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Updated February 1, 2017 – See Guidance 

Medical Marijuana Dispensary Permit Application 

You may apply for one dispensary permit in this application for any of the medical marijuana regions 
listed below. A separate application must be submitted for each primary dispensary location sought by 
the applicant. Please see the Medical Marijuana Organization Permit Application Instructions for a table 
of the counties within each medical marijuana region and the counties in which you are eligible to locate 
your primary dispensary. 

Please check to indicate the medical marijuana region, and specify the county, for which you are 
applying for a dispensary permit: 

☐ Northwest    ☐ Northcentral   ☐ Northeast 
☐ Southwest   ☐ Southcentral   ☒ Southeast 
 
County 1 (Primary Dispensary Location):   
County 2 (if applicable):   
County 3 (if applicable):   
 

 

Department of Health Use Only 
# Received 
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Medical Marijuana Dispensary Permit Application 

Part A - Applicant Identification and Dispensary Information 
(Scoring Method: Pass/Fail) 
FOR THIS PART, THE APPLICANT IS REQUIRED TO PROVIDE BACKGROUND AND CONTACT INFORMATION FOR THE BUSINESS OR 

INDIVIDUAL APPLYING FOR A DISPENSARY PERMIT, THE PRIMARY DISPENSARY LOCATION, ALONG WITH ANY SECOND OR 

THIRD DISPENSARY LOCATIONS THAT ARE BEING SOUGHT UNDER THE APPLICATION. 
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Section 2 – Dispensary Information 
THE APPLICANT IS REQUIRED TO PROVIDE A PRIMARY DISPENSARY LOCATION. THE APPLICANT MAY INCLUDE A SECOND OR 

THIRD LOCATION UNDER THIS APPLICATION. A SECOND OR THIRD DISPENSARY MAY BE ADDED TO A DISPENSARY PERMIT AT A 

LATER DATE THROUGH THE FILING OF AN APPLICATION FOR ADDITIONAL DISPENSARY LOCATIONS. 

By checking “Yes,” you affirm that you possess the ability to obtain in an expeditious 
manner the right to use sufficient land, buildings and other premises and equipment to 
properly carry on the activity described in the medical marijuana dispensary permit 
application, and any proposed location for a dispensary. 

☒ 
Yes 

☐ 
No 

 
 
Primary Dispensary Location (please indicate dispensary name as you would like it to appear on the 
dispensary permit) 
Facility Name: Surterra Wellness Center, Wyomissing 
Address: 220 North Park Road, Building 4 
City: Wyomissing State: PA Zip Code: 19610 
County: Berks Municipality: Wyomissing 
PLEASE PROVIDE A DESCRIPTION OF THE PUBLIC ACCESS TO THE DISPENSARY LOCATION, INCLUDING ANY LOCAL PUBLIC 
TRANSPORTATION THAT MAY BE AVAILABLE: 
 

Please limit your response to no more than 5,000 words. 

 

Second Dispensary Location 
Facility Name:   
Address:   
City:   State: PA Zip Code:  
County:   Municipality:   
PLEASE PROVIDE A DESCRIPTION OF THE PUBLIC ACCESS TO THE DISPENSARY LOCATION, INCLUDING ANY LOCAL PUBLIC 
TRANSPORTATION THAT MAY BE AVAILABLE: 
 

Please limit your response to no more than 5,000 words. 

 

Third Dispensary Location 
Facility Name:   
Address:   
City:   State: PA Zip Code:  
County:   Municipality:   
PLEASE PROVIDE A DESCRIPTION OF THE PUBLIC ACCESS TO THE DISPENSARY LOCATION, INCLUDING ANY LOCAL PUBLIC 
TRANSPORTATION THAT MAY BE AVAILABLE: 
 

Please limit your response to no more than 5,000 words. 
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Part B – Diversity Plan 
(Scoring Method: 100 Points) 
IN ACCORDANCE WITH SECTION 615 OF THE ACT (35 P.S. § 10231.615), AN APPLICANT SHALL INCLUDE WITH ITS 

APPLICATION A DIVERSITY PLAN THAT PROMOTES AND ENSURES THE INVOLVEMENT OF DIVERSE PARTICIPANTS AND DIVERSE 

GROUPS IN OWNERSHIP, MANAGEMENT, EMPLOYMENT, AND CONTRACTING OPPORTUNITIES. DIVERSE PARTICIPANTS 

INCLUDE A PERSON, INCLUDING A NATURAL PERSON; INDIVIDUALS FROM DIVERSE RACIAL, ETHNIC AND CULTURAL 

BACKGROUNDS AND COMMUNITIES; WOMEN; VETERANS; INDIVIDUALS WITH DISABILITIES; CORPORATION; PARTNERSHIP; 
ASSOCIATION; TRUST OR OTHER ENTITY; OR ANY COMBINATION THEREOF, WHO ARE SEEKING A PERMIT ISSUED BY THE 

DEPARTMENT OF HEALTH TO GROW AND PROCESS OR DISPENSE MEDICAL MARIJUANA. DIVERSE GROUPS INCLUDE THE 

FOLLOWING BUSINESSES THAT HAVE BEEN CERTIFIED BY A THIRD-PARTY CERTIFYING ORGANIZATION: A DISADVANTAGED 

BUSINESS, MINORITY-OWNED BUSINESS, AND WOMEN-OWNED BUSINESS AS THOSE TERMS ARE DEFINED IN 74 PA. C.S. § 

303(B); AND A SERVICE-DISABLED VETERAN-OWNED SMALL BUSINESS OR VETERAN-OWNED SMALL BUSINESS AS THOSE 

TERMS ARE DEFINED IN 51 PA. C.S. § 9601. 
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Section 3 – Diversity Plan 
By checking “Yes,” the applicant affirms that it has a diversity plan that establishes a 
goal of opportunity and access in employment and contracting by the medical 
marijuana organization. The applicant also affirms that it will make a good faith effort to 
meet the diversity goals outlined in the diversity plan. Changes to the diversity plan 
must be approved by the Department of Health in writing.  
 
The applicant further agrees to report participation level and involvement of Diverse 
Participants and Diverse Groups in the form and frequency required by the Department, 
and to provide any other information the Department deems appropriate regarding 
ownership, management, employment, and contracting opportunities by Diverse 
Participants and Diverse Groups. 

 ☒ 
 Yes 

☐ 
 No 

 

DIVERSITY PLAN 
 
IN NARRATIVE FORM BELOW, DESCRIBE A PLAN THAT ESTABLISHES A GOAL OF DIVERSITY IN OWNERSHIP, MANAGEMENT, 
EMPLOYMENT AND CONTRACTING TO ENSURE THAT DIVERSE PARTICIPANTS AND DIVERSE GROUPS ARE ACCORDED 

EQUALITY OF OPPORTUNITY. TO THE EXTENT AVAILABLE, INCLUDE THE FOLLOWING: 
 

1. The diversity status of the Principals, Operators, Financial Backers, and Employees of the 
Medical Marijuana Organization. 

2. An official affirmative action plan for the Medical Marijuana Organization. 
3. Internal diversity goals adopted by the Medical Marijuana Organization. 
4. A plan for diversity-oriented outreach or events the Medical Marijuana Organization will 

conduct during the term of the permit. 
5. Contracts with diverse groups and the expected percentage and dollar amount of revenues 

that will be paid to the diverse groups. 
6. Any materials from the Medical Marijuana Organization’s mentoring, training, or professional 

development programs for diverse groups. 
7. Any other information that demonstrates the Medical Marijuana Organization’s commitment 

to diversity practices. 
8. A workforce utilization report including the following information for each job category within 

the Medical Marijuana Organization: 
a. The total number of persons employed in each job category, 
b. The total number of men employed in each job category, 
c. The total number of women employed in each job category, 
d. The total number of veterans in each job category, 
e. The total number of service-disabled veterans in each job category, and 
f. The total number of members of each racial minority employed in each job category. 

9. A narrative description of your ability to record and report on the components of the diversity 
plan. 
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Wes Van Dyk – Founder – Wes dedicated two years of his early professional career 
as Creative Director of Carry The Load, a national non-profit designed to recognize 
and remember the true meaning of Memorial Day – honoring the veterans who have 
fallen while serving our great nation. Carry The Load held a national relay event, 
beginning in West Point, NY and ending in Dallas, Texas during the entire month of 
May. Participants walked, many the whole 2,200-mile route, carrying mementos from 
their fallen family members or friends. The Carry The Load series raised $50,000 in 
direct benefit to the families of fallen military in its inaugural year, and $1.5Million 
during the year Wes managed national relay operations, fundraising, and brand 
development.  

 

Surterra’s Diversity Plan for Pennsylvania 

Surterra Pennsylvania is committed to hiring and maintaining a diverse, multi-ethnic, and 
multi-cultural workforce that is reflective of the host communities in which it operates and the 
nation at large.  Surterra fosters an inclusive culture that is organized around employee 
engagement, individual responsibility and individual empowerment to express diverse 
opinions and perspectives, all aligned with the Company’s core vision to empower the health 
and wellness of those around us.  

This comprehensive Diversity Plan, outlined below, has been uniquely tailored for Surterra 
Pennsylvania’s proposed activities in the Commonwealth, the proposed region of operations, 
and sets forth a specific framework for monitoring, documenting, and addressing the 
Company’s efforts to achieve its diversity goals, which include: 

A.  Establishes the Diversity Compliance Staffing and Structure; 

B.  Establishes a Design and Construction Phase Diversity Program;  

C.  Establishes an Operational Phase Diversity Program;  

D.  Establishes an Affirmative Marketing Program for goods and services procured 
during the Design and Construction Phase;  

E.  Establishes an Affirmative Marketing Program for goods and services procured for 
Surterra Pennsylvania’s operations; 

F.  Establishes a quarterly statistical report on the number, gender and race of 
individuals hired to perform labor during the construction phase (the “Quarterly 
Compliance Report”); and  

G.  Establishes an annual statistical report on the total dollar amounts contracted with 
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categories. However, regardless of how many categories of Covered Employees that 
an individual may satisfy, no single individual shall be counted more than once in the 
accumulation of totals for reportage of utilization of Covered Employees.  

Tactical Steps For Identifying, Training, and Employing Covered Employees -  Surterra 
Pennsylvania shall use best efforts to consider and implement the following tactical steps for 
its recruitment of Covered Employees:  

Advertisement and Promotion of Employment Opportunities - Surterra shall advertise 
and promote employment opportunities by: (i) posting all opportunities on its Surterra 
Pennsylvania website and local and regional workforce development websites; (ii) periodically 
using traditional media and social networking tools to assist Surterra in advertising 
employment opportunities; and (iii) partnering with key community stakeholders including but 
not limited to the Daniel Torres Hispanic Center in Reading, the Berks County Workforce 
Development Board and local educational institutions and career centers such as Reading 
Area Community College and Berks Career and Technology Center, to hold job fairs, 
advertise employment opportunities and otherwise to make outreach to the local labor pool.  

Training and Assistance for Frontline Staff 

 (A) Front-Line Training (Career Progression Programs) - Comprehensive jobs 
skills training and opportunities for our employees to continue their education will be 
provided by Surterra, and through educational partnerships, which shall include:  

(i) On-the-job training programs;  
(ii) Either classroom or online training opportunities designed to improve 

core skill sets required for consideration for promotions and new 
opportunities; 

(iii) Specifically designed programs aimed at helping U.S. Veterans 
leverage their military leadership skills while transitioning into 
management or other positions within Surterra Pennsylvania; (iv)  

(iv) Professional development programs designed specifically for 
experienced supervisors and assistant managers to broaden their 
skills, abilities and knowledge base; 

(v) Mandatory Diversity Workshops for all supervisory employees; 
(vi) Offering apprenticeship and internships programs in order to provide 

real life training to local students from community colleges and recent 
college and university graduates. The Surterra Pennsylvania Human 
Resources Department will track the number of Covered Employees 
who have jobs in executive, finance, information technology and 
administrative positions and report this information to the Diversity 
Compliance Team.  

(B) English as a Second Language - Surterra Pennsylvania will make available 
English as a Second Language Classes to interested employees.  

(C) Basic Skills Training (Job Readiness) -  Surterra Pennsylvania will use its best 
efforts to ensure that potential employees are able to participate in programming 
offered by local outreach organizations, including regional employment boards, as well 
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as local educational and training institutions, such as Reading Area Community 
College and Berks Career and Technology Center. Surterra Pennsylvania will make 
best efforts to collaborate with and support the above listed organizations (as well as 
others) to form educational partnerships with the stated goal of significantly reducing 
the number of unemployed persons with less than a high school education prior to the 
time when jobs become available at Surterra Pennsylvania.  

(D) Apprenticeships - Surterra Pennsylvania will cooperate with local organizations 
including but not limited to Reading Area Community College and Berks Career and 
Technology Center to develop and implement apprenticeship programs for employees 
(including Covered Employees) who wish to expand their skills and knowledge, and 
develop their career.  The apprenticeship programs will be designed to provide a 
structured, on-the-job training process from basic mechanical skill requirements to 
advanced techniques required for the specified trade or service.  

(E) Coordination with Career Centers - Surterra Pennsylvania will work with local 
career centers, such as the Daniel Torres Hispanic Center or Opportunity House in 
Reading, to promote job opportunities at the Project and coordinate resources for 
Reading area residents to improve workforce skills.  

D.  Affirmative Marketing Program for Goods and Services During Design and 
Construction Phase  

Surterra shall use best efforts to consider and implement the following tactical steps for its 
recruitment and procurement efforts of Certified Business Entities during its Design and 
Construction Phase:  

A) Advertisement and Promotion of Business Opportunities -  Surterra shall 
advertise and promote design and construction related business opportunities, 
including: (i) advertising vendor and construction opportunities on its Surterra 
Pennsylvania website and related vendor outreach website(s); (ii) promoting supplier 
diversity on its Surterra Pennsylvania website and requesting that companies register 
with Surterra Pennsylvania on its website and related diversity vendor website(s); (iii) 
participating in diversity contractor vendor fairs; and (iv) periodically using traditional 
media and social networking tools to assist the Surterra procurement team in locating 
suppliers for future bid opportunities. 
 

B) Training and Assistance for Certified Business Entities - Surterra shall offer 
training and business assistance to all businesses selected to work on the Project, 
including Certified Business Entities. With regard to the training of Project business 
participants, including Certified Business Entities, Surterra will: (i) co-host outreach 
sessions with its General Contractor throughout the City of Reading and Berks County 
to introduce upcoming contracting opportunities; (ii) provide information with regard to 
best business practices; (iii) train potential Certified Business Entities on how to 
compile documentation to prequalify and tender for the project; and (iv) consider 
commercially reasonable proposals for financial support strategies on a case-by-case 
basis. 
 

