�W�K�R�U�L�]�H�G�� �D�J�H�Q�W�¶�V�� �U�H�O�D�W�L�R�Q�V�K�L�S�� �Z�L�W�K�� �W�K�H�� �&�R�P�S�D�Q�\���� �3�H�U�V�R�Q�Q�H�O�� �U�H�F�R�U�G�V�� �Z�L�O�O include all of the 
information detailed under 935 CMR 500.105(9)(d)(2). In addition, the Company shall also 
require that personnel records include the following: 

 
1. Job descriptions for the particular authorized agent including duties, authorities, 

responsibilities, qualifications, and supervision; 
2. Any organizational charts consistent with relevant job descriptions; 
3. The full name, date of birth, and address of the authorized agent; 
4. A written acknowledgement signed by the authorized agent of any limitations on their 

ability to perform any job duties; 
5. �$���F�R�S�\���R�I���W�K�H���D�X�W�K�R�U�L�]�H�G���D�J�H�Q�W�¶�V���G�U�L�Y�H�U�¶�V���O�L�F�H�Q�V�H���R�U���R�W�K�H�U���I�R�U�P���R�I���L�G�H�Q�W�L�I�L�F�D�W�L�R�Q��

acceptable by the Commission; 
6. A signed attestation that the authorized agent will not engage in the diversion of 

marijuana; 
7. Documen�W�D�W�L�R�Q���R�I���W�Z�R���R�I���W�K�H���D�X�W�K�R�U�L�]�H�G���D�J�H�Q�W�¶�V���S�U�R�I�H�V�V�L�R�Q�D�O references; 
8. Documentation relating to all required training (see Section (F) below); 
9. �$���F�R�S�\���R�I���D�Q�\���P�D�W�H�U�L�D�O�V���U�H�O�D�W�H�G���W�R���W�K�H���D�X�W�K�R�U�L�]�H�G���D�J�H�Q�W�¶�V���E�D�F�N�J�U�R�X�Q�G check; 
10. Documentation of periodic performance evaluations; and 
11. Documentation relating to any disciplinary action taken against the authorized agent. 



 

As indicated above, all personnel records and the personnel policies and procedures described 
herein shall be kept in accordance with the record keeping provisions at 935 CMR 500.105(9) 
and shall be made available to the Commission upon request. 

 
E. TRAINING  

 

All authorized agents will participate in a comprehensive training program to ensure that they 
perform their job functions safely and at the highest level. The training program is detailed in the 
�&�R�P�S�D�Q�\�¶�V��Standard Operating Procedures Regarding the Qualifications, Training, and 
Requirements of Personnel. 

 
F. PERFORMANCE EVALUATION AND DISCIPLINARY  ACTION  

 

The Company will require periodic performance evaluations to confirm that authorized agents 
can demonstrate requisite skills and knowledge. The Company will discipline and potentially 
�G�L�V�P�L�V�V���D�Q�\���D�X�W�K�R�U�L�]�H�G���D�J�H�Q�W�V���Z�K�R���Y�L�R�O�D�W�H���D�Q�\���R�I���W�K�H���&�R�P�P�L�V�V�L�R�Q�¶�V���U�H�J�X�O�Dtions or any standard, 
rule, policy, or procedure set forth by the Company. Performance evaluation and disciplinary 
�D�F�W�L�R�Q���D�U�H�� �G�L�V�F�X�V�V�H�G���L�Q���G�H�W�D�L�O���L�Q���W�K�H���&�R�P�S�D�Q�\�¶�V��Standard Operating Procedures Regarding the 
Qualifications, Training, and Requirements of Personnel. 

 
G. DIVERSION  PREVENTION  

 

The Company requires that authorized agents adhere to specific provisions designed to prevent 
the diversion of marijuana and marijuana infused products. These provisions are reviewed in 
�G�H�W�D�L�O���L�Q���W�K�H���&�R�P�S�D�Q�\�¶�V��Standard Operating Procedures Regarding the Qualifications, Training, 
and Requirements of Personnel. 

