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Community Outreach Meeting 
Attestation  Form 

Instru ctions  

Community Outreach Meeting(s) are a requirement of the application to become a Marijuana 
Establishment (ME) and Medical Marijuana Treatment Center (MTC). 935 CMR 500.101(1), 
500.101(2), 501.101(1), and 501.101(2). The applicant must complete each section of this form 
and attach all required documents as a single PDF document before uploading it into the 
application. If your application is for a license that will be located at more than one (1) location, 
and in different municipalities, applicants must complete two (2) attestation forms – one for each 
municipality. Failure to complete a section will result in the application not being deemed 
complete. Please note that submission of information that is “misleading, incorrect, false, or 
fraudulent” is grounds for denial of an application for a license pursuant to 935 CMR 500.400(2) 
and 501.400(2). 

Attesta tion 

I, the below indicated authorized representative of that the applicant, attest that the applicant has 
complied with the Community Outreach Meeting requirements of 935 CMR 500.101 and/or 935 
CMR 501.101 as outlined below: 

���� The Community Outreach Meeting was held on the following date(s):

���� At least one (1) meeting was held within the municipality where the �0�(��is��proposed to
be located.

���� At least one (1) meeting was held after normal business hours (this requirement can be
satisfied along with requirement #2 if the meeting was held within the municipality and
after normal business hours).
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4. A copy of the community outreach notice containing the time, place, and subject matter
of the meeting, including the proposed address of the ME or MTC was published in a
newspaper of general circulation in the municipality at least 14 calendar days prior to the
meeting. A copy of this publication notice is labeled and attached as “Attachment A.”

a. Date of publication:

b. Name of publication:

5. A copy of the community outreach notice containing the time, place, and subject matter
of the meeting, including the proposed address of the ME or MTC was filed with clerk of
the municipality. A copy of this filed notice is labeled and attached as “Attachment B.”

a. Date notice filed:

6. A copy of the community outreach notice containing the time, place, and subject matter
of the meeting, including the proposed address of the ME or MTC was mailed at least
seven (7) calendar days prior to the community outreach meeting to abutters of the
proposed address, and residents within 300 feet of the property line of the applicant’s
proposed location as they appear on the most recent applicable tax list, notwithstanding
that the land of the abutter or resident is located in another municipality. A copy of this
mailed notice is labeled and attached as “Attachment C.” Please redact the name of any
abutter or resident in this notice.

a. Date notice(s) mailed:

7. The applicant presented information at the Community Outreach Meeting, which at a
minimum included the following:

a. The type(s) of ME or MTC to be located at the proposed address;
b. Information adequate to demonstrate that the location will be maintained securely;
c. Steps to be taken by the ME or MTC to prevent diversion to minors;
d. A plan by the ME or MTC to positively impact the community; and
e. Information adequate to demonstrate that the location will not constitute a

nuisance as defined by law.

8. Community members were permitted to ask questions and receive answers from
representatives of the ME or MTC.
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Name of applicant: 

Name of applicant’s authorized representative: 

Signature of applicant’s authorized representative: 



�$�W�W�D�F�K�P�H�Q�W���$
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The Commonwealth of Massachusetts, William Francis Galvin  

Corporations Division  
One Ashburton Place - Floor 17, Boston MA 02108-1512   |   Phone: 617 -727-9640 

  Certificate of Organization
 (General Laws, Chapter 156C, Section 12)    Filing Fee: $500.00

Identification Number:   001844677 (number will be assigned)  

1. The exact name of the limited liability company is:  

 ACUMEN COLLECTIVE LLC

 2. The address in the Commonwealth where the records will be maintained:

Number and 
street:  

3 FARM POND PATH  

Address 2:  UNIT 2  

City or town:  MANSFIELD  State:  MA Zip code:  02048  

Country:  UNITED STATES   

 3. The general character of business (if the limited liability company is organized to render 
professional service, this form must be filed by fax, mail or in person):

 WHOLESALE, RETAIL, MANUFACTURING, MARKETING, EDUCATIONAL AND OTHER ALLOWABLE 
RELATED ACTIVITIES

4. The latest date of dissolution, if specified:  (mm/dd/yyyy)  

 

 

  5. The name and address of the Resident Agent:

Agent name:  SHANEL LINDSAY  

Number and 
street:  

3 FARM POND PATH  

Address 2:  UNIT 2  

City or town:  MANSFIELD  State:  MA Zip code:  02048  

I    SHANEL LINDSAY , 

 resident agent of the above limited liability company, consent to my appointment as the resident 
agent of the above limited liability company pursuant to G. L. Chapter 156C Section 12.

6. The name and business address of each manager, if any: 

Title Name Address

   

MA SOC   Filing Number: 202497579290     Date: 10/16/2024 8:28:04 PM



 

7. The name and business address of the person(s) in addition to the manager(s), authorized to 
execute documents to be filed with the Corporations Division, and at least one person shall be 
named if there are no managers.    