C) Registration Certification Assistance for Business Entities -Surterra and its 
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A) Minority / Women and Veteran Database - Surterra Pennsylvania will leverage all 
secondary databases of active Certified Business Entities known to provide services in 
the Commonwealth.  

B) Vendor Packets -Surterra Pennsylvania will maintain a vendor packet for each 
Certified Business Entity that includes: (a) a certificate of good standing from the 
jurisdiction of formation provided by the vendor; (b) agreements with the vendor entity; 
(c) proof of applicable certifications provided by the vendor; and (d) a running tally of 
the total amount of the transactions that Surterra Pennsylvania has with each 
individual vendor.  
 
C) Coordination with Advisory Groups - Surterra Pennsylvania will coordinate with 
advisory groups, including but not limited to the Eastern Pennsylvania Minority 
Supplier Development Council and other state and regional supplier and industry 
organizations with a focus on diversity to: (a) assist in the identification and 
engagement of Certified Business Entities during its operational phase; (b) formally 
introduce the Program; and (c) review frequently asked questions with regard to 
supplier diversity and those procurement processes that are unique to Surterra 
Pennsylvania.  

F.  Composition of Compliance Reports.   

Surterra shall collect and maintain all records and documents required to verify data and 
information contained in its Quarterly Compliance Reports and the Annual Compliance 
Reports.  All reports shall be completed and submitted in a timely fashion to the Pennsylvania 
Department of Health.  The last Quarterly Compliance Report will be filed for the quarter 
immediately following the commencement of operations as approved by the Department of 
Health.  

A) Methodology for Construction Quarterly Compliance Reports.  Subject to 
permitted exclusions, all expenditures with a Certified Business Entity in Construction-
related Business Opportunities shall be documented and compared with Surterra’s 
Total Construction Purchase Value, taking into account exclusions for furniture, 
fixtures and equipment (“FFE”) and operating, supplies, and equipment (“OSE”). Once 
calculated the information shall be included in the Quarterly Compliance Reports.  
 

B) The Quarterly Compliance Reports shall incorporate tables showing: 
(i)  The percentage of Covered Employees employed during the subject period of 
time;  
(ii)  The percentage of spend with each of the Certified Business Entities and the 

goal for spend for each individual category for the current period of each 
subject report. Additionally, in close proximity to each table will be a description 
of the best efforts exerted to achieve the agreed upon goal. The Quarterly 
Compliance Reports shall follow in substantial part the form attached hereto as 
Appendix A.  

C) Business Opportunity Design and Construction Spend Reporting - The statistical 
data provided shall be properly documented and verified in accordance with Surterra’s 
established business policies inclusive of:  
(i) Vendor background checks;  
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(ii) Confirmation of regulatory compliance regarding vendor registration 
requirements; 

(iii) Verification that work has been performed prior to payment (in accordance with 
standard procedure for processing pay applications);  

 
D) Design and Construction Employment Reporting -The Quarterly Compliance 

Reports shall track all employment held by Covered Employees as compared with 
Surterra’s overall Design and Construction-related Employment for the project.  Each 
subject report will be based upon an industry standard “FTE” calculation which is 
defined as the total number of hours worked which is divided by the maximum number 
of compensable hours in a full-time schedule.  For example, when any report refers to 
one (1) FTE it will mean one (1) individual that is a full-time employee, while a 
reference to 0.5 FTE would mean an individual who is a half-time employee during 
construction.  

G.  Annual Statistical Reporting  

Surterra shall collect and annually provide to the Pennsylvania Department of Health a 
detailed statistical report on the total dollar amounts contracted with and actually paid to 
minority business enterprises, women business enterprises and veteran business enterprises 
in: (i) design contracts; (ii) construction contracts; and (iii) contracts for every good and 
service procured, provided, however, that such statistical report shall also identify the 
amounts so contracted as a percentage of the total dollar amounts contracted with and 
actually paid to all firms.  

Continuous Review Process -  In furtherance of their responsibilities, the Diversity 
Compliance Team shall engage in a process of continuous review of both process and work 
product associated with the compilation of the Quarterly Compliance Reports. The Diversity 
Compliance Team shall designate a subgroup who shall, prior to the submission of any 
Quarterly and/or Annual Compliance Report, conduct a joint review of process and work 
product and confirm to Surterra Pennsylvania’s President that the subject report is accurate 
will also continue to consider and assess software applications and nationally recognized 
protocols, systems, and manuals that could help Surterra achieve its goals. 

Diversity Initiatives and Relationships To-Date 
 
Examples of our statewide diversity outreach and development efforts to date include: 
 

• Mike Pearson, Packaging & Diversity Outreach – Surterra has already 
engaged in partnership discussions with Philadelphia-based Mike Pearson, 
President and CEO of Union Packaging, LLC, to provide specialized packaging 
for our proposed products in Pennsylvania, as well as re-engineering our 
national product packaging line in 2017.  Union Packaging is a veteran and 
minority-owned small business and Mr. Pearson served as the Vice Chair of 
EMSDC’s summer conference aimed at connecting minority-owned businesses 
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with Fortune 100 companies.  Mike has already provided several helpful 
references to other EMSDC member businesses for our local vendor needs. 

• Michael Toledo, The Daniel Torres Hispanic Center – Reading-base Mike 
Toledo has developed a relationship with Surterra and continues to provide 
introductions to qualified employment applicants in the Berks Country region – 
we have already received over 30 applications. Mike is active in developing 
Surterra’s diversity plan from an advisory capacity, and has been a supporter 
for many months. Surterra has already committed to a multi-year charitable 
giving pledge with the Hispanic Center.  
 

• Andre Duggin, Insurance – The medical cannabis industry can oftentimes run 
into complicated situations when sourcing what should be traditional ancillary 
services. Surterra Pennsylvania has developed a relationship with Mr. Andre 
Duggin, CEO of DiversityRX, and CEO of AV International - a minority-
controlled Wholesale Insurance Broker. Andre is aiding Surterra in the 
insurance brokerage and financial advisory services areas in the Pennsylvania 
market. Andre is a highly respected African American philanthropist and 
businessman in the Philadelphia area as well as nationally.  
 

• Manny Trujillo, Swain Techs – Manny Trujillo is the President and CEO of 
SwainTechs, a leading regional technology company and Certified Minority 
Owned Business and business of the year, 2013. We have met with Swain 
Techs to discuss our infrastructure needs, should Surterra be fortunate enough 
to receive a permit in Pennsylvania. A strategic technology solutions company, 
Swain Techs will be involved with everything from IT infrastructure and 
inventory management to facilities architecture.           

• Dr. Keith Leaphart, Replica Creative – Keith is the brand director for Replica, a 
well-respected Certified Minority Owned Business. Replica specializes in brand 
management, marketing services, and print and mixed media. Surterra has 
developed a relationship directly with Keith, and will discuss marketing needs 
upon permit award from the DOH, to discuss marketing materials and point of 
sale merchandising at our Wellness Centers. 

 
• Donna Allie,  Team Clean - We have entered into discussions with Donna Allie, 

owner of Team Clean, a Certified Minority and Woman-Owned Business with 
her headquarters in King of Prussia and a reach across the Commonwealth. 
Her company has the capacity to assist our team with initial facility clean up 
and sanitation readiness for initial operations as well as on-going maintenance. 
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• Keating Environmental Management, Inc., (KEM) – 
Surterra has already engaged with Keating, a certified 
woman-owned business enterprise (WBE), to conduct 
all of our environmental diligence real estate work.  
The Frazer, Pennsylvania based company is a full-
service environmental, energy, sustainability and 
procurement solutions firm that has been in business 
for more than twenty years.  

 
• Chris Kaag, Retired Marine Corps Sergeant, Corps Fitness – Chris is a 

prominent community figure and owner of Corps Fitness in Berks County, 
which is a Disabled Veteran Owned Business.  Surterra has engaged Chris in 
a formal consultative capacity to advise on community involvement and 
coordination with the IM ABLE foundation. Mr. Kaag is the founder of IM ABLE, 
which provides adaptive equipment grants (such as hand cycles, incumbent 
bikes, and custom designed wheelchairs and sports equipment), and offers 
inclusive fitness and wellness programs for disabled, special needs and 
learning disabled individuals. In addition, as part of our charitable giving 
program, we have made a multi-year funding commitment to the IM ABLE 
Foundation to help provide adaptive fitness equipment grants to our patients 
wherever appropriate for their particular conditions. 

 

Surterra is Investing in Diverse Groups 

Surterra has invested just over $500,000 in the Pennsylvania Commonwealth before 
receiving a permit. Since beginning preliminary operations in early 2016 until today, Surterra 
has built relationships and organized partnerships with diverse groups, listed below and 
broken out by attributions to minority entities and minority-owned businesses: 
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Part C – Applicant Background Information 
(Scoring Method: Pass/Fail) 
FOR THIS PART THE APPLICANT IS REQUIRED TO PROVIDE BACKGROUND AND CONTACT INFORMATION FOR THE PRINCIPALS, 
FINANCIAL BACKERS, OPERATORS AND EMPLOYEES. 
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Section 5 – Moral Affirmation 
By checking “Yes,” you affirm that each principal, financial backer, operator and employee 
listed in this permit application is of good moral character. 

 ☒ 
Yes 

☐ 
 No 
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Section 6 – Compliance with Applicable Laws and Regulations  
By checking “Yes,” you affirm that you, as well as the principals, financial backers, 
operators and employees listed in this permit application are able to continuously comply 
with all applicable Commonwealth laws and regulations relating to the operation of a 
medical marijuana dispensary. 

☒

Yes 
☐

No 
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Section 7 – Civil and Administrative Action 

For the statements below: 

• By checking “Yes,” you affirm the statement 
• If you check “No,” you must state your reasoning in “Schedule A” below 

Civil and Administrative Action Yes No 

The applicant has never responded to an action resulting in sanctions, disciplinary actions 
or civil monetary penalties being imposed relating to a registration, license, permit or any 
other authorization to grow, process or dispense medical marijuana in any state. 

☒ ☐ 

The applicant has never responded to a civil or administrative action relating to a 
registration, license, permit or authorization to grow, process or dispense medical 
marijuana in any state. 

☒ ☐ 

The applicant has never been accused of obtaining a registration, license, permit or other 
authorization to operate as a grower, processor or dispensary of medical marijuana in any 
jurisdiction by fraud, misrepresentation, or the submission of false information. 

☒ ☐ 

No civil or administrative action has been taken against the applicant under the laws of 
the Commonwealth or any other state, the United States or a military, territorial or tribal 
authority relating to a principal, operator, financial backer or employee of the applicant’s 
profession, or occupation or fraudulent practices, including fraudulent billing practices. 

☒ ☐ 

 

Schedule A: Civil or Administrative History Incident 

Defendant Name of Case & 
Docket # 

Nature of 
Charge or 
Complaint 

Date of 
Charge or 
Complaint 

Disposition 

Name and 
Address of the 
Administrative 

Agency 
Involved, and 

the Tribunal or 
Court 
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Part D – Plan of Operation 
(Scoring Method: 550 Points) 
A PLAN OF OPERATION IS REQUIRED FOR ALL DISPENSARY PERMIT APPLICATIONS. THE PLAN OF OPERATION MUST INCLUDE 

A TIMETABLE OUTLINING THE STEPS THE APPLICANT WILL TAKE TO BECOME OPERATIONAL WITHIN SIX MONTHS FROM THE 

DATE OF ISSUANCE OF A PERMIT. THE PLAN OF OPERATION MUST ALSO DESCRIBE HOW THE APPLICANT’S PROPOSED 

BUSINESS OPERATIONS WILL COMPLY WITH STATUTORY AND REGULATORY REQUIREMENTS NECESSARY FOR THE CONTINUED 

OPERATION OF THE FACILITY. 
 

Plan of Operation 
What must be covered in a Plan of Operation? 
Applicants must identify how they will comply with relevant laws and regulations regarding: 

• Security and Surveillance 
• Employee qualifications and training 
• Transportation of medical marijuana and medical marijuana products 
• Storage of medical marijuana products 
• Inventory management 
• Recordkeeping 
• Prevention of unlawful diversion of medical marijuana and medical marijuana products 
• A timetable outlining the steps required for the applicant to become operational within six 

months from the date of issuance of a dispensary permit 

 

By checking “Yes,” you affirm that you are able to continuously maintain effective 
security, surveillance and accounting control measures to prevent diversion, abuse and 
other illegal conduct regarding medical marijuana and medical marijuana products. 

 ☐ 
 Yes 

☐ 
No 
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Section 9 – Employee Qualifications, Description of Duties and Training 

A. PLEASE PROVIDE A DESCRIPTION OF THE DUTIES, RESPONSIBILITIES, AND ROLES OF EACH PRINCIPAL, FINANCIAL BACKER, 
OPERATOR AND EMPLOYEE. 

SURTERRA’S CORPORATE ORGANIZATION 
 
Surterra’s organization combines principals, financial backers, operators, employees 
and consultants from three different entities: Surterra Pennsylvania, LLC (“Surterra” or 
“Surterra Wellness”, the Applicant), which is a joint venture between Surterra 
Holdings, Inc. and Salutem LLC, a partnership that combines trusted local business 
operators with one of the nation’s leading medical cannabis producers.  We break 
down our individuals into the following categories: 
 

Principals – Principals are equity owners who have the ability to control and 
direct the operations of Surterra.  This includes the Board of Directors of 
Surterra Holdings Inc., the partners of Salutem LLC and the Board of 
Managers of Surterra Pennsylvania, LLC.  We also consider the President of 
Surterra Pennsylvania, LLC to be a principal of the company as she is both an 
equity owner and someone who can direct the operations of the Company. 
 
Financial Backers – Financial backers are equity owners who do not have the 
ability to control or direct the operations of Surterra.   These are individuals 
who contribute funds and may occasionally provide advice to the Principals, 
but they cannot take any actions to control the company. 
 
Operators & Employees – Operators and employees are individuals directly 
employed as W-2 workers or 1099 contractors who manage the day-to-day 
operations of Surterra Holdings Inc. and/or Surterra Pennsylvania, LLC. 
 
Consultants – Consultants are individuals or companies that contract with 
Surterra Holdings Inc. and/or Surterra Pennsylvania, LLC for specific services, 
but do not manage day-to-day operations. 
 
For this Section 9, Surterra has provided the job descriptions for each role 
within Part A, including for positions that we have not yet hired.  In Part B, 
Surterra has listed the current individuals who fit into each of the roles listed in 
Part A. 