 
 

1. The Company hereby includes the following staffing plan and records in compliance 
with 935 CMR 500.105(1)(h) and 935 CMR 500.105(9). The Company will make all 
�U�H�F�R�U�G�V�� �D�Y�D�L�O�D�E�O�H�� �W�R�� �W�K�H�� �&�R�P�P�L�V�V�L�R�Q�� �X�S�R�Q�� �U�H�T�X�H�V�W���� �7�K�H�� �&�R�P�S�D�Q�\�¶�V�� �U�H�F�R�U�G�V�� �Z�L�O�O�� �E�H��
maintained in accordance with generally accepted accounting principles. The Company 
acknowledges that written personnel records are required and subject to inspection by the 
Commission. 

a. �3�X�U�V�X�D�Q�W���W�R�����������&�0�5�������������������������G�������������W�K�H���&�R�P�S�D�Q�\�¶�V���V�W�D�I�I�L�Q�J���S�O�D�Q���G�H�P�R�Q�V�W�U�D�W�H�V��
accessible business hours and safe cultivation conditions. 

i. �7�K�H���&�R�P�S�D�Q�\�¶�V���R�I�I�L�F�L�D�O���E�X�V�L�Q�H�V�V���K�R�X�U�V���V�K�D�O�O���E�H���I�U�R�P���7�%�'���E�\���7�R�Z�Q���R�I���+�X�G�V�R�Q��
ZBA. 



 

ii. Only specifically-designated management-level employees will have access to the 
�&�R�P�S�D�Q�\�¶�V�� �I�D�F�L�O�L�W�L�H�V�� �D�I�W�H�U�� �E�X�V�L�Q�H�V�V�� �K�R�Xrs. The purpose of this access is in the 
instance of a security breach or other emergency which shall be properly reported 
�W�R���W�K�H���&�R�P�P�L�V�V�L�R�Q���D�V���G�H�W�D�L�O�H�G���L�Q���W�K�H���&�R�P�S�D�Q�\�¶�V��Security Plan. 

iii.  �7�K�H���&�R�P�S�D�Q�\�¶�V���I�D�F�L�O�L�W�\���F�R�Q�G�L�W�L�R�Q�V���I�R�U���W�K�H���F�X�O�W�L�Y�D�W�L�R�Q���R�I���P�D�U�L�M�X�D�Q�D���D�U�H���V�H�W���I�R�U�W�K���L�Q��
�W�K�H�L�U�� �H�Q�W�L�U�H�W�\�� �L�Q�� �W�K�H�� �&�R�P�S�D�Q�\�¶�V��Policies and Procedures for the Cultivation of 
Marijuana. 

iv. Only Company employees who have completed all requisite trainings by 
authorized management-level employees shall participate in the cultivation 
process. 

v. Cultivation areas shall be areas of limited access. Only specifically authorized  
and trained cultivation staff shall have access to cultivation areas of limited 
access. 

b. The Company acknowledges that personnel records shall be kept in strict confidence 
in accordance with 935 CMR 500.105(9)(d). 

�‡ Pursuant to 935 CMR 500.105(9)(d)(1), personnel records shall include: job 
descriptions for each employee and volunteer position, as well as organizational 
charts consistent with the job descriptions. 

�‡ A personnel record for each marijuana establishment agent shall be kept during 
the term of employment and maintained for at least twelve (12) months following 
�W�K�H�� �L�Q�G�L�Y�L�G�X�D�O�¶�V�� �W�H�U�P�L�Q�D�W�L�R�Q�� �R�U�� �D�I�I�L�O�L�D�W�L�Rn with the Company. In accordance with 
935 CMR 500.105(9)(2), these records shall include the following information: 

�‡ 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; 

�‡ Documentation of periodic performance evaluations; 

�‡ A record of any disciplinary action taken; and 

�‡ Notice of completed responsible vendor and eight-hour related duty training. 

2. The Company maintains alcohol, smoke, and drug-free workplace policies in accordance 
with 935 CMR 500.105(1)(j). Specifically, the following shall apply: 

a. The Company shall not allow the presence or use of alcohol on its premises/property 
at any time. 

b. The Company shall not allow smoking or cigarettes on its premises/property at any 
time. 

c. The Company shall not allow the presence or use of drugs on its premises/property at 
any time. The exception to this rule would be prescription drugs that are revealed to 



 

authorized-management-level employees. Such prescription drugs shall be kept and 
stored in designated areas away from Company operations. 