Title Name Address

SOC SIGNATORY SHANEL LINDSAY 3 FARM POND PATH MANSFIELD, MA 02048 
USA 

8. The name and business address of the person(s) authorized to execute, acknowledge, deliver and 
record any recordable instrument purporting to affect an interest in real property: 

Title Name Address

   

9. Additional matters:  

 10. This certificate is effective at the time and on the date approved by the Division, unless a 
later effective date not more than ninety (90) days from the date of filing is specified:

Later Effective Date (mm/dd/yyyy):      Time (HH:MM)     

SIGNED UNDER THE PENALTIES OF PERJURY, this 16 Day of October, 2024,  

 SHANEL LINDSAY

, Signature of Authorized Signatory.  



 
 
 

 

THE COMMONWEALTH OF MASSACHUSETTS 

 

I hereby certify that, upon examination of this document, duly submitted to me, it appears 

that the provisions of the General Laws relative to corporations have been complied with, 

and I hereby approve said articles; and the filing fee having been paid, said articles are 

deemed to have been filed with me on: 

 

 

 

 

 

WILLIAM FRANCIS GALVIN  

Secretary of the Commonwealth 

October 16, 2024 08:28 PM

MA SOC   Filing Number: 202497579290     Date: 10/16/2024 8:28:04 PM
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Maintenance of Financial Records Plan 
 

Pursuant to 935 CMR 500.000, company records will be available for inspection by the 
Commission, upon request. All financial records will be maintained in accordance with 
generally accepted accounting principles. Our company will maintain the following 
written records that are required and subject to inspection: 
 

1.1.1. The company will maintain business financial records, which shall include 
manual or computerized records of:  

1.1.1.1. Assets and liabilities. 
1.1.1.2. Monetary transactions. 
1.1.1.3. Books of accounts, which shall include journals, ledgers, and supporting 

documents, agreements, checks, invoices, and vouchers 
1.1.1.4. Sales records including the quantity, form, and cost of marijuana 

products; and 
1.1.1.5. Inventory records as required by 935 CMR 500.105(8) and as outlined in 

the General Record Keeping section of our standard operating 
procedures. 

1.2. The company shall fully comply with 830 CMR 62C.25.1: Record Retention and DOR 
Directive 16-1 regarding recordkeeping requirements. 
 

1.3. Our point of sale systems and software are configured to separate accounting practices 
for marijuana products from non-marijuana products. 
 

1.4. Our Marijuana Delivery Operator establishment (MDO) is not co-located with a medical 
dispensary and has no obligation to maintain an adequate supply of marijuana and 
marijuana products under 935 CMR 500.140(10) and 935 CMR 500.140(6). 

 
1.4.1. General 

1.4.1.1. We are prohibited from utilizing software or other methods to manipulate 
or alter sales data. 

1.4.1.2. We will conduct a monthly analysis of equipment to determine that no 
software has been installed that could be utilized to manipulate or alter 
sales data. 

1.4.1.3. A record that this monthly analysis has been performed shall be 
maintained by us and made available to the Commission upon request. 

1.4.1.4. Should such analysis determine that software or other methods have been 
installed or utilized to manipulate or alter sales date, Senior management 
will immediately disclose this information to the Commission, and 
cooperate in any investigation, and take such other action directed by the 
Commission. 
 

1.4.2. Inventory records include: 
1.4.2.1. Shipping manifests 
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1.4.2.2. Delivery and unpacking video recordings 
1.4.2.3. Daily sales stock withdrawal and return reports 
1.4.2.4. Weekly inventory reports 
1.4.2.5. Product return reports 

1.4.3. Salary and wages paid to each employee, stipends paid to each board member, 
and any executive compensation, bonus, benefit, or item of value paid to any 
individual affiliated with a Marijuana Establishment, including members of the 
nonprofit corporation, if any.  

1.4.4. All financial transactions and accounts will be entered into a proprietary 
accounting software by a bookkeeper specifically employed for the purpose. 

1.4.5. The accounting software used will provide security and backup capabilities in 
accordance with 935 CMR 500.000 and the company security plan. 

1.4.6. Daily sales reports will be generated by the bookkeeper and stored both digitally 
and as a hard copy in the records cabinet. 

1.4.7. The accounts will be reviewed monthly by a licensed CPA. 
1.4.8. The point of sale system software will automatically transfer all sales 

transactions to our accounting system for reconciliation by the bookkeeper. 
1.4.9. The warehouse manager will generate a sales report from the point of sale system 

at the conclusion of each day. This report should be digitized and a hard copy 
stored in the records cabinet 

1.4.10. Expense records 
1.4.10.1. warehouse managers and senior management may be provided with a 

company debit card and/or check-signing authorization. A receipt must 
be obtained and presented to the bookkeeper for all expenses paid 
through these means 

1.4.10.2. Documentation supporting business expenses such as statements and 
invoices, details of cash payments, receipts and the like must be securely 
stored in the records cabinet and presented to the bookkeeper for entry 
into the accounting software. 

1.4.11. Contracts and Agreements �± the company will likely enter into a number of 
contracts and agreements with the host municipality, service providers, financial 
institutions, property owners etc. Such contracts and agreements include, but are 
not limited to; 

Sales and Purchase agreements 
Loan agreements 
Rental agreements 
Lease agreements 
Franchise agreements 
Sale and lease back agreements 
Trading agreements with suppliers 
Insurance policies 
Legal documentation 
All such documentation must be digitized and a hard copy stored in the 
records cabinet. 
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1.4.12. Other documents may include; 
Deposits with utility companies 
Contracts with telecommunications companies 
Business registration documents and certificates 
Business licensing documents 
Surety bonds 
Tax records 
 

 All such documentation must be digitized and a hard copy stored in the records cabinet. 
 