 
 
 
 
 
 
SURTERRA HOLDINGS INC. ORGANIZATION CHART 
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SURTERRA PENNSYLVANIA, LLC ORGANIZATION CHART 
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PRESIDENT, SURTERRA PENNSYLVANIA (EMPLOYEE) 
POSITION SUMMARY 
The President, Surterra Pennsylvania is an experienced business executive who is 
responsible for the overall strategies and operations from cultivation, extraction, 
processing and dispensing of medical cannabis products in the approved territories in 
the Commonwealth of Pennsylvania.  This position is part of the Surterra leadership 
team.  The President is responsible for managing the relationship and 
communications with the Department of Health, the regulatory agency.  The President 
is ultimately responsible for Surterra to abide by all regulations and maintain the 
permit to conduct business in the Commonwealth.  Initially the President will be 
responsible for building the business infrastructure required according to the Surterra 
Business Plan presented to the Commonwealth of Pennsylvania and then the day to 
day management of that business plan along with expanding and growing the 
business as opportunities arise.   
CORE JOB DUTIES AND REPONSIBILITIES 

 Organization Management and Oversight 
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o Overall responsibility from cultivation, extraction, processing to 
dispensing to make sure that the organization is producing the highest 
quality product to meet the patients’ needs. 

o Manages the expansion of medical cannabis products in the 
Commonwealth of Pennsylvania with a buildout strategy to support the 
patient demand. 

o Vision and guidance to continue to innovate and develop the best 
product mix for the patients’ needs. 

o Build and maintain a consistent corporate culture that meets the ideals 
of the Surterra brand.  

o Strategic planning and execution to enhance profitability, productivity, 
and efficiency throughout Pennsylvania operations. 

o Direct oversight of Director Manufacturing Operations, Director 
Dispensary, Controller, General Counsel, and Director Human 
Resources.  

 Compliance and Administration 
o Overseas Compliance/QA Manager to monitor Company’s quality 

assurance program and compliance to all applicable laws and 
regulations. 

o Overseas Director Asset Protection to monitor Company’s risk 
management and compliance to all applicable laws and regulations. 

o Participates in the development and periodic evaluation of policies and 
procedures. 

o Ensures executive team is properly trained and informed with changes 
in policies and procedures 

o Organizes, coordinates, and monitors the activities of the executive 
team and ensures that the quality and appropriateness of the Company 
services meets the community’s standards and needs.  

o Interacts regularly with the executive team of Surterra Holdings Inc and 
individual department heads to ensure that the company’s operational 
priorities are aligned with the total company direction. 

o Continually investigate process and improvement measures. 
 

 Social, Regulatory, Political, and Economic Factors 
o Acquires an understanding of municipal, county, state, and federal 

regulations related to Company operations in Pennsylvania and 
provides feedback to Surterra Holdings Management on existing and 
proposed rules and regulations or items that need to be addressed via 
the legislature for the expansion and success of the Company and 
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patient needs.  
o Acquires, maintains, and applies knowledge of social, regulatory, 

political, and economic factors that relate to patient care services and 
relates that knowledge to the sustainable success of Surterra in the 
Commonwealth of Pennsylvania. 
 

 Fiscal Responsibility 
o Participates in Company budget process to assure the availability of 

resources for the successful growth of the Company in Pennsylvania 
and manages the approved budgets for the operations in that 
Commonwealth meeting targeted EBITDA goals. 

o Responsible for forecasting product demand and working with the 
Department to ensure appropriate inventory levels for the qualified 
patient base. 
 

 Research and Development 
o Participates in the overall Company Research and Development 

programs and initiate programs as applicable throughout the 
Commonwealth of Pennsylvania in order to better service the 
Company’s customers with thought leadership and knowledge. 

 
SKILLS REQUIRED 
Ability to work in a fast-paced, changing, and challenging environment.  Analytically 
and communicatively intelligent.  Proven track-record of managing at a high level in a 
complex business environment.  Ability to identify informational deficiencies, both 
internal and external, and respond by implementing specific measures to counter 
these inadequacies. Market and political knowledge. Focuses simultaneously on 
short- and long-term goals and ability to identify problems quickly. Experienced in a 
leadership role in an environment that is fluid, fast-paced, and constantly changing.  
Organized with a sense of urgency and ability to motivate a team. 
 
QUALIFICATIONS 
Proven business management experience whether at a C-level or of a diverse team 
of individuals.  Proven track-record of meeting financial goals and targets in a fast-
paced industry.  Leadership capabilities.  Great written and communication skills.  
Self-starter with a sense of urgency.  Understanding of political challenges and 
moves. 
DIRECTOR, MANUFACTURING OPERATIONS (EMPLOYEE) 
POSITION SUMMARY 
Responsible for managing the daily operations of manufacturing activities of the 
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Company.  Responsible for managing the cultivation team in accordance with 
Pennsylvania rules and regulations and standards set by Surterra.  Responsible for 
managing the extraction / processing teams in accordance with Pennsylvania rules 
and regulations and standards set by Surterra.  Provides support for all manufacturing 
employees, including scheduling, training, policy and procedure updates, industry 
news, and product information. Overall responsibility and accountability for the 
cultivation and extraction / processing of safe, high quality cannabis plants and 
cannabis-based products. 
CORE JOB DUTIES AND REPONSIBILITIES  
 Employee Support and Management 

o Responsible for managing cultivation and extraction / processing team 
with strategic direction, oversight of system-wide inventory control and 
development, and efficient manufacturing processes 

o Serves as a role model and resource for cultivation and extraction / 
processing team related to products and services, policies and 
procedures, industry news, and changes in regulations 

o Responds to all cultivation and extraction / processing staff and 
consultants’ questions, concerns, or suggestions and takes action when 
necessary to resolve conflicts 

o Responsible for delegating tasks to cultivation and extraction / 
processing staff and consultants to maintain a compliant and clean 
cultivation facility 

o Coordinates with the President and Compliance Manager to ensure 
accurate information is communicated to the cultivation and extraction / 
processing staff 

 Reports and Documentation 
o Oversees maintenance of all records of all cultivation and extraction / 

processing activities to ensure accuracy and proper recordkeeping 
protocols including employee records, inventory records, environmental 
records, input records and cultivation procedures, input records and 
extraction / processing procedures, and input deliveries in accordance 
with the Pennsylvania regulations and standards set by Surterra    

 Continuous Yield Improvement 
o Responsible for continuous pursuit of optimized cultivation and 

extraction yields through use of innovative systems and processes 
o Responsible for sourcing and implementing creative technologies to 

achieve optimized yields on an ongoing basis  
 Inventory Management and Control 

o Oversees cultivation and extraction / processing team to ensure proper 
inventory levels at all times to meet patient demand in the most efficient 
and productive manner 

o Leads continuous improvement in all cultivation and extraction / 
processing protocols to maximize efficiencies to produce the most 
affordable product for patients 

 



Pennsylvania Department of Health 
Medical Marijuana Dispensary Permit Application 

38 

 

SKILLS REQUIRED  
Understanding of manufacturing processes in clean environments in a highly 
regulated market.  Understanding of traditional agriculture as well as hydroponics and 
high tech cultivation techniques.  Understanding of pharmaceutical compounding, 
pharmaceutical manufacturing, and clean lab environments.  Understanding of 
electronic tracking systems for controlled agriculture, OSHA, HIPAA and other 
relevant regulatory tracking systems.  Thorough understanding of state and local 
medicinal cannabis laws and how they apply to the operations of Surterra. Excellent 
communication skills and attention to detail. Effective time-management and ability to 
multi-task.  Ability to work in a fast-paced, changing, and challenging environment.  
Proficiency in Microsoft Office and familiarity with controlled agriculture software 
suites.  
QUALIFICATIONS 
Demonstrated experience building and managing clean room manufacturing at scale.  
Awareness of high tech cultivation techniques as well as pharmaceutical 
manufacturing or pharmaceutical processing.  Significant experience in a position with 
managerial responsibilities.  Minimum ten years’ experience in related manufacturing 
leadership role. 
 
MANAGER CULTIVATION (EMPLOYEE) 
POSITION SUMMARY 
Responsible for managing the daily operations of the Surterra cultivation facilities in 
accordance with Pennsylvania rules and regulations and standards set by Surterra.  
Provides support for all cultivation employees, including schedules, training, policy 
and procedure updates, industry news, and product information.  Responsible for the 
documentation, ordering, and receiving of all inventory and products, arranging 
deliveries, maintaining each facility’s compliance, and cleanliness.  Overall 
responsibility for the cultivation of safe, high quality cannabis plants for inputs into 
Company cannabis-based products. 
CORE JOB DUTIES AND REPONSIBILITIES  
 Employee Support and Management 

o Responsible for managing cultivation staff, schedules, cultivation 
processes, inventory, and vendor relations 

o Serves as a role-model and resource for cultivation staff concerning 
products and services, policies and procedures, industry news, and 
changes in regulations 

o Responds to all cultivation staff and consultants’ questions, concerns, or 
suggestions and takes action when necessary to resolve conflicts 

o Responsible for delegating tasks to cultivation staff and consultants in 
order to maintain a compliant and clean cultivation facility 

o Coordinates with the President and Compliance Manager to ensure 
accurate information is communicated to the cultivation staff 

 Cultivation Operation Management 
o Oversees all cultivation tasks and processes, ensures proper 

documentation of all applicable activities in accordance with the 
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Pennsylvania regulations and standards set by Surterra 
o Plans, coordinates, and oversees the transition of product development 

by ensuring the proper tasks are executed and the environmental 
conditions support the cultivation of superior product quality 

o Oversees supply stock, orders, and deliveries to ensure efficient levels 
of all cultivation inputs and supplies 

o Fill in as cultivation laborer as needed 
o Assist with research, communications, or any other assigned 

projects/task 
 Reports and Documentation 

o Maintain accurate records of all cultivation activities including employee 
records, inventory records, environmental records, input records and 
cultivation procedures, and, input deliveries in accordance with the 
Pennsylvania regulations and standards set by Surterra 

 
SKILLS REQUIRED  
Experience cultivating in Pennsylvania plants not native to Pennsylvania, in 
introducing new varieties of plants, regional cultivation knowledge and experience, 
experience cultivating plants for human consumption, experience with in-house 
propagation, use of clean grow rooms, crop management and pest control, as well as 
plant tracking from harvest to processing.  Experience in Good Agricultural Practices, 
Good Handling Practices, as well as experience and understanding of product recall 
protocols.  Thorough understanding of state and local therapeutic cannabis laws and 
how they apply to the operations of Surterra. Excellent communication skills and 
attention to detail. Effective time-management and ability to multi-task.  Ability to work 
in a fast-paced, changing and challenging environment.  Proficiency in windows-
based software.  
QUALIFICATIONS 
Demonstrated experience in horticulture or agricultural production at scale.  
Significant experience in a position with managerial responsibilities.  Minimal ten 
years’ experience growing plants for human consumption at scale. 
 
 
LEAD PROPAGATION & VEGETATION (EMPLOYEE) 
POSITION SUMMARY 
This position operates alongside Manager Cultivation to ensure the production of the 
highest quality cannabis plant available. This position follows established Company 
policies and procedures.  This position will focus on propagation, transplanting, 
pruning, irrigation, fertilization, pest management, and disease detection and 
management during the propagation and vegetation phases of plant growth.  This 
position may also assist with other cultivation areas as well as harvesting.  Maintains 
a clean and sanitary cultivation center to drive year-round performance and harvests. 
Manages and maintains the integrity of cultivation areas and the cultivation of the 
highest quality cannabis in the country. 
CORE JOB DUTIES AND REPONSIBILITIES 
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 Production 
o Mother Plant Technician 

 Monitor and maintain the optimal climate, fertility, and integrated 
pest management program (IPM) as well as supervises the labor, 
if any, and materials needed for production 

 Effectively manage the seed or clone inventory, propagates 
seedlings or clones into mother plants, and maintains the 
mothering plants through watering, fertilizing, leaf pruning, and 
IPM 

 Responsible for the turnover of mothering plants including all 
aspects of seeding, propagation, plant destruction and preparing 
plants for the vegetative compartment 

 Manages inventory management system through mothering 
phase 

o Vegetative Technician 
 Coordinates cutting taken from the mothering plants and pots 

clones in the Mothering Room 
 Effectively manages the crop work – watering, fertilizing, pruning 

and IPM programs  
 Responsible for the production and delivery of vegetative cuttings 
 Manages inventory management system through vegetative 

phase 
 Harvesting 

o Responsible for timely harvesting maximizing output and minimizing 
waste 

o Manages inventory management system through harvesting 
o Manages waste disposal according to Company policies 

 
SKILLS REQUIRED 
Attention to detail.  Strong work ethic.  Experience in an agriculture environment 
growing plants for human consumption.  The ability to perform repetitive tasks for long 
periods of time (i.e., trimming plants, potting, and regular inventory).  Physical 
requirements include standing, bending, and lifting up to 50 pounds. 
 
QUALIFICATIONS 
High School Diploma / GED.  Indoor horticulture operation experience preferred.  
Must be 21 years of age or older.  Minimum of 1 year experience. 
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LEAD FLOWER (EMPLOYEE) 
POSITION SUMMARY 
This position operates alongside Cultivation Managerto ensure the production of the 
highest quality cannabis plant available. This position follows established Company 
policies and procedures.  This position will focus on the cultivation of cannabis 
focusing on the flowering stage including pruning, irrigation, fertilization, pest 
management, disease detection and management, and harvesting. Maintains a clean 
and sanitary cultivation center to drive year-round performance and harvests. 
Manages and maintains the integrity of cultivation areas and the cultivation of the 
highest quality cannabis in the country. 
CORE JOB DUTIES AND REPONSIBILITIES 
 Production 

o Flower Technician 
 Effectively manages the crop work – watering fertilizing, pruning 

and IPM programs.   
 Responsible for the production and delivery of flowering plant 
 Manages inventory management system through flowering phase 

 Harvesting 
o Responsible for timely harvesting maximizing output and minimizing 

waste 
o Manages inventory management system through harvesting 
o Manages waste disposal according to Company policies 

 
SKILLS REQUIRED 
Attention to detail.  Strong work ethic.  Experience in an agriculture environment 
growing plants for human consumption.  The ability to perform repetitive tasks for long 
periods of time (i.e., trimming plants, potting, and regular inventory).  Physical 
requirements include standing, bending, and lifting up to 50 pounds. 
 
QUALIFICATIONS 
High School Diploma / GED.  Indoor horticulture operation experience preferred.  
Must be 21 years of age or older.  Minimum of 1 year experience. 
 