3. The Company maintains all confidential information pursuant to 935 CMR 500.105(1) 
���N������ �&�R�Q�I�L�G�H�Q�W�L�D�O�� �L�Q�I�R�U�P�D�W�L�R�Q�� �V�K�D�O�O�� �E�H�� �N�H�S�W�� �L�Q�� �W�K�H�� �&�R�P�S�D�Q�\�¶�V�� �U�H�F�R�U�G�V�� �Z�K�L�F�K�� �V�K�D�O�O�� �E�H��
�P�D�L�Q�W�D�L�Q�H�G�� �D�V�� �V�H�W�� �I�R�U�W�K�� �X�Q�G�H�U�� �W�K�H�� �&�R�P�S�D�Q�\�¶�V��Record Keeping and Document Retention 
Policies and Procedures �D�Q�G�� �W�K�H�� �&�R�P�S�D�Q�\�¶�V��Policies and Procedures for Maintaining 
Financial Records. As these documents set forth, confidential information  shall  be 
stored in electronic and hard-copy formats, and only Company-authorized employees 
shall have access to any confidential information. 



TOP SHELF CANNASEURS LLC 
STANDARD OPERATION PROCEDURES REGARDING 

QUALIFICATIONS, TRAINING, AND REQUIREMENTS OF PERSONNEL 
 

�7�R�S�� �6�K�H�O�I�� �&�D�Q�Q�D�V�H�X�U�V�� �/�/�&�� ���W�K�H�� �³�&�R�P�S�D�Q�\�´���� �L�V�� �D�� �P�D�U�L�M�X�D�Q�D�� �H�V�W�D�E�O�L�V�K�P�H�Q�W�� �D�V�� �G�H�I�L�Q�H�G�� �E�\�� ��������
CMR 500.002. The Company sets forth the following personnel policies pursuant to the 
�&�D�Q�Q�D�E�L�V�� �&�R�Q�W�U�R�O�� �&�R�P�P�L�V�V�L�R�Q�¶�V�� ���W�K�H�� �³�&�R�P�P�L�V�V�L�R�Q�´���� �U�H�J�X�O�D�W�L�R�Q�V�� �D�W�� �������� �&�0�5�� ����������������������c)(7) 
(g). The regulations require that the marijuana establishment provide a detailed summary of 
operating policies and procedures regarding personnel and background checks. This document 
and the personnel policies and procedures described herein shall be kept in accordance with the 
record keeping provisions at 935 CMR 500.105(9) and shall be made available to the 
Commission upon request. 

 
A. STATEMENT OF INTENT AND  SCOPE 

 

The Company understands the importance of ensuring that all personnel are properly licensed 
and registered. An important part of this process is the background check. All marijuana 
�H�V�W�D�E�O�L�V�K�P�H�Q�W���D�J�H�Q�W�V���D�U�H���V�X�E�M�H�F�W���W�R���W�K�H���S�U�R�Y�L�V�L�R�Q�V���G�H�V�F�U�L�E�H�G���K�H�U�H�L�Q���D�Q�G���Z�L�W�K�L�Q���W�K�H���&�R�P�P�L�V�V�L�R�Q�¶�V��
regulations. 