 
 



Personnel Policies : Delivery  Company  
 
 
Personnel Records of our Marijuana Establishment must be available for inspection by the 
Commission, on request. Personnel records shall be securely and confidentially maintained in 
either a password-protected electronic format, or in a locked, secured storage space if in 
physical format. These personnel records shall include: 

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

2. A personnel record for each marijuana establishment agent. Such records shall be 
maintained for at least 12 months after termination of the individual's affiliation with the 
marijuana establishment and shall include, at a minimum, the following: 

a. All materials submitted to the commission pursuant to 935 CMR 500.030(2); 
b. Documentation of verification of references; 
c. The job description or employment contract that includes duties, authority, 

responsibilities, qualifications, and supervision; 
d. 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; 

e. Documentation of periodic performance evaluations; 
f. A record of any disciplinary action taken; and 
g. Notice of completed responsible vendor and eight-hour related duty training. 

3. A staffing plan that will demonstrate accessible business hours and safe operations 
conditions; 

4. Personnel policies and procedures; and 
5. All background check reports obtained in accordance with M.G.L c. 6 § 172, 935 CMR 

500.029, 935 CMR 500.030, and 803 CMR 2.00: Criminal Offender Record Information 
(CORI). 

 
SUMMARY PERSONNEL POLICIES  
 
Company �V�K�D�O�O���F�R�P�S�O�\���Z�L�W�K���W�K�H���8�6���'�H�S�D�U�W�P�H�Q�W���R�I���/�D�E�R�U�¶�V���)�D�L�U���/�D�E�R�U���6�W�D�Q�G�D�U�G�V���$�F�W���D�Q�G���D�Q�\��
other local, State, or Federal laws and regulations. 
 
PRIORITY HIRING & PROMOTIONS: Company will grant priority hiring status to established 
Massachusetts residents, particularly those residing in ADIs and the host municipality, and will 
be working to provide job opportunities to those demographics specifically stated by the 
Commission in the regulations as areas of disproportionate impact and as detailed in the 
Company Positive Impact Plan and the Diversity Plan. Company shall give priority application 
status for new hires, as well as priority status for company promotions, to applicants & 
employees from those listed demographics, however, these factors shall not be determinative 
and shall not prevent the Company from hiring the most qualified applicants and complying with 
all Massachusetts anti-discrimination and employment laws. 



 
ACCOMODATIONS FOR DIFFERING ABILITIES : Company is committed to complying with or 
exceeding expectations in the Americans with Disabilities Act and any local, state, and federal 
laws prohibiting discrimination in employment against qualified individuals with differing abilities. 
The Company will strive to provide reasonable accommodations requested by any employee 
with a disability who is otherwise able to perform essential functions of their job, or to provide 
adequate alternative accommodations (so long as that accommodation does not result in undue 
hardship on the Company, or pose a threat to the health and/or safety of the employee or 
coworkers). 
 
STATE REGISTRATION of MARIJUANA ESTABLISHMENT AGENTS:  All employees of 
Company shall meet suitability requirements outlined in the State regulations, including all 
background checks and CORI as required by the Commission, and shall before employment 
start date be registered as a Marijuana Establishment Agent. All agent registrations shall be 
renewed annually. No employee shall be permitted to work without having a valid Agent 
Registration Card. 
 
COMPANY TRAINING: All registered marijuana establishment agents under Company employ 
will be required to complete all necessary trainings related to job functions prior to beginning 
work on the floor, and training shall be tailored to the roles & responsibilities of each specific job 
function. At time of hire all employees will be required attend a company orientation to cover all 
aspects of the employee operations, individual employee expectations, details on security and 
compliance, and will receive on-site facility training for specific positions. Company employees 
will be required to receive training, which will include important Company operational 
information and procedures, as well as a core-curriculum of Cannabis Education seminars 
tailored toward creating a safe, compliant facility with the most knowledgeable staff in the MA 
cannabis industry. All employees will receive a minimum of 8 hours of on-going training annually 
to remain current with all advancements in State regulations, SOR policy, cannabis science and 
the evolving market, facility operations, and job site safety. 
 
STATE CERTIFICATIONS:  Employees will be required to undergo and pass any & all State-
mandated certification training classes for job safety and equipment operation, and where 
applicable, will undergo state certifications for the safe handling of food and/or the application of 
fertilizers and pesticides, and will maintain annual trainings and re-certifications. 
 