LEAD INTEGRATED PEST MANAGEMENT (EMPLOYEE) 
POSITION SUMMARY 
This position operates alongside the Cultivation Manager to ensure the production of 
the highest quality cannabis plants possible and follows established Company policies 
and procedures related to pest management.  This position is responsible for all 
integrated pest management activities through all phases of cultivation including 
propagation, vegetation, and flowering.  Disease detection and management as well 
as pest identification and management are critical responsibilities of this position. The 
Manager maintains a clean and sanitary cultivation center to drive year-round 
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performance and harvests using proper storage for all pest management inputs.  
Manages and maintains the integrity of cultivation areas with a vision of producing the 
highest quality product inputs in the country. 
CORE JOB DUTIES AND REPONSIBILITIES  
 Pest Management 

o Develop, implement, and monitor methods of preventing access to pests 
to entire the cultivation environment. 

o Perform daily visual inspections of all plants to ensure no visible sign of 
mold, mildew, pests, rot or grey or black plant material that is above 
acceptable levels. 

o Inspect and ensure that all areas of the cultivation facility are properly 
follow all sanitation and waste management protocols to prevent pest 
infestation and contamination. 

o Manage relationship with all pest management vendors to ensure timely 
pest control applications both interior and exterior as well as supply of 
appropriate biologicals for use by the cultivation team. 

o Supervise and implement all pest management protocols throughout the 
cultivation process. 

 Documentation and Reporting   
o Responsible for documenting all pest management activities and liaising 

with Compliance Manager in the oversight of product testing efforts. 
o Oversight to confirm pest management documentation is accurate and 

timely. 
o Responsible for meeting all recordkeeping requirements of 

Pennsylvania as well as Surterra. 
 

SKILLS REQUIRED 
Attention to detail.  Strong work ethic.  Experience in an agriculture environment 
growing plants for human consumption.  Understanding of natural integrated pest 
management systems without the use of pesticides, specifically synthetic pesticides.  
Physical requirements include standing, bending, and lifting up to 50 pounds. 
 
QUALIFICATIONS 
Indoor horticulture operation experience preferred.  Must be 21 years of age or older.  
Minimum 5 years experience overseeing a pest management system for products for 
human consumption using natural methods with limited use, if any, of pesticides. 
 
LEAD ANALYTIC CHEMIST (EMPLOYEE) 
Position Summary: 
The Lead Analytic Chemist implements and maintains processes related to the 
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purification of extracted cannabis oils and testing of final dosage forms derived from 
medical cannabis.  The mission of the Company is to provide safe, natural relief to 
patients throughout the Commonwealth of Pennsylvania with wellness-driven 
products that empower the health of our customers. 
CORE JOB DUTIES AND REPONSIBILITIES 
 Internal Product Analytic Testing 

o Implement established Surterra and Industry best practices for testing 
medical cannabis based products. Testing to include potency, heavy 
metal, pesticide and microbiologic contamination. 

o Be responsible for daily duties related to analytic testing process of 
medical cannabis based products.  

o Assist in recommendations for scalable procedures as Company grows 
o Work alongside the processing and extraction teams to meet production 

and quality related goals. 
o Management duties and responsibilities of additional 

chemists/technicians as company grows 
 Independent Lab Testing  

o Coordinate independent lab testing of all company oils and products as 
required by state regulation and Company procedures 

o Identify any issues with testing and report to appropriate management 
and make recommendations for corrective action 

o Continuous improvement with independent lab testing companies for 
efficiencies and processes 

 Reporting and Documentation 
o  Maintain appropriate records related to quality control and testing 

procedures and results 
 

Skills Required 
Knowledge and experience with High Performance Liquid Chromatography (HPLC), 
Mass Spectrometry (MS), Turbidimetric Testing, ICP-AES, and ELISA reader or 
Biolumix.  Understanding of Analytic Methods and Analytical Instruments.  Technical 
proficiency in MS Office and database management .  Excellent communication and 
team skills, ability to work independently, strong organizational and time management 
skills. 
  
Qualifications 
Masters or Higher level degree in Chemical Science.  Experience with analytical 
processes, botanical or biologic processes preferred.  Familiarity with quality control, 
policy and procedure and documentation.   
LEAD PROCESSING TECHNICIAN (EMPLOYEE) 
POSITION SUMMARY 
The Lead Processing Technician leads the Company’s processing and product 
manufacturing activities to provide the highest quality medical cannabis products for 
patients’ needs.  This position ensures compliance with all regulations, troubleshoot 
issues, manages, and maintains the appropriate staff, and manages an efficient 
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extraction program.  This position is the gatekeeper for the Company to produce the 
safest, highest quality cannabis-based products in the market.  This position should 
focus on innovation and efficient production of products with the highest quality and 
adherence to all quality assurance protocols. 
CORE JOB DUTIES AND REPONSIBILITIES  
 Employee Support and Management 

o Participate in educational and professional programs and/or review 
appropriate literature on an on-going basis to maintain knowledge and 
competency in current and developing techniques, professional 
standards, and services affecting extraction of oils for Company 
products 

o Interview, hire, and manage extraction staff 
o Trains and supervises all extraction staff and evaluates staff 

performance 
o Plans work load distribution, delegates tasks and create staff schedules 

to meet Company inventory management goals 
o Reviews all daily laboratory work, paperwork and corrects errors found 

in a timely manner. 
 Extraction 

o Responsible for developing, implementing and monitoring extraction 
laboratory procedures 

o Manage all extraction activities of the Company for all products for 
patients 

o Assists in budget development for the extraction and control of 
extraction costs 

o Responsible for quality control of all products produced and distributed 
by the Company 

o Develop technical knowledge and IP of the products/services to be 
provided by the Company and share with appropriate Company 
personnel 

o Assemble, troubleshoot and calibrate extraction equipment as needed 
o Monitor extraction supply levels and place appropriate orders as 

approved by Company protocol 
o Work closely with cultivation to provide an efficient product development 

flow 
 Compliance / Quality Assurance 

o Assist with development and implementation of quality improvement 
programs to meet the Company standard 

o Will collaborate with the Compliance Manager, Cultivation Manager, and 
Lead Analytic Chemist to determine production improvement, staff 
improvement, and/or quality assurance/quality control adjustments. 

o Responsible for extraction team compliance of all applicable company 
policies, procedures, and patient protocols.  Manage compliance with all 
current government regulations and professional standards respecting 
patient care 
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o Evaluate quality control and quality assurance statistics and modifies 
SOPs, as needed 

 Reports and Documentation 
o Maintain accurate records of all extraction activities including employee 

records, inventory records, environmental records, input records and 
extraction procedures, and, input deliveries in accordance with 
Pennsylvania regulations and standards set by Surterra 
 

SKILLS REQUIRED 
Strong understanding of extraction techniques.  Strong communication and leadership 
qualities.  Exhibits a sense of urgency when necessary.  Ability to direct, coach, 
support, and delegate tasks to management and employees. Ability to issue and 
explain instructions effectively.  Demonstrated experience in a position requiring 
critical-thinking, problem-solving, planning and assessment.  Commitment to working 
with shared leadership and in cross-functional teams.  Strong oral and written 
communications skills.   
 
QUALIFICATIONS 
Graduate from a school of pharmacy accredited by the American Board on 
pharmaceutical education preferred.  Clinical pharmacy experience preferred.   
LEAD LAB TECHNICIAN (EMPLOYEE) 
POSITION SUMMARY 
This position is responsible to implement processes related to the preparation of final 
dosage forms derived from medical cannabis under the direction of the Lead 
Processing Technician. This position requires a strong-willed, pioneering spirit with an 
exceptional work ethic.  This position is responsible for producing the safest, highest-
quality cannabis-based product that empower health and enable our customers to live 
well.  The lead lab technician is responsible for following Company SOPs and 
maintaining a clean, sanitary work environment.  Responsible for managing Lab 
Technicians. 
CORE JOB DUTIES AND REPONSIBILITIES  
 Processing Operations 

o Implement established Surterra and Industry best practices for 
processing medical cannabis products 

o Responsible for directing and implementing duties related to 
manufacturing process of medical cannabis based products such as 
accurately weigh and prepare the ingredients according to designated 
formula worksheet specifications for product formulations 

o Complies with safety procedures and consults with department 
managers about safety issues that may arise 

o Assist the Lead Processing Technician with overall upkeep of the 
extraction and processing laboratory including daily cleaning and 
practicing aseptic lab techniques 

o Work alongside the extraction and processing team to meet production 
and quality related goals  
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o Assist Lead Analytic Chemist when required for analytical or extraction 
processes 

o Assist the packaging and labeling of product as needed 
o Work with both manufacturing and packaging equipment 

 Inventory and Record Keeping 
o Maintain appropriate records related to quality control and improvement 

as well as compliance with all state regulations and Company policies 
and procedures  

 
SKILLS REQUIRED 
Experienced with lab equipment, including rotary evaporation, short path distillation, 
wiped film evaporation, HPLC and or GC-MS.  Experience in compounding or 
manufacturing preferred.  Familiarity with quality control, policy and procedure 
adherence and documentation.  Technical proficiency in MS Office, excellent 
communication skills, strong organizational and time management skills. 
 
 
QUALIFICATIONS 
Registered Pharmacy Technician in Pennsylvania preferred.  Minimum of 2 years’ 
experience as a pharmacy technician.   Must be 21 years of age or older. 
LAB TECHNICIAN (EMPLOYEE) 
POSITION SUMMARY 
This position is responsible to implement processes related to the preparation of final 
dosage forms derived from medical cannabis under the direction of the Lead Lab 
Technician. This position requires a strong-willed, pioneering spirit with an exceptional 
work ethic.  This position is responsible for producing the safest, highest-quality 
cannabis-based product that empower health and enable our customers to live well.  
The lab technician is responsible for following Company SOPs and maintaining a 
clean, sanitary work environment.  
CORE JOB DUTIES AND REPONSIBILITIES  
 Processing Operations 

o Follow established Surterra and Industry best practices for processing 
medical cannabis products 

o Responsible for implementing duties related to manufacturing process 
of medical cannabis based products such as accurately weigh and 
prepare the ingredients according to designated formula worksheet 
specifications for product formulations 

o Complies with safety procedures 
o Responsible for lab daily cleaning and practicing aseptic lab techniques 
o Work alongside the extraction and processing team to meet production 

and quality related goals  
o Assist Lead Analytic Chemist when required for analytical or extraction 

processes 
o Assist the packaging and labeling of product as needed 
o Work with both manufacturing and packaging equipment 
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 Inventory and Record Keeping 

o Maintain appropriate records related to quality control and improvement 
as well as compliance with all state regulations and Company policies 
and procedures  

 
SKILLS REQUIRED 
Experienced with pharmaceutical lab equipment.  Experience in compounding or 
manufacturing preferred.  Familiarity with quality control, policy and procedure 
adherence and documentation.  Technical proficiency in MS Office, excellent 
communication skills, strong organizational and time management skills. 
  
QUALIFICATIONS 
Registered Pharmacy Technician in Pennsylvania preferred.  Minimum of 2 years’ 
experience as a pharmacy technician.   Must be 21 years of age or older. 
 
LEAD EXTRACTION (EMPLOYEE) 
POSITION SUMMARY 
The Lead Extraction leads the Company’s extraction activities to provide the highest 
quality medical cannabis products for patients’ needs.  This position ensures 
compliance with all regulations, troubleshoot issues, manages, and maintains the 
appropriate staff, and manages an efficient extraction program.  This position is the 
gatekeeper for the Company to produce the safest, highest quality cannabis-based 
products in the market.  This position should focus on innovation and efficient 
production of products with the highest quality and adherence to all quality assurance 
protocols. 
CORE JOB DUTIES AND REPONSIBILITIES 
 Employee Support and Management 

o Participate in educational and professional programs and/or review 
appropriate literature on an on-going basis to maintain knowledge and 
competency in current and developing techniques, professional 
standards, and services affecting extraction of Company products 

o Interview, hire, and manage extraction staff  
o Trains and supervises all extraction staff and evaluates staff 

performance 
o Trains and supervises dispensing management and evaluates 

performance 
o Plans work load distribution, delegates tasks and create staff schedules 

to meet Company inventory management goals 
o Reviews all daily laboratory work, paperwork and corrects errors found 

in a timely manner. 
 Extraction 

o Responsible for developing, implementing and monitoring extraction 
laboratory procedures 

o Manage all extraction activities of the Company for all products for 
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patients 
o Assists in budget development for the extraction laboratory and 

maintains control of extraction costs 
o Responsible for quality control of all cannabis oils produced by the 

Company 
o Assemble, troubleshoot and calibrate extraction equipment as needed 
o Monitor extraction supply levels and place appropriate orders as 

approved by Company protocol 
o Work closely with cultivation to provide an efficient product development 

flow 
 Compliance / Quality Assurance 

o Assist with development and implementation of quality improvement 
programs to meet the Company standard 

o Will collaborate with the Compliance Manager, Cultivation Manager, and 
Lead Analytic Chemist to determine production improvement, staff 
improvement, and/or quality assurance/quality control adjustments. 

o Responsible for extraction team compliance of all applicable company 
policies and procedures.  Manage compliance with all current 
government regulations and professional standards respecting patient 
care 

o Evaluate quality control and quality assurance statistics and modifies 
SOPs, as needed 

 Reports and Documentation 
o Maintain accurate records of all extraction activities including employee 

records, inventory records, environmental records, input records and 
extraction procedures, and, input deliveries in accordance with 
Pennsylvania regulations and standards set by Surterra 
 

SKILLS REQUIRED 
Strong understanding of extraction techniques.  Strong communication and leadership 
qualities.  Exhibits a sense of urgency when necessary.  Ability to direct, coach, 
support, and delegate tasks to management and employees. Ability to issue and 
explain instructions effectively.  Demonstrated experience in a position requiring 
critical-thinking, problem-solving, planning and assessment.  Commitment to working 
with shared leadership and in cross-functional teams.  Strong oral and written 
communications skills.   
 
QUALIFICATIONS 
Graduate from a school of pharmacy accredited by the American Board on 
pharmaceutical education preferred.  Clinical pharmacy experience preferred.    
 