 
Company standards are consistently met by all of its marijuana establishment agents and 
employees. 935 CMR 500.002 defines �³�P�D�U�L�M�X�D�Q�D���H�V�W�D�E�O�L�V�K�P�H�Q�W���D�J�H�Q�W�´��as including, �³�D���E�R�D�U�G��
member, director, employee, executive manager, or volunteer of a marijuana establishment who 
�L�V���������\�H�D�U�V���R�I���D�J�H���R�U���R�O�G�H�U���´��935 CMR �����������������F�R�Q�W�L�Q�X�H�V���W�R���G�H�I�L�Q�H�´���H�P�S�O�R�\�H�H�´���D�V���L�Q�F�O�X�G�L�Q�J�����³a 
consultant or contractor who provides on-site services to a marijuana establishment related to 
the cultivation, harvesting, preparation packaging, storage, testing, or dispensing of  
�P�D�U�L�M�X�D�Q�D���´��These standard operating procedures shall apply to all of the above defined 
�P�D�U�L�M�X�D�Q�D���H�V�W�D�E�O�L�V�K�P�H�Q�W���D�J�H�Q�W�V���D�Q�G���H�P�S�O�R�\�H�H�V�����F�R�O�O�H�F�W�L�Y�H�O�\���U�H�I�H�U�U�H�G���W�R���K�H�U�H�L�Q���D�V���³�S�H�U�V�R�Q�Q�H�O�´���R�U��
�³�D�X�W�K�R�U�L�]�H�G �D�J�H�Q�W�V�´�� 

 
�(�D�F�K�� �D�X�W�K�R�U�L�]�H�G�� �D�J�H�Q�W�� �Z�L�O�O�� �U�H�F�H�L�Y�H�� �D�� �&�R�S�\�� �R�I�� �W�K�H�� �&�R�P�S�D�Q�\�¶�V�� �K�D�Q�G�E�R�Rk and all standard 
operating policies and procedures that are applicable to their function in relation to the Company. 
�$�X�W�K�R�U�L�]�H�G���D�J�H�Q�W�V���Z�L�O�O���R�Q�O�\���K�D�Y�H���D�F�F�H�V�V���W�R���W�K�H���D�U�H�D�V���R�I���W�K�H���&�R�P�S�D�Q�\�¶�V���I�D�F�L�O�L�W�L�H�V���Z�K�L�F�K���U�H�O�D�W�H���W�R��
their particular job function. For instance, an authorized agent working in the back office will not 
�K�D�Y�H���D�F�F�H�V�V���W�R���W�K�H���F�X�O�W�L�Y�D�W�L�R�Q���D�U�H�D���R�I���W�K�H���&�R�P�S�D�Q�\�¶�V facilities. 

 

B. TRAINING  

All authorized agents will participate in a comprehensive training program to ensure that they 
perform their job functions safely and at the highest level. The training program will consist of 
written and online materials. All authorized agents shall have access to the training materials 
relevant to their particular job functions with the Company. The Company will also provide on- 
the-job training to authorized agents. On-the-job training will be tailored to the roles and 
�U�H�V�S�R�Q�V�L�E�L�O�L�W�L�H�V���W�R���R�I���W�K�H���M�R�E���I�X�Q�F�W�L�R�Q���R�I���H�D�F�K���D�X�W�K�R�U�L�]�H�G���D�J�H�Q�W���D�Q�G���Z�L�O�O���F�R�Q�V�L�V�W���R�I���³�V�K�D�G�R�Z�L�Q�J���´��
where a new authorized agent observes or works closely with a more veteran authorized agent. 
Additional training will include, at a minimum, laws regarding marijuana, privacy, 
confidentiality, prohibitions on harassment, safety and security, and effective interaction with 
law enforcement personnel. Authorized agents shall complete requisite initial training prior to 
performing job functions without supervision. Authorized agents shall receive a minimum of 
twenty-four hours of ongoing training annually. 



Top Shelf Cannaseurs 
Standard Operating Procedures Regarding 

Qualifications, Training, and Requirements of Personnel 

 

 

The Company will document all required training as described above. The Company will require 
a signature and a statement from each authorized agent indicating the date, time, and place that 
they received ay training as well as the topics discussed during training and the names and titles 
of any training presenters. This information will all be kept within each authorized agent 
personnel file. 

 
C. REQUIREMENTS FOR AUTHORIZED  AGENTS 

 

1. Punctuality and Attendance: Authorized agents are required to be punctual and in regular 
attendance when scheduled to carry out work for the Company. Authorized agents are 
expected to report to work as scheduled, on time, and prepared to work. Authorized 
agents must remain at work for the entire time scheduled, except for meal times, break 
times, or when authorized. If an authorized agent must be absent or tardy from work, the 
authorized agent shall notify the Company as soon as the authorized agent is aware of the 
need to be absent or tardy. 