RESPONSIBLE VENDOR TRAINING: All owners, managers, and employees will be required to 
successfully complete such training. All new hires will be required to attend and successfully 
�F�R�P�S�O�H�W�H���W�K�H���5�H�V�S�R�Q�V�L�E�O�H���9�H�Q�G�R�U���7�U�D�L�Q�L�Q�J�����L�Q���F�R�P�S�O�L�D�Q�F�H���Z�L�W�K���W�K�H���³�&�H�U�W�L�I�L�F�D�W�L�R�Q���7�U�D�L�Q�L�Q�J��
�3�U�R�J�U�D�P���6�W�D�Q�G�D�U�G�V�´���D�Q�G���W�R���L�Q�F�O�X�G�H���D�W���P�L�Q�L�P�X�P���W�K�H���³�&�H�U�W�L�I�L�F�D�W�L�R�Q���7�U�D�L�Q�L�Q�J���&�O�D�V�V���&�R�U�H��
�&�X�U�U�L�F�X�O�X�P�´���Z�L�W�K�L�Q���������G�D�\�V���R�I���V�W�D�U�W���G�D�W�H�����D�Q�G���D�O�O���H�P�S�O�R�\�H�H�V���Z�L�O�O���E�H���U�H�T�Xired to attend and 
successfully complete the Responsible Vendor Training on a yearly basis thereafter. 
 
UNIFORMS & ID BADGES : All registered agent employees will wear clearly identifiable 
Company uniforms if available during all shifts, and will be required to wear a photo-ID agent 



badge at all times while on shift. All employees will also be required to be in possession of the 
State-issued Agent Registration Card at all times while on shift. Uniforms shall be kept clean 
and generally free from wrinkles, stains, rips or tears. When not on shift, employees should 
make a best-faith effort to keep all uniforms and agent badges securely stored so as to prevent 
theft; loss or theft of any uniform or badges shall be reported to Company management 
immediately, and an Incident Report will be filed with the CCC. 
Uniforms or any other clothing bearing the Company logo shall not be worn in public outside of 
the facility or other lawful event except for the actual time it takes the employee to travel to and 
from their work shift and in which case the uniform must be sufficiently covered to fully conceal 
any Company logos. 
 
EMPLOYEE SAFETY: All employees shall be sufficiently trained at hire in all State-mandated 
safety protocol and/or the operation of any equipment and machinery as is related to job 
functions, and will receive annual update trainings. Facility shall be designed and safety 
procedures implemented to prevent employee injury or unnecessary employee strain that may 
lead to injury. It is the responsibility of each employee to conduct all tasks in a safe and efficient 
manner complying with all safety and health regulations and any other specific job-related safety 
concerns. Employees are required to report any accident, job-related injury, or any other such 
incident to their supervisor immediately. Engaging in any behavior that fails to comply with 
company safety policies or any laws and regulations, and/or that directly or indirectly 
causes hazardous conditions or otherwise places persons or property at risk, shall be subject to 
immediate Corrective Action. 
 
PERSONAL HYGIENE & CLEANLINESS:  All Company employees will be required to maintain 
a sufficient level of personal hygiene and cleanliness so as not to compromise the safety and 
quality of the cannabis products worked with. All employees will be required to conform to 
certain sanitary practices while on duty including but not limited to washing hands thoroughly 
and sanitizing prior to starting work and at any time that hands may become contaminated. 
Employees will be encouraged to use best practices to limit personal contamination of cannabis 
products. Employees should appear presentable and ready to represent Company 
professionally to our guests. 
 
PUNCTUALITY & ATTENDANCE:  All Company employees will be required to arrive for their 
shifts on-time and as scheduled, in uniform and with all required identification, and work all 
shifts as scheduled. Staff schedules can be flexible and tailor-arranged with management as 
needed, but staff will be expected to work weekdays, weekends, and some holidays. 
Eligible employees will receive benefits of Vacation Time, Medical Leave, and Personal Days. 
Employees will be required to coordinate in advance with scheduling Management to formally 
request a specific day(s) off or for vacation time. Periods of extended leave for medical or other 
personal reasons shall be coordinated between the employee, scheduling Management, and 
the Human Resources department. Sick time may be used at any time in the case of an 
emergency or sudden onset of illness. Any absences due to illness or injury that qualify under 
�W�K�H���)�D�P�L�O�\���D�Q�G���0�H�G�L�F�D�O���/�H�D�Y�H���$�F�W���V�K�D�O�O���Q�R�W���F�R�X�Q�W���D�J�D�L�Q�V�W���W�K�H���H�P�S�O�R�\�H�H�¶�V���D�W�W�H�Q�G�D�Q�F�H�����P�H�G�L�F�D�O��
documentation may be required). 



Patterns or excessive occurrences of absenteeism or tardiness may result in Corrective Action. 
Failure to appear for a scheduled shift without prior arrangement or calling-in to report the 
�D�E�V�H�Q�W�H�H�L�V�P���V�K�D�O�O���E�H���F�R�Q�V�L�G�H�U�H�G���D���³�1�R-Call No-�6�K�R�Z�´���D�Q�G���Z�L�O�O���U�H�V�X�O�W���L�Q���L�P�P�H�G�L�D�W�H���&�R�U�U�H�F�W�L�Y�H��
Action, including possible termination. Three consecutive shifts of No-Call No-Show shall be 
�F�R�Q�V�L�G�H�U�H�G���M�R�E���D�E�D�Q�G�R�Q�P�H�Q�W���D�Q�G���W�K�H���H�P�S�O�R�\�H�H�¶�V���Y�R�O�X�Q�W�D�U�\���U�H�V�L�J�Q�D�W�L�R�Q���R�I���H�P�S�O�R�\�P�H�Q�W�� 
 