DIRECTOR DISPENSARY (EMPLOYEE) 
POSITION SUMMARY 
The Director Dispensary leads the Company’s dispensing activities to provide the 
highest quality medical cannabis products for patients’ needs.  This position ensures 
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compliance with all regulations, troubleshoot issues, manages, and maintains the 
appropriate staff, and manages an efficient dispensing operation.  This position 
represents the Surterra brand to the patients and their caregivers.  Delivering 
premiere customer service and patient education is key to the success of this 
position. 
CORE JOB DUTIES AND REPONSIBILITIES  
 Employee Support and Management 

o Participate in educational and professional programs and/or review 
appropriate literature on an on-going basis to maintain knowledge and 
competency in current and developing techniques, professional 
standards, and services affecting extraction, processing, manufacturing, 
and distribution of Company products 

o Interview, hire, and manage dispensing personnel 
o Trains and supervises all dispensing staff and evaluates staff 

performance 
o Plans work load distribution, delegates tasks and create staff schedules 

to meet patient demand and premiere customer service 
 

 Patient / Physician Education 
o Responsible for developing and implementing patient and physician 

education programs in the dispensary community 
o Conduct community seminars throughout the area to assist in 

community education 
o Manage the Company Call Center to answer patients/physicians 

questions and schedule deliveries. 
 Dispensing 

o Work with Information Technology team, Marketing, Inventory 
Management and Asset Protection to create a seamless point of sale 
environment for patients while meeting all state and local laws and 
guidelines 

o Maximize efficiency of Surterra Wellness Center operations working with 
Inventory Manager, Marketing, Information Technology, and Asset 
Protection 

 Compliance / Quality Assurance 
o Assist with development and implementation of quality improvement 

programs to meet the Company standard 
o Will collaborate with the Compliance Manager and , Lead Processing 

Technician to ensure proper inventory to meet patient demand. 
o Responsible dispensing team compliance of all applicable company 

policies, procedures, and patient protocols.  Manage compliance with all 
current government regulations and professional standards respecting 
patient care 

o Evaluate quality control and quality assurance statistics and modifies 
SOPs, as needed 

 Reports and Documentation 
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o Maintain accurate records of all dispensing activities including employee 
records, patient records, and inventory records in accordance with 
Pennsylvania regulations and standards set by Surterra 
 

SKILLS REQUIRED 
Understanding of Pharmacology. Strong communication and leadership qualities.  
Exhibits a sense of urgency when necessary.  Ability to direct, coach, support, and 
delegate tasks to management and employees. Ability to issue and explain 
instructions effectively.  Demonstrated experience in a position requiring critical-
thinking, problem-solving, planning and assessment.  High commitment to premiere 
customer service.  Commitment to working with shared leadership and in cross-
functional teams.  Strong oral and written communications skills.   
 
QUALIFICATIONS 
Graduate from a school of pharmacy accredited by the American Board on 
pharmaceutical education preferred.  Clinical pharmacy experience preferred.  
Experience managing people in a retail environment as well as a laboratory 
environment. 
MANAGER PHYSICIANS SALES (EMPLOYEE) 
Position Summary: 
The Manager Physician Sales is a seasoned pharmaceutical sales professional who 
leads the sales efforts to drive revenue and exploration of new revenue channels in 
the emerging medical cannabis market.  This position is a sales expert who will 
pioneer Pennsylvania’s medical cannabis program on behalf of the Surterra.  This 
position is responsible for Physician education about medical cannabis and 
specifically about Surterra products. 
The Manager Physician Sales is expected to create a state-wide strategic sales plan 
based on those goals that will promote revenue growth for the company across retail 
and wholesale channels of distribution.  This is a hybrid role, and the Manager will 
spend time building and managing a sales team (strategic) and time selling to large 
strategic accounts (tactical). 
Duties and Responsibilities 

 Develop a strategic sales plan and build a sales organization for physician 
and patient markets in Pennsylvania’s medical cannabis system that is 
focused on providing relief to those patients that have been approved by 
the Commonwealth of Pennsylvania. 

 Rapidly expand the addressable patient population: Establish a network of 
recommending physicians to enable patients seeking relief to safely and 
responsibly access the necessary resources. 

 Develop and execute quarterly sales plans in support of the company’s 
strategy and objectives. 

 Establish the sales goals to meet our business objectives and ensure 
overall customer satisfaction of our products. 

 Provide regular and accurate forecast and pipeline information metrics to 
the CFO and Sales Administration team 
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 Understand and navigate the business relationships and legalities that vary 
from region to region to help provide strategic improvements to your sales 
team. 

 Determine then implement proper sales force size and have a constant 
focus on recruiting and an active candidate pipeline. 

 Develop an ongoing training and professional development program within 
the sales organization that reflects the company’s business needs and that 
is aligned with Surterra’s company culture. 

 Work closely with the marketing team to educate the Pennsylvania medical 
community on the key benefits, proper treatments, and responsible use of 
medical cannabis and Surterra’s products. 

 Provide presentations and informational meetings to interested physician 
groups, patients, and community groups to build greater understanding of 
the Surterra products among key Pennsylvania stakeholders. 

 Work alongside the executive team to build learnings on the physician and 
patient marketplace to help facility product innovation. 

 Develop strong relationships and rapport with Pennsylvania physician 
community centered around growing greater understanding of the Surterra 
products, medical cannabis treatments at large, usage benefits, and the 
legal environment in Pennsylvania. 

 Build physician accounts through targeted in-person meetings and 
presentations to the Pennsylvania medical community. 

 Facilitate the signing up of physicians into Pennsylvania’s recommending 
physician registry so as to increase patient access to qualified medical 
advice.  

 Provide Surterra product information and literature that helps persuade 
targeted doctors to prescribe medical cannabis products. 

 Work with executive and marketing team to develop deeper customer 
education and brand strategies. 

 Monitor competition by gathering current marketplace information on 
pricing, products, new products, delivery schedules, merchandising 
techniques, etc. 

 Recommend modification or expansion in product development, service, 
and marketing by evaluating results and competitive developments. 

 Resolve physician concerns by investigating issues, developing solutions, 
preparing reports, and making recommendations to operational team. 

SKILLS REQUIRED 
Technical proficiency in MS Office, excellent communication skills, negotiation and 
sales skills, highly motivated and target driven with a proven track record in sales, 
strong organizational and time management skills. 
  
QUALIFICATIONS 
10+ years of progressive experience in sales and leading sales teams, Experience in 
Alternative Medicine, Pharmaceuticals, or Nutraceuticals a plus, Experience calling on 
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physicians required; Oncologists and Neurologists a plus, Pharmaceutical sales 
leadership experience is required, Experience working in a senior or leading role in 
growing sales organization and have managed a sales team, Demonstrated track 
record of achieving revenue goals, Strategic business and sales planning experience, 
including pipeline analysis, Conflict management and resolution skills to build 
consensus, anticipate and solve problems, Exemplary oral and written communication 
skills, including presentation skills, Ability to travel up to 75% of the time throughout 
Pennsylvania necessary to call on physicians. 
MANAGER SURTERRA WELLNESS CENTER (EMPLOYEE) 
POSITION SUMMARY 
The Manager, Surterra Wellness Center (Dispensary) has a passion for life, a passion 
for wellness and for healthy living.  This person is known for being compassionate, 
positive, loving, caring, full of life and energy, passionate, and knowledgeable.  The 
Surterra Wellness Center Manager will be knowledgeable about healthy living, eating 
and health maintenance.  He/she will understand different methods of health 
empowerment and will present him/herself in a professional manner.  This position 
requires someone who is trustworthy, a confidant to the Company’s customers.  This 
person will beam Empower Your Health.  The Surterra Wellness Center Manager is 
responsible for the patients care, patient records, satisfaction, and access to Surterra 
products and services.  This position must understand patients’ needs and provide 
them with premiere customer service.  In order to meet this goal, this position is 
responsible for inventory tracking, compliance and overall inventory management 
through the Surterra inventory management system.  This position is responsible for 
retrieving patient information from the Patient Identification Card and electronic 
tracking system, maintaining confidential and HIPAA compliant paperwork, and 
overall upkeep of the Surterra Wellness Center facilities.  In addition, this position is 
responsible for implementing the Commonwealth of Pennsylvania regulations and 
Surterra standards in the day-to-day operations of the Surterra Wellness Center.  This 
position is responsible for staff scheduling, Empower Your Health training, assisting 
with policy and procedure updates and keeping current with industry news and 
regulations. This position is responsible for managing cash protocols, maintain 
accurate patient records, patient traffic flow and responding to patient inquiries.  The 
Surterra Wellness Center Manager will record, arrange, and package patient orders, 
while maintaining an organized and clean environment and facility. 
 
CORE JOB DUTIES AND REPONSIBILITIES  
 Employee Support and Management 

o Responsible for hiring, managing, training and reviewing Surterra 
Wellness Center staff including assistant managers, wellness 
coordinators and janitorial staff, manage staff schedules, product 
inventory, and patient relations. 

o Serves as a role-model and resource for store staff concerning products 
and services, policies and procedures, industry news, and changes in 
regulations. 

o Responds to all employee questions, concerns, or suggestions and 
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takes action when necessary to resolve conflicts.  
o Responsible for delegating tasks to Surterra Wellness Center staff in 

order to maintain a compliant and clean facility. 
o Coordinates with Lead Processing Technician and Compliance Manager 

to ensure accurate information is communicated to the Wellness Center 
staff 

 Inventory Management  
o Coordinates inventory delivery for Surterra Wellness Center 
o Responsible for in-store inventory management and tracking 
o Properly account for and secure all inventory at all times through the 

supply chain 
o Utilize inventory control measures to ensure the Company provides the 

highest quality product by minimizing inventory holding times and 
maximizing stock systems and accuracy 

o Ensure incoming product is received and managed appropriately and 
according to Company procedures and applicable laws 

o Oversee the proper and timely ordering and distribution of all Wellness 
Center products including services, cannabis and other products and 
supplies 

o Organize, manage, and assist in daily physical inventory counts 
o Compete inventory procedures using appropriate software and respond 

to any discrepancies by notifying the VP Processing and investigating 
reasons for the discrepancy 

 Customer Service 
o Welcome patients as they enter the facility and allow only those 

authorized to enter access to the facility.  Provide exceptional services 
for new and existing customers, answer any questions they may have 
and provide brief orientations if needed 

o Obtain appropriate documentation from each patient at every visit and 
ensure the validity of their identification and registration with the 
Commonwealth of Pennsylvania 

o Responds to all patient complaints, requests, concerns, or suggestions 
and takes action when necessary to resolve conflicts 

o Oversees orders and deliveries to ensure accurate order information 
and timeliness of deliveries 

o Maintain a first class, clean wellness center environment 
 Cash Management, Security and SOPs 

o Manage proper cash management protocols with proper 
opening/closing protocols 

o Follow all SOPs for operations of the store with continuous improvement 
input into policies and procedures 

 Reports and Documentation 
o Maintain accurate records of all Surterra Wellness Center activities 

including patient records, customer feedback, sales, deliveries, and 
returns in accordance with the Commonwealth of Pennsylvania 
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regulations and standards set by Surterra.  
 Other responsibilities 

o Fill in as wellness coordinator if needed, community outreach and in-
store programming, assist with research, communications and any other 
assigned projects/tasks 

SKILLS REQUIRED 
Thorough understanding of state and local medical cannabis laws and how they apply 
to the operations of Surterra. Ability to understand Surterra products’ use and work 
with patients to best utilize those products for the best results.  Excellent 
communication skills and attention to detail. Effective time-management and ability to 
multi-task.  Ability to work in a fast-paced, changing and challenging environment.  
Great leadership and management skills.  Proficiency in windows-based software and 
point of sale applications.   
 
QUALIFICATIONS 
Minimum five years’ experience in a position with managerial responsibilities in a 
pharmacy or health and wellness environment preferred.  Health related retail 
environment, customer service experience, as well as call center management and 
compliance.  
LEAD WELLNESS COORDINATOR (EMPLOYEE) 
POSITION SUMMARY 
The Lead Wellness Coordinator is a health professional with a background in health, 
fitness and nutrition who can counsel patients on a holistic approach to life and living.  
The Surterra Lead Wellness Coordinate can be described as compassionate, 
positive, loving, caring, full of life and energy, passionate and knowledgeable of 
holistic approaches to life.  This position is knowledgeable about healthy living, eating 
and health maintenance.  This position understands different methods of health 
empowerment and will present yourself in a professional manner.  This person will 
beam Empower Your Health. 
The Lead Wellness Coordinator is responsible for directing the activities of the patient 
coordinators, high quality patient customer service, retrieving patient information from 
the patient identification card using the electronic tracking system, maintaining 
confidential and HIPAA compliant paperwork, and overall upkeep.  Maintain accurate 
records of patients’ identification and registration documents, manage scheduling 
patient traffic flow, answer phones and respond to patient inquiries.  Record, arrange, 
and package patient orders. Maintain an organized and clean environment and facility 
appearance.  This role will provide leadership and knowledge to patients and fellow 
team members and will act with some management responsibilities in the absence of 
the Surterra Wellness Center manager. 
CORE JOB DUTIES AND REPONSIBILITIES 
 Customer Service and Record-Keeping 

o Welcome patients as they enter the facility.  Make sure only people 
allowed in the facility per Pennsylvania rules and regulations is allowed 
on the property.  Provide exceptional service for new and repeat 
customers, answering any questions they may have and providing brief 
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orientations and tours when needed 
o Directs and enhances patient coordinators accomplishments and 

competence by planning a delivery of solution; answering technical and 
procedural questions for less experienced team members; teaching 
improved processes and mentoring team members 

o Cross-trained to provide a great degree of dexterity, understanding and 
leadership for activities in the Surterra Wellness Center 

o Provide product to patients, complete with comprehensive dosing 
instruction and patient documentation per state and Surterra guidelines 

o Obtain the appropriate documentation from each patient at every visit, 
ensuring validity of their identification and registration with the 
Commonwealth of Pennsylvania 

o Record each visit using appropriate software, ensuring accuracy of 
patient information, and recording notes if necessary 

o Communicate with employees to maintain a steady patient traffic flow to 
maximize sales and customer satisfaction 

o Respond to and resolve patient requests, complaints, or compliments in 
person, through email, and on the phone requesting supervisor support 
as needed 

o Maintain organization of desk space and waiting room through daily 
upkeep and light cleaning 

o Comply with Surterra’s current policies and procedures and applicable 
state and local laws 

 Medical Cannabis based Education and Guidance 
o Maintain knowledge of all applicable state and local laws, as well as 

documentation processes in accordance with the Commonwealth of 
Pennsylvania 

o Maintain a basic understanding of the Cannabis based products and 
services provided at Company 

o Educate patients on the processes of registration, renewals, lost 
registration documents, etc. 

o Provide educational materials and resources for patients and caregivers 
as needed 

o Record specific requests, preferences, and notes concerning patient 
registration status using appropriate software 

o Maintain awareness of patient input and suggest changes to improve 
service or product 

 Reports and Documentation 
o Prepare documents as needed to assist patients in registering with the 

Commonwealth of Pennsylvania 
o Ensure all patient files are current and required documentation is on file 

and follows all guidelines issued by the Commonwealth of Pennsylvania 
o Maintain patient database through entering new patients, adding or 

removing membership, updating changes in information, scheduling 
appointments and updating patient registration status as required 
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o Maintain caregiver paperwork in accordance with the Commonwealth of 
Pennsylvania, maintain tracking in system and communicating changes 
to physicians as may be needed 

o Communicate with employees to update online and physical pamphlets 
as needed 

o Coordinate with the Surterra Wellness Center Manager for office 
supplies as needed 

o Responsible for outgoing and incoming mail distribution and ensuring 
post office box is collected weekly 

 Other Duties as required 
o Pack and fill duties of preparing patient’s call center, online and other 

pre-orders 
o Fill-in duties across the spectrum.  In-store managerial duties, shipping 

and receiving, inventory, leadership, training and others, as needed 
o Route media calls to the appropriate manager immediately (do not 

comment unless authorized to do so). 
o Directs and enhances wellness coordinators accomplishments and 

competence by answering technical and procedural questions for less 
experienced team members; teaching improved processes and 
mentoring team members 

o Assist managers with research, communications, or any other assigned 
projects/task. 