2. Nondisclosure or Use of Trade Secrets: During employment with the Company, 
authorized agents may have access to and become familiar with confidential or 
proprietary information. Authorized agents will be required to sign a confidentiality 
agreement at the beginning of their employment. 

3. Drug and Alcohol Policy: All authorized agents are strictly prohibited from working 
under the influence of drugs or alcohol. The use of prescription medication is not 
prohibited. However, authorized agents shall notify the Company if they will be taking 
prescription �P�H�G�L�F�D�W�L�R�Q�� �R�Q�� �W�K�H�� �&�R�P�S�D�Q�\�¶�V�� �I�D�F�L�O�L�W�L�H�V�� �R�U�� �Z�K�L�O�H�� �F�D�U�U�\�L�Q�J�� �R�X�W�� �D�Q�\�� �Z�R�U�N��
functions for the Company. Otherwise, the use of drugs and alcohol is strictly prohibited 
�R�Q���W�K�H�� �&�R�P�S�D�Q�\�¶�V�� �I�D�F�L�O�L�W�L�H�V�� �D�Q�G���Z�K�L�O�H�� �F�D�U�U�\�L�Q�J���R�X�W���D�Q�\�� �Z�R�U�N���I�X�Q�F�W�L�R�Q�V���R�Q���E�H�K�D�O�I�� �R�I�� �W�K�H��
Company. Any violation of this provision will result in discipline which could include 
immediate discharge. 

 
D. PERFORMANCE EVALUATION  

 

The Company will require periodic performance evaluations to confirm that authorized agents 
can demonstrate requisite skills and knowledge. 

 
 
E. DISCIPLINARY  ACTION  

 

A violation of any other safety standard, rule, policy, or procedure of the Company may lead to 
disciplinary action, up to and including termination of the violating authorized agent. The 
Company shall document all disciplinary actions taken. 

 
F. DIVERSION  PREVENTION  

 

The Company sets forth the following provisions to prevent the diversion of marijuana and 
marijuana infused products. These provisions are applicable to all authorized agents. 



Top Shelf Cannaseurs 
Standard Operating Procedures Regarding 

Qualifications, Training, and Requirements of Personnel 

 

1. Authorized agents will be issued clear cases in which they can store personal belongings. 
Authorized agents may not bring bags, back packs, purses, or any other unauthorized 
�F�R�Q�W�D�L�Q�H�U�� �L�Q�W�R�� �W�K�H�� �&�R�P�S�D�Q�\�¶�V�� �Z�R�U�N�� �I�D�F�L�O�L�W�L�H�V���� �7�K�H�� �&�R�P�S�D�Q�\�� �Z�L�O�O�� �K�D�Y�H�� �O�R�F�N�H�U�V�� �R�U�� �D��
designated secure area where authorized agents may secure personal belongings. 

2. �7�K�H�� �&�R�P�S�D�Q�\�� �U�H�V�H�U�Y�H�V�� �W�K�H�� �U�L�J�K�W�� �W�R�� �L�Q�V�S�H�F�W�� �H�D�F�K�� �D�X�W�K�R�U�L�]�H�G�� �D�J�H�Q�W�¶�V�� �F�O�H�D�U�� �F�D�V�H�� �X�S�R�Q��
request. This measure will help to prevent any theft or diversion. In addition, the 
Company can maintain security and ensure that authorized agents are not bringing 
�X�Q�D�X�W�K�R�U�L�]�H�G���L�W�H�P�V���V�X�F�K���D�V���I�L�U�H�D�U�P�V���R�U���Z�H�D�S�R�Q�V���L�Q���W�R���W�K�H���&�R�P�S�D�Q�\�¶�V facilities. 

3. All authorized agents will wear Company-issued uniforms without pockets. Uniforms 
create a professional environment and the absence of pockets prevents employee theft of 
marijuana and other Company property. 

 
The Company shall immediately dismiss any authorized agent who has diverted marijuana or 
marijuana infused products. Any such diversion will be reported to the Commission and local 
law enforcement. The Company shall also immediately dismiss any authorized agent who has 
engaged in unsafe practices with regard to the operation of the Company. 