CELL PHONES: Cell Phones will be permitted within the Company facility. All employees will be 
required to maintain responsibility for phones on person, stored in employee lockers or in the 
�H�P�S�O�R�\�H�H�¶�V���Y�H�K�L�F�O�H�����$�W���D�E�V�R�O�X�W�H�O�\���Q�R���W�L�P�H���P�D�\���S�L�F�W�X�U�H�V�����Y�L�G�H�R�����O�L�Y�H���V�W�U�H�D�P�V�����R�U���D�Q�\���R�W�K�H�U���V�X�F�K��
recording be taken of the interior workings of the facility where cannabis is stored, dispensed, or 
otherwise handled. 
 
PROFESSIONALISM: Company expects respectful communication, cooperation, teamwork, 
and full participation from all employees. Every employee will have the responsibility to treat 
others with dignity and respect at all times, and for that level of professionalism to be exhibited 
during all work hours, at work functions, at industry events, and at any other time that the 
employee may be directly or indirectly representing the Company. Employees are prohibited 
from making public statements about Company, Company Policy, Management, other 
employees, customers, or any other licensed cannabis establishment that is derogatory or 
�G�H�I�D�P�D�W�R�U�\���L�Q���Q�D�W�X�U�H�����7�K�L�V���S�R�O�L�F�\���D�S�S�O�L�H�V���W�R���D�Q�\���H�P�S�O�R�\�H�H�¶�V���6�R�F�L�D�O���0�H�G�L�D���S�R�V�W�V�� 
Company is committed to cultivating a culture of diversity and inclusion in the Cannabis 
Industry. We will hold a Zero-Tolerance policy for behavior that is considered discriminatory or 
bullying based on Race, Nationality, Religion, Gender, Identity, Sexual Orientation, Age, or 
Differing Ability. Company will hold a Zero-Tolerance policy for behavior that is considered 
Sexual Harassment or Assault. Company has a Zero-Tolerance policy for any work-place 
Violence or threat of violence toward other employees, vendors, and/or customers. Any 
employee positively identified in the engagement of any such behaviors shall be subject to 
immediate Corrective Action, including potential termination of employment. 
 
EMPLOYEE RELATIONSHIPS : Company employees will be required to adhere to a strict code 
of conduct regarding inter-personal relationships while on shift, providing for a work environment 
where employees maintain clear boundaries between personal and business interactions in 
order to effectively conduct all job functions and enhance productivity. While nothing in this 
policy prevents friendships or romantic relationships between co-workers, or the hiring of 
immediate family members, employees in managerial roles may present a Conflict of Interest if 
romantically involved with or immediately related to any employee under which there is a direct-
reporting relationship. No part of this policy shall preclude or interfere with the rights of 
employees protected by the National Labor Relations Act or any other applicable statute. 
 
CONFLICTS OF INTEREST: Company employees shall be permitted to be gainfully employed 
in addition to and outside of Company so long as there is not Conflict of Interest, such as but not 
limited to: 
�‡���(�P�S�O�R�\�P�H�Q�W���Z�L�W�K���R�U���&�R�Q�V�X�O�W�D�Q�W���W�R���D��Company competitor or potential competitor, supplier, or 
contactor; 



�‡���6�H�U�Y�L�Q�J���D�V���D���%�R�D�U�G���P�H�P�E�H�U���I�R�U���D�Q�R�W�K�H�U���O�L�F�H�Q�V�H�G���&�D�Q�Q�D�E�L�V���H�V�W�D�E�O�L�V�K�P�H�Q�W�� 
�‡���2�Z�Q�L�Q�J���R�U���K�D�Y�L�Q�J���F�R�Q�W�U�R�O�O�L�Q�J���L�Q�W�H�U�H�V�W���L�Q���D�Q�\���R�W�K�H�U���O�L�F�H�Q�V�H�G���&�D�Q�Q�D�E�L�V���H�V�W�D�E�O�L�V�K�P�H�Q�W���R�U���L�Q���D�Q�\��
company actively pursuing State licensing for a Cannabis establishment; 
�‡���:�R�U�N�L�Q�J���I�R�U�����F�R�Q�V�X�O�W�L�Q�J���I�R�U�����R�U���V�H�U�Y�L�Q�J���D�V���D���%�R�D�U�G���P�H�P�E�H�U���I�R�U���D�Q�\���F�R�P�S�D�Q�\���L�Q�Y�R�O�Y�H�G���Z�L�W�K���W�K�H��
State Responsible Vendor Program; 
�‡���$�Q�\���R�W�K�H�U���S�R�V�L�W�L�R�Q���R�U���D�F�W�L�Y�L�W�\���W�K�D�W���P�D�\���L�P�S�D�L�U�����R�U���V�H�H�P���W�R���L�P�S�D�L�U�����W�K�H���H�P�S�O�R�\�H�H�¶�V���D�E�L�O�L�W�\���W�R���P�D�N�H��
objective and fair decisions when performing their jobs. 
No employee shall accept any gifts, discounts, services, or favors from any customer, supplier, 
vendor, or competitor unless such promotion was made available to all Company employees 
and as authorized by Management. 
 