 
SKILLS REQUIRED 
Accurate data-entry and record keeping. Strong attention to detail, organizational 
skills and time management abilities.  Superior customer service skills.  Ability to work 
in a fast-paced, changing and challenging environment.  Proficiency in windows-
based software and internet navigation.  Knowledge of medical cannabis policy and 
law. Ability to make decisions as necessary with oversight when needed.   
QUALIFICATIONS 
At least two years in a supervisory position.  Some medical related field background 
preferably in a pharmacy or other health related environment. Background in health 
and fitness. 
WELLNESS COORDINATOR (EMPLOYEE) 
POSITION SUMMARY 
The Wellness Coordinator has a passion for life, passion for wellness, and passion for 
healthy living.  The Surterra Wellness Coordinate can be described as 
compassionate, positive, loving, caring, full of life and energy, passionate and 
knowledgeable of holistic approaches to life.  This position is knowledgeable about 
healthy living, eating and health maintenance.  This position understands different 
methods of health empowerment and will present yourself in a professional manner.  
This person will beam Empower Your Health. 
The Wellness Coordinator is responsible for high quality patient customer service, 
retrieving patient information from the patient identification card using the electronic 
tracking system, maintaining confidential and HIPAA compliant paperwork, and 
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overall upkeep.  Maintain accurate records of patients’ identification and registration 
documents, manage scheduling patient traffic flow, answer phones and respond to 
patient inquiries.  Record, arrange, and package patient orders. Maintain an 
organized and clean environment and facility appearance.   
CORE JOB DUTIES AND REPONSIBILITIES 
 Customer Service and Record-Keeping 

o Welcome patients as they enter the facility.  Make sure only people 
allowed in the facility per Pennsylvania rules and regulations is allowed 
on the property.  Provide exceptional service for new and repeat 
customers, answering any questions they may have and providing brief 
orientations and tours when needed 

o Provide product to patients, complete with comprehensive dosing 
instruction and patient documentation per state and Surterra guidelines 

o Obtain the appropriate documentation from each patient at every visit, 
ensuring validity of their identification and registration with the 
Commonwealth of Pennsylvania 

o Record each visit using appropriate software, ensuring accuracy of 
patient information, and recording notes if necessary 

o Communicate with employees to maintain a steady patient traffic flow to 
maximize sales and customer satisfaction 

o Respond to and resolve patient requests, complaints, or compliments in 
person, through email, and on the phone requesting supervisor support 
as needed 

o Maintain organization of desk space and waiting room through daily 
upkeep and light cleaning 

o Comply with Surterra’s current policies and procedures and applicable 
state and local laws 

 Medical cannabis based Education and Guidance 
o Maintain knowledge of all applicable state and local laws, as well as 

documentation processes in accordance with the Commonwealth of 
Pennsylvania 

o Maintain a basic understanding of the cannabis based products and 
services provided at Company 

o Educate patients on the processes of registration, renewals, lost 
registration documents, etc. 

o Provide educational materials and resources for patients and caregivers 
as needed 

o Record specific requests, preferences, and notes concerning patient 
registration status using appropriate software 

o Maintain awareness of patient input and suggest changes to improve 
service or product 

 Reports and Documentation 
o Prepare documents as needed to assist patients in registering with the 

Commonwealth of Pennsylvania 
o Ensure all patient files are current and required documentation is on file 



Pennsylvania Department of Health 
Medical Marijuana Dispensary Permit Application 

58 

 

and follows all guidelines issued by the Commonwealth of Pennsylvania 
o Maintain patient database through entering new patients, adding or 

removing membership, updating changes in information, scheduling 
appointments and updating patient registration status as required 

o Maintain caregiver paperwork in accordance with the Commonwealth of 
Pennsylvania, maintain tracking in system and communicating changes 
to physicians as may be needed 

o Communicate with employees to update online and physical pamphlets 
as needed 

o Coordinate with the Surterra Wellness Center Manager for office 
supplies as needed 

 Other Duties as required 
o Pack and fill duties of preparing patient’s call center, online and other 

pre-orders 
o Fill-in duties across the spectrum 
o Route media calls to the appropriate manager immediately (do not 

comment unless authorized to do so) 
o Assist managers with research, communications, or any other assigned 

projects/task. 
 

SKILLS REQUIRED 
Accurate data-entry and record keeping. Ability to answer multi-phone line system.  
Strong attention to detail, organizational skills and time management abilities.  
Superior customer service skills.  Ability to work in a fast-paced, changing and 
challenging environment.  Proficiency in windows-based software and internet 
navigation.  Knowledge of Cannabis policy and law. Ability to make decisions as 
necessary with oversight when needed.  
 
QUALIFICATIONS 
At least two years in a health-related retail environment such as a pharmacy or other 
health related entity.  Background in health and fitness.  Must be at least 21 years of 
age. 
 
CALL CENTER MANAGER (EMPLOYEE) 
POSITION SUMMARY 
Surterra’s Customer Call Center Manager leads the team that is one of the first 
interfaces between Surterra and its customers.  The Customer Call Center Manager 
acts as a brand ambassador and displays premier verbal customer service skills.  
This position has a passion for life, passion for wellness and for healthy living.  This 
individual is described as compassionate, positive, loving, caring, full of life and 
energy, and passionate about the healing benefits of therapeutic cannabis.  This 
position beams Empower Your Health.  This position manages the Call Center team. 
CORE JOB DUTIES AND REPONSIBILITIES 
 Management Responsibilities 

o Responsible for managing the Surterra Call Center Team. 



Pennsylvania Department of Health 
Medical Marijuana Dispensary Permit Application 

59 

 

o Responsible for staffing, training, and scheduling the call center team. 
o Responsible for on-going coach and performance evaluation. 
o Responsible to trouble shoot issues and provide support for key patient 

issues. 
 Customer Service Responsibilities: 

o Manage incoming calls and answer calls in the order in which they are 
received. 

o Respond to and resolve customer questions, requests and complaints. 
Utilize the scripted responses outlined in the Customer Care Manual.   

o Obtain the customer’s full name, the name of the caregiver, if 
applicable, date of birth, address, ordering physician and route of 
application of product. 

o Enter customer and order information in to shared network. 
o Patient Registry searches.   
o Accurately meet customers’ needs promptly and effectively. 
o Obtain proper information from the appropriate departments and use as 

needed when helping our customers. 
o Communicate with employees to maintain a steady patient traffic flow to 

maximize sales and customer satisfaction. 
o Consult with the Subject Matter Expert on duty in order to provide 

correct product suggestion to customer. 
o Refer to the Customer Care SOP in order to ensure proper protocol 

when assisting our customers. 
o Discuss the Company’s Compassionate Care Plan to assist those with 

economic hardships and have the customer complete and return form 
and enclosed subsequent documentation in order for Surterra to 
determine if patient is eligible for a lower cost product.  

 Medical cannabis based Education and Guidance: 
o Maintain knowledge of all applicable state and local laws, as well as 

documentation processes in accordance with the Commonwealth of 
Pennsylvania. 

o Maintain an understanding the medical cannabis products and services 
provided by the Company.  

o Educate patients on the processes of registration, renewals, lost 
registration documents, etc. 

o Maintain an understanding of Surterra’s products, dosing, and routes of 
administration. 

o Record specific requests, preferences, and notes concerning patient 
registration status using appropriate software. 

o Maintain awareness of patient input and suggest changes to improve 
service or product. 

 Documentation: 
o Prepare documents as needed to assist patients in registering with the 

Commonwealth of Pennsylvania. 
o Ensure all patient files are current and required documentation is on file 
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and follows all guidelines issued by the Commonwealth of 
Pennsylvania. 

o Maintain patient database through entering new patients, adding or 
removing membership, updating changes in information, scheduling 
appointments and updating patient registration status. 

o Maintain caregiver paperwork in accordance with the Commonwealth of 
Pennsylvania, maintain tracking in system and communicating changes 
to physicians. 

 Additional Duties: 
o Route media calls to the appropriate manager immediately (do not 

comment unless authorized to do so). 
o Comply with Surterra’s current policies and procedures and applicable 

state and local laws. 
 

SKILLS REQUIRED 
Accurate data-entry and record keeping. Ability to answer multi-phone line system.  
Strong attention to detail, organizational skills and time management abilities.  
Premiere customer service skills.  Ability to work in a fast-paced, changing and 
challenging environment.  Proficiency in windows-based software and internet 
navigation.  Knowledge of medical cannabis policy and law. Ability to make decisions 
as necessary with oversight when needed.   
 
QUALIFICATIONS 
Minimum of 4 years work related experience in call center environment.   
 
CALL CENTER COORDINATOR (EMPLOYEE) 
POSITION SUMMARY 
Surterra’s Customer Call Center Coordinator is one of the first interfaces between 
Surterra and its customers.  The Customer Call Center Coordinator acts as a brand 
ambassador and displays premier verbal customer service skills.  This position has a 
passion for life, passion for wellness and for healthy living.  This individual is 
described as compassionate, positive, loving, caring, full of life and energy, and 
passionate about the healing benefits of medical cannabis.  This position beams 
Empower Your Health.   
CORE JOB DUTIES AND REPONSIBILITIES 
 Customer Service Responsibilities: 

o Manage incoming calls and answer calls in the order in which they are 
received. 

o Respond to and resolve customer questions, requests and complaints. 
Utilize the scripted responses outlined in the Customer Care Manual.  
Elevate to the Manager Call Center if needed. 

o Obtain the customer’s full name, the name of the caregiver, if 
applicable, date of birth, address, ordering physician and route of 
application of product. 

o Enter customer and order information in to shared network. 
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o Patient Registry searches.   
o Accurately meet customers’ needs promptly and effectively. 
o Obtain proper information from the appropriate departments and use as 

needed when helping our customers. 
o Consult with the Subject Matter Expert on duty in order to provide 

correct product suggestion to customer. 
o Refer to the Customer Care SOP in order to ensure proper protocol 

when assisting our customers. 
o Discuss the Company’s Compassionate Care Plan to assist those with 

economic hardships and have the customer complete and return form 
and enclosed subsequent documentation in order for Surterra to 
determine if patient is eligible for a lower cost product.  

 Medical cannabis based Education and Guidance: 
o Maintain knowledge of all applicable state and local laws, as well as 

documentation processes in accordance with the Commonwealth of 
Pennsylvania. 

o Maintain an understanding the medical cannabis products and services 
provided by the Company.  

o Educate patients on the processes of registration, renewals, lost 
registration documents, etc. 

o Maintain an understanding of Surterra’s products, dosing, and routes of 
administration. 

o Record specific requests, preferences, and notes concerning patient 
registration status using appropriate software. 

o Maintain awareness of patient input and suggest changes to improve 
service or product. 

 Documentation: 
o Prepare documents as needed to assist patients in registering with the 

Commonwealth of Pennsylvania. 
o Ensure all patient files are current and required documentation is on file 

and follows all guidelines issued by the Commonwealth of 
Pennsylvania. 

o Maintain patient database through entering new patients, adding or 
removing membership, updating changes in information, scheduling 
appointments and updating patient registration status. 

o Maintain caregiver paperwork in accordance with the Commonwealth of 
Pennsylvania, maintain tracking in system and communicating changes 
to physicians. 

 Additional Duties: 
o Route media calls to the appropriate manager immediately (do not 

comment unless authorized to do so). 
o Comply with Surterra’s current policies and procedures and applicable 

state and local laws. 
 

SKILLS REQUIRED 
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Accurate data-entry and record keeping. Ability to answer multi-phone line system.  
Strong attention to detail, organizational skills and time management abilities.  
Premiere customer service skills.  Ability to work in a fast-paced, changing and 
challenging environment.  Proficiency in windows-based software and internet 
navigation.  Knowledge of medical cannabis policy and law. Ability to make decisions 
as necessary with oversight when needed.   
 
QUALIFICATIONS 
Minimum of 2 years work related experience in call center environment.   
 
MANAGER SALES ADMINISTRATION (EMPLOYEE) 
POSITION SUMMARY 
The Manager Sales Administration will have operational responsibility for all product 
merchandising for Surterra products including retail footprint and inventory 
management.  Key priorities will include guiding the proper capturing of sales and 
product data, developing a retail footprint by rollout by implementing a merchandising 
plan for each product SKU.  Collection and analysis of all sales and throughput data 
for synthesis in determining maximum supply chain activities.  
 
CORE JOB DUTIES AND REPONSIBILITIES 
 Design and implementation of overall merchandising programs in 

Pennsylvania.  This includes product mix, pricing, product positioning, and 
promotion.  

 Management of inventory across the Surterra Wellness Center system in a 
program that makes effective use of market data. 

 Collection and analysis of sales and throughput data across all channels. Sales 
and product feedback to be properly and succinctly synthesized to executive 
management team to inform product development and overall merchandising 
plans for Surterra products.  

 Coordination with sales and marketing teams in gathering market feedback to 
inform executive management team’s design of merchandising programs. 

 Keeping the senior leadership team and Board apprised of competition and 
market trends. 

 
SKILLS REQUIRED 
Strong analytical and research skills.  Data mining and analysis.  Critical thinking 
skills.  Strong oral and written communication skills.  Attention to detail and math 
skills.  Firm understanding of distribution and branding.  Ability to synthesize 
consumer and customer feedback into actionable data.   
 

QUALIFICATIONS 
Meaningful experience in retail operations functions in a fast-paced or high-growth 
system, with an emphasis on logistics and inventory management for large and 
diverse product sets or multiple ranges.  Experience in a wide range of 
responsibilities, from merchandising mix to support of executive management in 
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pricing strategies across all channels. Proven ability to analyze analytics into 
translation into recommendations to executive management team related to efficacy 
of product merchandising strategies and dollars spent on merchandising programs. 
 