 
G.  

1. Pursuant to 935 CMR 500.105, the Company includes a list of anticipated positions and 
the requisite qualifications for each position. 

�‡ Manufacturing  agent- 

�‡ Four-year degree in Biochemistry or related field strongly preferred 

�‡ Two years of experience in a Lab that adheres to strict health and safety 
policies 

�‡ Past experience in a highly regulated field producing pharmaceutical or 
nutraceutical products preferred 

�‡ Effective time-management skills and ability to multi-task 

�‡ Ability to work in a fast-paced, changing and challenging environment 

�‡ Proficiency in windows-based software and point of sale applications 

2. Pursuant to 935 CMR 500.105(2), the Company shall ensure that all employees are 
trained on job specific duties prior to performing job functions. 

3. Pursuant to 935 CMR 500.102(2), the Company shall ensure that employees receive a 
minimum of eight (8) hours of ongoing training annually. 

4. Pursuant to 935 CMR 500.105(2), all current owners, managers, and employees shall 
complete the Responsible Vendor Program after July 1, 2019 and when available. 

5. All new employees shall complete the Responsible Vendor Program within 90 days of 
being hired pursuant to 935 CMR 500.105(2). 

6. Responsible Vendor Program documentation must be retained for four (4) years in 
accordance with 935 CMR 500.105(2). 



TOP SHELF CANNASEURS LLC 

DIVERSITY PLAN 

Top Shelf Cannaseurs LLC (the ÒCompanyÓ) is a marijuana establishment as defined by 935 CMR 
500.002. The Company sets forth the following diversity plan pursuant to the Cannabis Control 
CommissionÕs (the ÒCommissionÓ) regulations at 935 CMR 500.101(1)(c)(7)(k). 

A. STATEMENT OF INTENT 

The Company recognizes the importance of providing all groups with the tools and opportunities to be 
successful and leveling the playing field. The Company also values diversity throughout its 
organization. Diversity within the Company will help the Company to remain connected to people from
different backgrounds and communities. By employing people and groups of diverse perspectives, the 
Company will be able to work to better understand and meet the needs of its diverse clientele. The 
Company is specifically dedicated and committed to employing Veterans and minorities who are 
members of the local community. The Company is Veteran-owned and is very seriously considering 
Veterans and minorities for employment. The Company already has some Veteran and other minority 
candidates identified for the application process. 

The CompanyÕs Diversity Plan shall apply across all aspects of the CompanyÕs relationship with its 
marijuana establishment agents, employees, contractors, and applicants for employment. The Diversity 
Plan shall be considered in relation to recruitment, employment, promotion, placement, transfer, and 
training. The CompanyÕs Diversity Plan shall apply to the selection of applicants, employees, 
independent contractors, personnel working on company premises who are employed by temporary 
agencies, and any other persons or firms doing business for the Company. 

B. DIVERSITY PLAN 

The Company has established a diversity plan or policy (hereinafter Òthe Diversity PlanÓ) to ensure that
the Company will take active measures to hire and contract with people and groups of diverse 
backgrounds. As a Veteran-owned Company, the Company is specifically dedicated to providing 
opportunities for Veterans and minorities. 

1. Goals: Recruitment and Employee Retention and Development 

a. The Company maintains the goal of attaining 20% of its total non-executive/non- management 
staff being comprised of individuals falling into Commission-approved demographics. 
Specifically, the Company will ensure that at least 15% of its employees are Veterans and 5% of
its employees are minorities. 

b. The Company maintains the goal of increasing the number of individuals falling into 
Commission-approved demographics in management and executive positions within the 
Company. Specifically, the Company will ensure that at least 10% of its management-level and 
executive employees are Veterans and at least 5% of its management-level and executive 
employees are minorities.

c. The Company maintains the goal of increasing the number of businesses owned by individuals 
falling into Commission-approved demographics that can contract or otherwise do business as 



or with marijuana establishments. Toward this end, the Company will provide an optional 
annual entrepreneurial training made available to all of its employees with the goal of 
specifically assisting Commission-approved demographics including Veterans and minorities to 
apply for licensure from the Commission. 