SOCIAL MEDIA : Employees are asked to keep their professional and personal lives as 
separate as possible in regards to public Social Media postings, and to exercise caution when 
sharing any information related to the Company. Employees may share official Company Social 
Media posts or links to the Company website, but are prohibited from making any social media 
posts that make statements implying the individual speaks on behalf of or in any other way 
claims to represent Company without express authorization by the Company. Employees may 
not post, comment, or otherwise publicly speak to any Company prices, policy, plan, protocol, or 
procedure. Any post made about any Company product or other job-related matters must 
expressly state that it is �W�K�H���H�P�S�O�R�\�H�H�¶�V���V�R�O�H���R�S�L�Q�L�R�Q���D�Q�G���G�R�H�V���Q�R�W���U�H�S�U�H�V�H�Q�W���W�K�H���Y�L�H�Z�V���R�I���W�K�H��
Company. Employees are expressly prohibited from sharing any photos, videos, live streams, or 
any other such recording of any part of the facility or cannabis plants or products in any stage of 
processing or manufacturing, storage, or distribution. Employees are expressly prohibited from 
sharing any photos, videos, live streams, or any other such recording where the employee or 
any other person is shown to be wearing the Company Uniform and/or ID badge. Employees 
�D�U�H���H�[�S�H�F�W�H�G���W�R���H�[�W�H�Q�G���W�K�H�L�U���E�H�K�D�Y�L�R�U���R�X�W�O�L�Q�H�G���L�Q���W�K�H���D�E�R�Y�H���V�H�F�W�L�R�Q���³�3�U�R�I�H�V�V�L�R�Q�D�O�L�V�P�´���W�R���W�K�H�L�U��
social media interactions with other employees, customers, industry acquaintances, and other 
MA cannabis establishments or their agents. 
 
WEAPONS BAN : No Company employee may carry on their person while at work any weapons 
of any kind. State law expressly prohibits any registered cannabis agent from carrying a firearm 
while on shift or from having a firearm on premises or in any transport vehicle. Company has a 
zero-tolerance policy for carrying concealed weapons and evidence of such shall result in 
immediate Corrective Action, which may include termination of employment. 
 
SMOKE, DRUG, & ALCOHOL -FREE WORKPLACE : All of the Company facilities and 
properties will be a Smoke, Drug, and Alcohol -free workplace. No employee shall be permitted 
to consume any marijuana or marijuana product, alcohol, or tobacco products while on the 
premises, or off-site prior to or during their work shift. The use of tobacco on the premises will 
result in Corrective Action; Consuming cannabis or alcohol on the premises, either before, 
during, or after the work shift, or off shift, will result in immediate dismissal. 
Company reserves the right to request any employee Drug Screening for illicit substances. 
 



CORRECTIVE ACTION: All employees are expected to understand and abide by all Company 
rules and policies, and to perform their job functions to the standards and expectations set forth 
in the job description. Company will implement the use of progressive Corrective Action to 
address issues of poor job performance and/or misconduct designed to provide a process to 
improve and prevent the recurrence of the undesired performance or conduct. The Corrective 
Action plan will consist of multiple steps; however, the Company may combine or 
skip steps based on the facts of each situation, the nature/severity of the offense, and the 
�H�P�S�O�R�\�H�H�¶�V���K�L�V�W�R�U�\���R�I���F�R�U�U�H�F�W�L�Y�H���D�F�W�L�R�Q�� 
1. Verbal Warning(s) 
2. Written Warning(s) 
3. Final Written Warning 
4. Suspension without Pay 
5. Termination of Employment 
Steps for Corrective Action may be carried out by authorized Management and/or Human 
Resources officer as applicable. 
 