CONTROLLER (EMPLOYEE) 
POSITION SUMMARY 
The Controller is accountable for coordination of the company’s financial planning, 
debt financing and budget management functions.  The Controller ensures Surterra’s 
accounting procedures and reporting conform to generally accepted accounting 
principles (GAAP).   This position reports to the CFO and is accountable for leading 
the accounting team in managing Surterra’s financial and accounting policies, 
systems and processes, tax and regulatory requirements, ongoing financial modeling 
and annual business plan. Provide leadership and coaching to the Accounting team. 
CORE JOB DUTIES AND REPONSIBILITIES 
 Planning 

o Assists in the development of annual budgets, including proforma P&L, 
balance sheet, cash flows. 

o Implements internal control structures as designed by the CFO. 
o Implements financial and 280E tax strategies as designed by the CFO. 
o Designs and implements financial dashboards as part of Group dashboard 

program; maintains for updates as requested by the Board of Directors. 
o Implements capital request and budgeting processes. 
o Trains an accounting team to manage financial reporting, A/R, A/P, etc. 
o Implements performance measures that support the company’s strategic 

direction. 
o Assist in the design and maintenance of the company’s organizational 

structure to effectively accomplish the department’s goals and objectives. 
o Documents and maintains complete and accurate supporting information 

for all financial transactions. 
 Operations 

o Manages the accounting department. 
o Provides accounting policy orientation for new staff. 
o Monitors and analyzes monthly operating results against budget. 
o Manages the preparation of all financial reports. 
o Manages the preparation of financial outlooks and financial forecasts. 
o Manages the financial operations of subsidiary companies and other 

related entities. 
o Manages the company’s transaction processing systems. 
o Prepares financial analysis for contract negotiations and investment 

decisions. 
o Works with department managers to develop business plans and 

manage their budget process. 
 Financial Information 

o Manages the issues of financial information, enabling robust data 
collection and analysis through the use of progressive SaaS 
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platforms. 
o Completes tax forms and appropriate governmental filings for the 

Company. 
o Reports financial results to the Board of Directors in conjunction with 

the CFO. 
 Risk Management 

o Understands and mitigates key elements of the company’s risk profile. 
o Ensures the compliance and recordkeeping meets the requirements of 

local, state, auditors and government agencies. 
o Maintains relations with external auditors and investigates their findings and 

recommendations.  
 Funding 

o Monitors cash balances and cash forecast.  
o Manages timely communications and updates to the Chief Financial 

Officer. 
 

SKILLS REQUIRED 
Significant understanding of legal principles for a major corporation with significant 
filing requirements.  Ability to work in a fast-paced, changing, and challenging 
environment.  Analytically and communicatively intelligent. Market and political 
knowledge. Focuses simultaneously on short- and long-term goals and ability to 
identify problems quickly. Experienced in a leadership role with a high level of written 
and oral communication skills.     
 
QUALIFICATIONS 
CPA preferred.  Minimum 5 years experience in an accounting firm or corporation 
focused on Controller roles and responsibilities. 
 
GENERAL COUNSEL (EMPLOYEE) 
POSITION SUMMARY 
Surterra’s General Counsel is responsible for overseeing and identifying all legal 
issues related to Surterra’s activities and partnerships, including cultivation, extraction 
/ processing, testing, dispensing, product development, marketing, sales, distribution, 
human resources, business development, and corporate governance.  Works in a 
highly regulated environment with evolving local, state, and federal regulations and 
guidelines. Provides counsel and direction to the Company’s senior leadership team 
and Board of Managers in an ongoing effort to grow the Company’s ability to serve 
the patients of Pennsylvania. 
CORE JOB DUTIES AND REPONSIBILITIES 
 General Counsel: Give accurate and timely counsel to leadership team; 

collaborate with management to develop defensive and growth strategies for 
key business issues 

 Crisis Management: Ongoing consultation with Surterra leadership team to 
build policies to minimize crisis opportunities; leadership of crisis management 
team when needs arise 
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 Compliance: Lead the compliance oversight for the Company for all operations 
and provide insight to department heads on compliance issues. Proactively 
develop compliance strategies on an ongoing basis. 

 Public Policy: Work with executive team to develop public policy direction for 
the Company. 

 Tax Planning and Advisory: Work with finance team to determine Company 
corporate structure and other legal issues in relation to tax planning. 

 Business and Partnership Development: Oversight of all contracts with third 
party service providers, vendors, and partners with a vision of equitable 
relationships with ever partner. 

 Intellectual Property: Safeguard the intellectual property of Surterra and 
manage all licensing applications to intellectual property. 

 Administrative Repository: Manage the Company’s central repository of key 
documents and promote a structure of organization and document security 
across all levels of the Company. 

SKILLS REQUIRED 
Outstanding communication skills, sound judgment, and ability to analyze situations 
and information. Synthesis of large amounts of data to salient points for senior 
leadership team to facilitate decisionmaking. High degree of professional ethics and 
integrity. Full comprehension of influences of the external environment to the 
Company, including regulators. 
 
QUALIFICATIONS 
Juris Doctor (JD) from top , 10+ years legal practice experience, proven 
understanding of national and state labor, trademark, and intellectual property law.  
Demonstrated ability to create legal defense and proactive strategies.   
 
HUMAN RESOURCES DIRECTOR (EMPLOYEE) 
POSITION SUMMARY 
This position will create an alignment of Surterra’s vision and mission across its 
departments, employees, owners, and partners by supporting and sustaining a culture 
of Leadership.  The Director of HR will ensure the office is operationally efficient and 
effective. This role is responsible for setting strategic human resource and 
administrative direction for the Company, and will develop a thorough understanding 
of Surterra’s requirements regarding human resources, insurance, and administrative 
functions.  The Director will partner with executive management to identify talent 
gaps, and address the needs of departments, vice presidents, directors, manager, 
and staff in key positions.  This role is responsible for accurate and equitable 
administration of all compensation and benefits, and will lead the Human Resource 
support team.  Collaborates with the Compliance Manager to ensure the Company is 
maintaining compliance with all regulatory agencies.  Works closely with the Finance 
Department, and collaborates with legal, as needed.   
 
CORE JOB DUTIES AND REPONSIBILITIES 
 Human Resources 
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o Employee recruitment, retention and terminations. 
o Maintenance of personnel files. 
o Benefits administration and employee compensation. 
o Counsel and advice to employees on work related issues including 

providing guidance and direction to management team and 
employees on human resource related topics. 

o Develop, manage and implement personnel policies; develop Human 
Resources Information Systems. 

o Work with employees and management to facilitate staff 
development and training opportunities.   

o Communicate and ensure compliance and consistency with 
Company practices and policies and compliance with all employment 
related laws.   

o Effectively interface with all levels of the Company to coordinate and 
oversee all of the people-related activities. 

o Develops and implements various human resource plans and 
procedures for all company personnel. 

o Develops and maintains employee handbooks, policies and 
procedures. 

o Develops and administers the Company’s Performance Appraisal 
system. 

o Develops Job Descriptions 
o Collaborate with the Facilities Compliance Officer to ensure 

employees are added to team training groups for mandated 
compliance courses and Company Orientation. 

o Make certain that all administrative systems and processes are 
highly reliable, finely tuned and well-delivered with an aim toward 
pro-action.  
 

 Documentation Retention 
o Maintains the flow of both electronic and hard-copied controlled 

documents, department files and resource materials. 
o Prepares and organize documents to confirm to quality control 

standards, office procedures and system processes. 
o Ensure completeness of files’ research missing documents, remove 

non-essential material. 
o Ensures record keeping is in compliance with auditors, Department 

of Health and other state, federal and governmental agencies. 
o Establish and maintain effective communication and coordinator with 

Company staff and management to ensure all company files are 
directed to a central repository. 

o Maintain regular contact with other departments to obtain and 
convey information and/or to correct transactions. 
 

SKILLS REQUIRED 
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Working knowledge and be current with all relevant employment related laws.  
Experience with developing a Human Resources Information System for a scalable 
enterprise.  Knowledge of employment law, compensation, benefits administration, 
organizational planning and development, employee relations, safety, and training 
and development.  Must have basic computer skills in Microsoft Office applications 
and HRIS programs.  Must be accurate and efficient, high energy, comfortable 
performing multifaceted projects in conjunction with day-to-day activities.  Strong oral 
and written communication skills. Superior interpersonal and coaching skills including 
patience and ability to work well with staff at all levels.  Evidence of the practice of a 
high level of confidentiality and excellent organization skills.  Excellent analytical skills 
and good reasoning abilities and sound judgment. 
 
QUALIFICATIONS 
Undergraduate degree in Human Resource or related field (e.g. Human 
Resource/Organizational Development or Business Administration). 7 plus years of 
professional experience with at least 5 years of progressive and hands-on HR 
generalist experience; 3 plus years supervisory experience.  Demonstrated ability to 
successfully participate on senior management teams that provide leadership and 
strategic direction.   
DIRECTOR ASSET PROTECTION (EMPLOYEE) 
POSITION SUMMARY 
This position is responsible for regulatory compliance with Pennsylvania law and 
regulations, as well as municipal regulations applicable throughout all of Company’s 
locations and operations.  The Director, Asset Protection will verify and maintain 
software and technology to adequately provide oversight, security, and monitoring in 
all required areas.  This position will ensure all security equipment, cameras, alarms, 
locks, safes, emergency notification equipment, internal communications equipment, 
panic buttons, and other elements of security are in place and functioning properly to 
insure the protection of all Company personnel, patients, products, and facilities and 
in all areas where Company handles, processes, grows, stores, ships or sells medical 
cannabis.  The Director, Asset Protection will monitor compliance and security 
systems, policies, and procedures to ensure their effectiveness.  This position will 
advise internal management on the implementation and compliance of all asset 
protection programs.  This position will file appropriate compliance and security-
related reports with regulatory agencies. 
CORE JOB DUTIES AND REPONSIBILITIES  

 Asset Protection Management and Oversight 
o Overseeing all asset protection devices, policies, and procedures, 

maintaining security systems and ensuring compliance 
o Monitor security and compliance systems for effectiveness 
o Directing internal investigations of security and compliance issues 
o Management of all asset protection personnel 
o Conduct internal reviews and audits and serving as the point of contact 

for all asset protection and security compliance issues 
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o Serves as the immediate interface between the Company and law 
enforcement or other emergency responders 

o Directs the execution of all emergency action plans and maintains 
continuous communications between all internal stakeholders and 
outside supporting agencies 

 Asset Protection and Security Operations 
o Exercise positive control of the movement of highly sensitive 

merchandise and ensure strict adherence to policies and protocols to 
mitigate risk of loss through theft or pilferage 

o Keep informed regarding pending industry changes, trends, and best 
practices and assess the potential impact of these changes on 
organizational processes 

o Report violations of product or building security and compliance or 
regulatory standards to duly authorized enforcement agencies as 
appropriate or required 

o Verify the security systems and software technology is in place to 
adequately provide oversight and monitoring in all required areas 

o Oversee internal and external reporting systems such as ingress/egress 
record keeping, product handling procedures, storage procedures, 
product display and dispensing processes, transportation procedures, 
facility opening and closing procedures, external security systems and 
procedures, procedures for accessing restricted areas, suspected 
diversion procedures, procedures for dealing with internal emergencies 
or incidents, changes in employee information and patient record 
protection. 

o Review and modify policies and operating guidelines to comply with 
changes in standards or regulations 

o Manage all asset protection personnel, both in-house and out-sourced 
 Asset Protection and Security Compliance Program Management 

o Direct the development or implementation of asset protection and 
security compliance-related policies and procedures throughout the 
organization 

o Advise internal management on the implementation or operation of 
asset protection and security compliance programs 

o Conductor or direct the internal investigation of asset protection and 
security compliance issues 

o Provide assistance to internal and external consultants and auditors in 
asset protection and security compliance reviews 

o Monitor all security systems, internal and external, and security 
compliance systems to ensure their effectiveness 

o Design or implement improvements in communication, monitoring, or 
enforcement of asset protection and security compliance standards 
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o Provide employee training on security compliance related topics, 
policies, or procedures 

o Prepare management reports regarding security compliance operations 
and progress 

o Work closely with Company legal on all matters concerning legal 
interpretation of legislature, emerging regulatory changes, and new 
requirements. Also seek legal opinion prior to implementing procedures 
and protocols to ensure legality and compliance standards are met 

 Reporting and Documentation 
o File appropriate asset protection and security compliance reports with 

regulatory agencies 
o Maintain documentation of asset protection and security compliance 

activities, such as applications and reports submitted, complaints 
received, or investigation outcomes. 
 

SKILLS REQUIRED 
Excellent analytical skills and understanding of Pennsylvania law and regulations.  
Knowledge of implementation of building external and internal security procedures 
including cameras, electronic communications, alarms and warnings and ability to 
quickly obtain knowledge of safe and secure growing, storing, transporting, and 
dispensing of therapeutic cannabis.  Ability to quickly react to changing regulatory 
requirements and modify practices and procedures to ensure compliance.  Strong 
communication skills are required as the Director, Asset Protection will be responsible 
for maintaining dialog and relationships with state department officials, law 
enforcement, landlords, city personnel, as well as the directors, management, and 
employees of the Company. 
 
QUALIFICATIONS 
Past experience as a Law Enforcement Officer whether Federal (SAC A / SAC level 
preferred), State and local (both supervisory and investigative experience) or Military 
(CID / OSI / NCIS).  Minimum ten years’ experience in relevant field. 
ASSET PROTECTION OFFICER (EMPLOYEE) 
POSITION SUMMARY 
The Asset Protection Officer operates under the Director, Asset Protection and within 
the Asset Protection team in implementing policies and procedures.  The primary role 
of the Asset Protection Officer is to monitor the Company facilities and activities via 
the Asset Protection Command Center (APCC) to detect, observe, recognize, identify, 
deter, report, and when appropriate, intervene in criminal activity directed against the 
facilities, employees, patients, or products of Surterra.  This position is also the 
primary coordinator between local law enforcement or emergency services working 
with the Director Asset Protection when applicable.   
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CORE JOB DUTIES AND REPONSIBILITIES 

 Asset Protection Command Center Operations 
o Monitor and provides direct interface (command and control) of all 

integrated security systems and asset protection personnel on the 
Company’s facilities or conducting transportation operations.   

o Manages multiple data feeds (CCTV, Alarms, GPS trackers, 
communication systems, etc.) and directs response options as 
appropriate. 

o Reports any activities and potential security issues to Director, Asset 
Protection as appropriate 

o Cooperates with Director, Asset Protection in interface with law 
enforcement and other emergency responders.   

o Provides planning support to Director, Asset Protection for 
transportation operations and other activities as required. 

 Asset Protection Transportation Operations 
o Assist planning and preparation for asset protection procedures for the 

transportation of product or currency to dispensaries, delivery hubs, 
patients’ homes and/or third party testing laboratories, if needed.  

o Maintain a heightened situational awareness concerning activities 
surrounding the transportation team while in transit via monitoring 
through the APCC and immediately report any suspicious activity to the 
Director Asset Protection 
 

SKILLS REQUIRED 
Understanding of Pennsylvania law and regulations.  Knowledge of implementing 
security procedures utilizing provided security equipment.  Understanding and 
assessment of situational awareness and proper protocols for responding to various 
situations.  Strong communication skills. Strong understanding of ethics and security 
protocols. Must be thoroughly familiar with all emergency action plans. 
 