2. Programs 

To meet the above-listed goals, the Company will make regular efforts to reach out to diverse groups 
and diverse populations for recruitment and to provide targeted training. Specifically, the Company 
shall: 

a. Engage in diversity networking. The Company shall connect with people of different 
backgrounds by attending events with professional organizations representing minority groups. 
Specifically, the Company shall send management-level employees to network at CannaCon or 
NECANN in Boston and The Harvest Cup in Worcester each year. (Goal A and Program A are 
not identical, please read them again). 

b. Utilize diversity job boards. The Company shall post job announcements each month through 
https://diversityjobs.com/ and https://www.pdnrecruits.com/ to find diverse candidates for 
employment. 

c. As stated above, the Company will hold at least one annual entrepreneurial training to be made 
available to all Company employees with the specific goal of assisting Commission-approved 
demographics including Veterans and minorities. The training shall be a minimum of eight (8) 
hours of training time each year. 

3. Measurements 

The Company acknowledges that in order to renew its license as a marijuana establishment, it must 
demonstrate to the Commission that the programs and strategies listed above were measurably 
successful in achieving the identified goals of the CompanyÕs Diversity Plan. The Company will keep 
and update a Diversity Plan Data Sheet, on a quarterly basis or more frequently, to showcase the 
following data below. The Company acknowledges that the progress or success of its plan must be 
documented annually upon renewal. The Company understands that renewal occurs one year from 
provisional licensure whether or not it has a final license. 

Quantitative Metrics: 

a. The number of employees that were hired, retained, and promoted that come from 

Commission-approved demographics shall be divided by the total number of 

employees to determine if the percentage goal has been met; 

b. The number of employees from Commission-approved demographics that hold 

management and executive positions within the Company shall be divided by the total number 
of management/executive positions to determine if the percentage goal has been met;  



c. c. The number of entrepreneurial trainings made available to individuals from Commission-
approved demographics, the date of each session, and a summary of the information presented 
during each session; 

d. The number of job announcements placed through https://diversityjobs.com/ and 
https://www.pdnrecruits.com/ to find diverse candidates for employment and the date of each 
placement; and 

e. The number of times and dates that the Company attended and networked at CannaCon or 
NECANN in Boston and The Harvest Cup in Worcester each year. 

Qualitative Metrics:

A breakdown and evaluation of the levels of staffing to meet the Quantitative Metric to ensure that the 
goal of hiring employees from the Commission- approved demographics is met at all levels of the 
CompanyÕs hierarchy. The Company is committed to selecting at least 10% of its management-level 
employees and executives from a list of qualified members of Commission-approved demographics. 
Specifically, the Company will ensure that 5% of its management-level employees and executives are 
Veterans and 5% of its management-level employees and executives are minorities. Similarly, the 
Company will ensure that 20% of its total non-executive/non-management staff is comprised of 
individuals falling into Commission- approved demographics The Company is committed to diverse 
staffing at all rungs in our corporate ladder. 

a. An annual analysis of the demographic makeup of identified candidates from networking events
and job diversity boards. 

b. A survey analysis of the quality of the instruction in the technical and entrepreneurial trainings 
provided by the Company. 

C. AFFIRMATIVE STATEMENTS 

1. The Company acknowledges, is aware of, and will adhere to the requirements set forth under 
935 CMR 500.105(4) which provides the permitted and prohibited advertising, branding, 
marketing, and sponsorship practices of every Marijuana Establishment. 

2. Any actions taken, or programs instituted, will not violate the CommissionÕs regulations with 
respect to limitations on ownership or control or other applicable state laws. 

3. The Company acknowledges that the progress or success of this plan, in its entirety, must be 
documented upon renewal of licensure (one year from the grant of provisional licensure, and 
each year thereafter). 


	Definitions. Certain capitalized terms used in this Agreement shall have the respective meanings set forth on Schedule B attached hereto and made a part hereof, unless otherwise expressly provided herein or unless the context otherwise requires. Cert...
	Overview. This Agreement sets forth, among other things, the manner in which the Company will be operated and the manner in which the profits and losses of the Company will be shared by the Members.