CAUSE FOR IMMEDIATE DISMISSAL:  All new hires will be instructed on Security protocol and 
grounds for immediate dismissal in the Company Orientation, and it will be detailed in the 
Employee Handbook. All employees will be required to sign documentation that they have been 
made aware of these conditions. Employees shall be subject to immediate dismissal in the 
event of: 
�‡���&�R�Q�V�X�P�L�Q�J��unsanctioned marijuana, alcohol, or other drugs on premises, either on or off shift. 
�‡���$�U�U�L�Y�L�Q�J���W�R���Z�R�U�N���L�P�S�D�L�U�H�G���E�\���P�D�U�L�M�X�D�Q�D�����D�O�F�R�K�R�O�����R�U���R�W�K�H�U���G�U�X�J�V�����Z�K�H�W�K�H�U���R�U���Q�R�W���F�R�Q�V�X�P�S�W�L�R�Q��
took place off premises. 
�‡���,�Q�Y�R�O�Y�H�P�H�Q�W���L�Q���W�K�H���'�L�Y�H�U�V�L�R�Q���R�I���0�D�U�L�M�X�D�Q�D���R�U���0�D�U�L�M�X�D�Q�D���3�U�R�G�X�F�W�V���I�U�R�P��Company, or in the 
manipulation of inventory records, tracking software, or product labeling/packaging with the 
intent on diverting marijuana or marijuana products, which shall be reported to the Commission 
and to Law Enforcement. 
�‡���(�Q�J�D�J�H�P�H�Q�W���L�Q���X�Q�V�D�I�H���S�U�D�F�W�L�F�H�V���Z�L�W�K���U�H�J�D�U�G���W�R���W�K�H���R�S�H�U�D�W�L�R�Q���R�I���W�K�H���H�V�W�D�E�O�L�V�K�P�H�Q�W���D�Q�G���R�U��
employee safety, which shall be reported to the Commission. 
�‡���%�H�K�D�Y�L�R�U���W�K�D�W���S�R�V�H�V���L�P�P�H�G�L�D�W�H���U�L�V�N���W�R���W�K�H���S�H�U�V�R�Q�D�O���V�D�Iety of, or which may be considered 
malicious harassment, discrimination, violence, or threat toward, or any unsolicited sexual 
advances or assault on, any other Company employee(s) or customer(s), which shall be 
reported to the Commission and, in the case of a criminal act, to local Law Enforcement. 
�‡���&�R�Q�Y�L�F�W�L�R�Q���R�U���J�X�L�O�W�\���S�O�H�D���L�Q���W�K�H���F�D�V�H���R�I���I�H�O�R�Q�\���G�U�X�J���R�I�I�H�Q�V�H���L�Q�Y�R�O�Y�L�Q�J���G�L�V�W�U�L�E�X�W�L�R�Q���R�I���F�R�Q�W�U�R�O�O�H�G��
substances, or in the transport of any controlled substance and/or alcohol to a person under 21 
years of age. 
�‡ Carrying a firearm while on shift. 
�‡���(�Y�L�G�H�Q�F�H���R�I���W�K�H�I�W���R�I���R�U���X�Q�D�X�W�K�R�U�L�]�H�G���S�R�V�V�H�V�V�L�R�Q���R�I���D�Q�\���F�R�P�S�D�Q�\���S�U�R�S�H�U�W�\���R�U���W�K�H���S�U�R�S�H�U�W�\���R�I��
other employees/customers. 
�‡���(�Y�L�G�H�Q�F�H���R�I���7�K�H�I�W���R�I���+�R�X�U�V�����I�D�O�V�L�I�L�H�G���W�L�P�H�V�K�H�H�W�V�����R�U���D�O�W�H�U�D�W�L�R�Q���R�I���D�Q�\���R�W�K�H�U���O�H�J�D�O���G�R�F�X�P�H�Q�W���I�R�U��
the purposes of defrauding the Company 



Recordkeeping procedures 
 

i. Pursuant to 935 CMR 500.000, company records will be available for inspection 
by the Commission, upon request.  

ii. The following business records shall be properly maintained: 
1. Assets and liabilities; 
2. Monetary transactions 
3. Books of accounts; 
4. Sales records; and 
5. Salary and wages paid to each employee. 

 
iii.  The company will maintain these and the following written records that are 

required and subject to inspection, as well as any additional documentation that it 
may be directed to record by the Commission: 
 

iv. Written Operating Procedures as required by 935 CMR 500.105 (1) The duty 
manager has copies of the company operating procedures. 

a. It is the responsibility of all employees to carefully read, 
understand and follow these operating procedures. 

b. All employees are responsible for ensuring that these operating 
procedures are followed.  

c. Any deviation from standard operating procedures must be 
authorized by the duty manager or your immediate supervisor. 

d. These operating procedures will be revised from time-to-time 
and minor adjustments will likely be made. All revisions will be 
carefully noted and the operating procedures manual updated. 

e. Any material changes will be communicated to the Commission 
f. Inventory records as required by 935 CMR 500.105(8);  

 
v. Inventory records include: 

a. Shipping manifests 
b. Delivery Manifests 
c. Delivery and unpacking video recordings 
d. Daily sales stock withdrawal and return reports 
e. Weekly inventory reports 
f. Product return reports 

2. Shipping manifests - All deliveries will be accompanied by a shipping 
manifest. Once this document has been used to verify the shipment it 
must be scanned for digital storage and the original placed in the 
appropriate ring binder and stored in the records cabinet. 

3. Delivery and unpacking video recordings - All deliveries will be 
recorded using a hand-held video recorder. These recordings will be 
transferred to digital storage medium, clearly labelled with the date and 
manifest number(s) and stored in the records cabinet. Any and all 
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variances from the manifest must be reported in accordance with 
standard operating procedures. 

4. Daily sales stock withdrawal and return reports - Each day, items will be 
removed from the main storage vault and placed in the counter area for 
sale. These items will be carefully recorded at the time of withdrawal. 
Unsold sales stock will be recorded on the same sheet when returned to 
the storage vault each evening. 

a. If, during the course of the day, additional items must be 
withdrawn from the storage vault, they too will be added to the 
withdrawal report and accounted for upon the return of sales 
stock to the storage vault. 

b. Any and all variances must be reported in accordance with 
standard operating procedures. All inventory records are to be 
digitized and a hard copy kept in the records cabinet. 

5. Weekly inventory reports - Each week, the duty manager, together with 
another licensed employee will conduct an inventory of all goods in the 
storage vault. Any and all variances must be reported in accordance with 
standard operating procedures. All inventory records are to be digitized 
and a hard copy kept in the records cabinet. 

6. Seed-to-sale tracking records for all marijuana products as required by 
935 CMR 500.105(8)(e);  

7. The company uses a proprietary Seed-to-sale tracking software that 
allows cultivators, manufacturers, retailers, the Commission and others 
to quickly and easily track marijuana and marijuana products from 
propagation to sale. 

8. Our establishment receives marijuana, and marijuana products in pre-
packed, shelf-ready packaging. 

9. Once goods are delivered and manifests verified, all products - each 
individual unit for sale - must be entered into the Seed-to-sale tracking 
software in order to maintain an unbroken chain of custody. 

10. All goods pertaining to a specific manifest will be entered into the 
system as a batch. Where applicable, a report pertaining to these items 
will be generated on the seed-to-sale software, printed out, and securely 
attached to the manifest and stored in accordance with section 2 (b) of 
this operating procedure. 
 
 

vi. Personnel records:  
1. All personnel files are to be stored in the records cabinet 
2. The employee handbook contains a job description for each employee 

and volunteer position in the company. A signed copy of the relevant job 
description for each employee will also be kept in the individual 
personnel record of each employee. 
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3. The company organizational chart will be clearly posted in the office 
area but may also be found the operations manual and employee 
handbook. 

4. A personnel record for each marijuana establishment agent shall be 
�P�D�L�Q�W�D�L�Q�H�G���I�R�U���D�W���O�H�D�V�W���������P�R�Q�W�K�V���D�I�W�H�U���W�H�U�P�L�Q�D�W�L�R�Q���R�I���W�K�H���L�Q�G�L�Y�L�G�X�D�O�¶�V��
affiliation with the Marijuana Establishment and shall include, at a 
minimum, the following: 

a. all materials submitted to the Commission pursuant to 935 CMR 
500.030(2);  

b. documentation of verification of references; the job description 
or employment contract that includes duties, authority, 
responsibilities, qualifications, and supervision  

c. 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;  

d. documentation of periodic performance evaluations;  
e. a record of any disciplinary action taken. 
f. notice of completed responsible vendor and eight-hour related 

duty training. 
g. records of any health and safety related incidents 

5. A staffing plan that will demonstrate accessible business hours and safe 
cultivation conditions for the current and following week will be clearly 
posted in the office area. A copy of each staffing plan will be stored for 
future reference in the appropriate ring binder in the records cabinet. 
 

vii. Personnel policies and procedures 
1. All personnel policies and procedures are clearly outlined in the 

employee handbook, a copy of which is available to all employees. 
2. Certain specialized procedures are contained in the security plan. 
3. All new employees will be required to read the employee handbook and 

security plan, undergo basic security training and sign a document 
acknowledging receipt of each and all of these elements. This 
acknowledgement will be stored with their individual personnel record. 

4. All personnel files are to be stored in the records cabinet 
5. All employees will be subject to a state-mandated background check. 

Background check reports obtained in accordance with 935 CMR 
500.030 will be digitized and a hard copy placed into the individual 
personnel records 

6. All records of waste disposal must be maintained pursuant to 935 CMR 
500.105(12). 

7. All waste records should be maintained for at least three years. 
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8. In the course of normal operations small amounts of marijuana waste 
may be generated from (for example) broken packaging, or customer 
returns. All marijuana waste must be disposed of in accordance with 935 
CMR 500.105 (12). 

9. All marijuana waste will be placed in a ziplock bag and deposited into 
the locked disposal container for inventory at the end of the day. Each 
item for disposal must be weighed, recorded, and entered into the 
�L�Q�Y�H�Q�W�R�U�\���U�H�F�R�Q�F�L�O�L�D�W�L�R�Q���U�H�S�R�U�W���L�Q���D�F�F�R�U�G�D�Q�F�H���Z�L�W�K���W�K�H���F�R�P�S�D�Q�\�¶�V��
security plan. 

10. The items disposed of and recorded in the inventory reconciliation report 
must also be entered in the Metrc seed-to-sale tracking software to 
ensure the completion of an unbroken chain of custody. 

11. At least two licensed marijuana agents must witness and document this 
process. 

12. Such documentation shall be retained for a minimum of three years or 
longer if so directed by the Commission. 

 
viii.  Security Device Log 

1. The issue and return of all security devices such as swipe cards, keys, 
codes and combinations must be noted in the security device log. 

2. Employees acknowledge the receipt or return of such devices by signing 
this log. 

3. Recording the issue and return of all security devices is the responsibility 
of the duty manager or senior management as required in the security 
plan. 

4. The issue of security devices may only be authorized by the duty 
manager or senior management as required in the security plan. 

5. The issue of codes and combinations is acknowledged by signing the 
relevant entry in the security device log. On NO account may the actual 
code or combination be noted or written down, either in the security 
device log or elsewhere. See the security plan for additional details. 
 

ix. Following closure of a Marijuana Establishment, all records will be kept for at 
least two years at the expense of our Marijuana Establishment and in a form and 
location acceptable to the Commission. 
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