QUALIFICATIONS 
Past experience as a Law Enforcement Officer and/or Security Officer.  Ability to 
routinely carry 15 to 20 pounds of specialized equipment.  Must be capable of 
physically supporting implementation of all emergency action plans with little or no 
notice.  Minimum three years’ experience in relevant field. 
ASSET PROTECTION PERSONNEL(EMPLOYEE) 
POSITION SUMMARY 
The Asset Protection Personnel operates under the Director, Asset Protection and 
within the Asset Protection team in implementing policies and procedures.  The 
primary role of the Asset Protection Personnel is to monitor the Company facilities 
and activities while on post to detect, observe, recognize, identify, deter, report, and 
when appropriate, intervene in criminal activity directed against the facilities, 
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employees, patients, or products of Surterra.  Asset Protection Personnel will stand 
posts as directed at access control points, designated locations inside the facilities 
and conduct both foot and vehicular patrols as required (indoors and outdoors.)  The 
Asset Protection Team will use enhance guard tour programs to complete routine 
check points while on duty to ensure proper surveillance and awareness of Company 
operations.  
CORE JOB DUTIES AND REPONSIBILITIES 
 Asset Protection Personnel (Grow/Extraction/Processing Facility) 

o Stand posts as directed to access control points, designated locations 
inside the facility and both foot and vehicular patrols (indoors and 
outdoors)  

o Detect, observe, recognize, identify, deter, report and when appropriate, 
intervene in criminal activity directed against the facilities, employees or 
patients 

o Follow policies and procedures for managing guests to the facilities with 
proper protocols and reports Asset Protection and Security Compliance 
Program Management 

o Conduct guard tour activities to ensure regular and timely inspections of 
key facility check points for security issues or maintenance issues. 

 Asset Protection Personnel (Dispensary Facility) 
o Implement asset protection procedures for the dispensary, providing 

necessary assistance and support, and maintaining an optimally safe 
environment for patients, staff and visitors.   

o Monitor appointment schedules, if any, and screening customers 
entering the facility while maintaining a professional and cordial 
demeanor 

o Maintain a heightened situational awareness concerning activities in the 
surrounding public areas and spaces and immediately report any 
suspicious activity to the Asset Protection Officer on duty 

o Provide watch during delivery of products to the Surterra Wellness 
Center (Dispensary) and escort employees and management to their 
personal vehicles at the conclusion of daily operations as requested. 

 Asset Protection Officer (Transportation) 
o  Implement asset protection procedures for the transportation of product 

or currency, if needed.  
o Maintain a heightened situational awareness concerning activities in the 

surrounding public areas and spaces and immediately report any 
suspicious activity to the Asset Protection Officer on duty 
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o Provide watch during delivery of products and currency to/from the 
Surterra Wellness Center (Dispensary) and Grow/Processing facility and 
financial institution 
 

SKILLS REQUIRED 
Understanding of Pennsylvania law and regulations.  Knowledge of implementing 
security procedures utilizing provided security equipment.  Understanding and 
assessment of situational awareness and proper protocols for responding to various 
situations.  Strong communication skills. Strong understanding of ethics and security 
protocols. Must be thoroughly familiar with all emergency action plans. 
 
QUALIFICATIONS 
Past experience as a Law Enforcement Officer and/or Security Officer.  Ability to 
routinely carry 15 to 20 pounds of specialized equipment.  Must be capable of 
physically supporting implementation of all emergency action plans with little or no 
notice.   Minimum one years’ experience in relevant field. 
COMPLIANCE MANAGER(EMPLOYEE) 
POSITION SUMMARY 
The Compliance / QA Manager has overall responsibility for Company adherence to 
all local, state, and Company policies and procedures, laws, rules and regulations.  
This position works in collaboration with Cultivation, Processing, Retail, IT, Human 
Resources, and ensures the Board of Directors, management and employees are in 
compliance with the rules and regulations of regulatory agencies, that company 
policies and procedures are being followed, and that behavior in the organization 
meets the Company’s Standards of Conduct.  This position participates with other 
management staff in charting the direction of the Company, assuring its accountability 
to all constituencies, and ensuring its effective operation. Within the Company, the 
position has primary working relationships with the senior management team, 
security, cultivation, extraction and processing, and the dispensing management. 
Outside the Company, the position coordinates, primarily, with regulatory agencies 
and independent testing laboratories.  The Compliance/QA Manager will work directly 
with the Cultivation and Processing team for tight controls and management of all 
product inputs and final products to ensure the highest product quality.  This position 
oversees all inventory management and tracking as well as recordkeeping to improve 
business efficiencies and Company asset protection.  The Compliance / QA Officer is 
responsible for tracking the Company Diversity Programs. 
CORE JOB DUTIES AND REPONSIBILITIES 
 Quality Assurance/Compliance 

o Drafts and monitors all compliance procedures. Continually reconciles 
and monitors inventory to maintain full compliance with state and local 
law. Maintains communication with all state and local law enforcement 
and regulatory agencies in order to ensure complete compliances 
across Cultivation, Processing, Dispensing, Asset Protection, and IT 

o Establishes compliance operational strategies by evaluating trends; 
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establishing critical measurements; determining production, productivity, 
quality, and customer-service strategies; designing systems; 
accumulating resources; resolving problems; implementing change 

o Ensures compliance with regulations and controls by examining and 
analyzing records, reports, operating practices, and documentation; 
recommending opportunities to strengthen the internal control structure 

o Complies with federal, state, and local legal requirements by studying 
existing and new legislation; enforcing adherence to requirements; 
advising management on needed actions 

o Establishes a quality management system to assure the company 
complies with statutes defined by the Commonwealth of Pennsylvania 
as well as Surterra standards 

o Assess product, compliance, or operational risks and develop risk 
management strategies. 

o Identify compliance and quality deficiencies, report appropriately, and 
take corrective action 

 Recordkeeping 
o Provides reports on a regular basis, and as directed or requested, to 

keep the Corporate Compliance Committee of the Board, senior 
management, and the Diversity Committee informed of the operation 
and progress of compliance efforts 

o Ensures proper reporting of violations or potential violations to duly 
authorized enforcement agencies as appropriate and/or required 

o Ensure the record keeping meets the requirements of auditors and 
government agencies 

o Works with the Human Resources Department and others as 
appropriate to develop an effective compliance training program, 
including appropriate introductory training for new employees as well as 
ongoing training for all employees and managers 

 Inventory Controls 
o Develop the Company’s inventory management strategy with the aim of 

properly accounting for and securing all inventory at all times throughout 
the supply chain 

o Controlling costs within budgetary limits, generating savings, 
rationalizing inventory and maximizing available working capital 

o Execute inventory control measures to ensure the company minimizes 
inventory holding and maximizes stock system and paperwork accuracy 

o Ensure incoming product is receipted and managed appropriately 
according to company procedure 

o Oversees the proper and timely ordering and distribution of all inputs, 
products, merchandise, and office supplies to Company locations 

o Organize, manage, and assist in weekly physical inventory counts at all 
Company locations 
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o Complete inventory procedure using appropriate software and respond 
to any discrepancies by notifying the location’s management and 
investigating reasons for the discrepancy 

 Reporting and Documentation 
o Ensure inventory counts are being performed on schedule with 

acceptable results, and the proper documentation is being executed and 
filed 

o Responsible for the settlement of all inventory discrepancies and 
reporting the resolution of such discrepancies 

o Develop monthly summary for the President of Company of all inventory 
discrepancies and how the issues have been resolved and/or mitigated 

o Work directly with the Director Asset Protection when appropriate to 
manage inventory discrepancies 

 Inventory Management Program 
o Ensure materials are ready and available for production as and when 

required, and accuracy of the inventory management system for all 
Company locations 

o Manage inventory models insuring the right products are distributed to 
the right Company locations 

o Monitor obsolete and non-moving materials and products. Identify and 
suggest items for disposition 

o Supervise the handling of products for sale, returned, or discarded 
o Arrange and schedule regular training for the management and agent 

teams of Company. Conduct on-the-job training as necessary to 
maintain proficiency in Company inventory operations 

o Establish, maintain, and assess inventory turn and service level goals 
as well as other KPI’s for each location using history, sales plans, 
vendor criteria, and market trends 

 
SKILLS REQUIRED 
Organized, understanding of legal rules and regulations, government reporting and 
record keeping.  Detail oriented.  Authoritative with detailed follow-up.  Strong 
communication and leadership qualities.  Exhibits a sense of urgency when 
necessary.  Ability to direct, coach, support, and delegate tasks to management and 
employees.  Ability to issue and explain instructions effectively.  Demonstrated 
experience in a position requiring critical-thinking, problem-solving, planning and 
assessment.  Computer literacy in word processing, point-of-sale systems, and 
database management.  Commitment to working with shared leadership and in cross-
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functional teams.  Strong oral and written communication skills.  Ability to manage 
multiple projects at a time. 
 
QUALIFICATIONS 
A minimum of 5 years’ experience in a healthcare organization and 3 years’ 
experience with Inventory Management and Inventory Management Software.  
Compliance and Reporting procedures knowledge.  
CHIEF EXECUTIVE OFFICER (SURTERRA HOLDINGS EMPLOYEE) 
POSITION SUMMARY 
The position reports to the Board of the Company. This position leads the 
development and execution of the company business strategy.  Plans, directs, and 
coordinates operational activities at the highest level of management with the help of 
executives and staff managers.  Acts as a direct liaison between the Board and 
management.  Communicates on behalf of the company to shareholders, employees, 
government authorities, other stakeholders and the public. 
CORE JOB DUTIES AND REPONSIBILITIES 
 Planning 

o Assist in formulating the company’s future direction and supporting 
tactical initiatives 

o Develop financial and tax strategies  
o Manage the capital request and budgeting processes 
o Develop performance measures that support the company’s strategic 

direction 
 Operations 

o Set company mission, vision, and strategic imperatives for the executive 
team to lead their teams 

o Lead and participate in key decisions as a member of the executive 
management team 

o Direct COO with key initiatives and support as necessary for 
implementation 

 Financial Information 
o Oversee all financial management, budgeting, planning, reporting and 

forecasting 
o Personally review and approval all tax forms and appropriate 

governmental filings for the Company 
o Report financial results to the Board of Directors.       

 Risk Management 
o Understand and mitigate key elements of the company’s risk profile 
o Ensure the record keeping meets the requirements of auditors and 
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government agencies 
 Political Strategy 

o Oversee Group political strategy in all states 
o Foster and maintain all political relationships, including oversight of all 

Group lobbying activities 
 Investor Relations/Funding 

o Monitor cash balances and cash forecast  
o Assist in capital raise and other funding mechanisms 
o Manage timely investor communications and updates 

SKILLS 
Significant understanding of financial principles for a major corporation with significant 
filing requirements.  Ability to work in a fast-paced, changing, and challenging 
environment.  Analytically and communicatively intelligent. Market and political 
knowledge. Focuses simultaneously on short- and long-term goals and ability to 
identify problems quickly. Experienced in a leadership role with a high level of written 
and oral communication skills.     
 
QUALIFICATIONS 
Proven business experience at a C Level position of an organization working in a 
complex environment 
CHIEF DEVELOPMENT OFFICER (SURTERRA HOLDINGS EMPLOYEE) 
POSITION SUMMARY 
The Executive will have strategic responsibility and oversight within the Company’s 
political efforts and marketing efforts, and will work in concert with necessary state-
subsidiary operational leads to support the implementation of the brand.  
 
CORE JOB DUTIES AND REPONSIBILITIES 
 
 Executive Leadership and General Business Development 

o Oversee Group political strategy in all states 
o Foster a culture of health and wellness, innovation, honesty, and quality 

within the organization and any brands within the Company’s portfolio 
o Assures that Company actions reflect the Brand, and support the 

Company’s identity amongst government, patients, physicians, 
commercial partners, and contractors  

o Provide up-to-date materials regarding the Brand and strategic direction 
of the Company, progress, continued innovation and growth investment 
recommendations 

o Status reports for Executive Leadership team and Board, namely of 
competition and market trends; ensuring Surterra always remains at the 
forefront of innovation to maximize Brand success and continued 
fundraising support 
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o Produce strategic partnership opportunities to the Board and Executive 
Leadership team for review 

o Provide investment capital relationships periodically to ensure the 
Company is properly resourced for growth and expansion efforts 

 Directing the Brand and Product Development efforts  
o Product Development responsibilities. This includes balancing the 

product mix, packaging, pricing, product positioning within the market 
and Surterra Brand offerings. 

o Oversight of Brand messaging on Public Relations efforts, digital, and 
physical assets 

o Design and implementation of comprehensive product development 
pipeline including 
 Brand hierarchy and product line stratification 
 Oversight of formulations development and innovation 
 Oversight of packaging designs, and sourcing efforts 
 Oversight of Brand messaging on a per-product basis 
 Work closely with Public Relations lead, and Marketing lead, and 

Retail lead for product launches 
o Currently jointly responsible for bringing products to market rapidly and 

profitably, including full market research lifecycle, product development 
in conjunction with existing product development teams and state-level 
operations lead  

o Coordination with Retail Directors or teams and oversight of product 
merchandising and in-store marketing materials when affecting the 
Brand experience 

 Expansion of Brand into additional states/markets 
o Design and implement overall strategic agendas for regional operations 

expansion, including 1) Organization of political strategy on a federal, 
state, and (as necessary) municipal level , 2) Organization of 
partnerships, joint venture agreements, or other commercial 
arrangements as necessary for entering markets, and 3) Organization of 
internal resources for license/permit applications in multiple jurisdictions 

 Recommend and organize staffing and execution teams to step into 
operational roles once licenses are established  

 
SKILLS 
Understanding of political and regulatory environment of growth opportunities for the 
Company, Comprehensive understanding of market environments; current competitor 
landscape, business differentiation analysis, economic market trends in capital 
formation, product and sales metrics, Highly motivated, growth-oriented team member 
capable of leading groups and achieving both physical and abstract development 
milestones when resourced appropriately, Ability to communicate across functional 
groups, building a team environment as well as strong rapport with a seasoned Board 
of Directors, Excellent communication skills, written and verbal, and relational 
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development skills 
 
QUALIFICATIONS 
Track record of successful marketing on commercial operations platform in a unique 
industry that required significant consumer and constituent education in a highly-
regulated environment, Brand building experience in multichannel marketing; 
significant digital marketing and asset creation experience required, Cross-channel 
exposure to brick and mortar / retail marketing programs strongly preferred, Track 
record of capital formation in a unique industry  
CHIEF OPERATING OFFICER (SURTERRA HOLDINGS EMPLOYEE) 
POSITION SUMMARY 
This position leads the development and execution of the company business strategy.  
Plans, directs, and coordinates operational activities at the highest level of 
management with the help of executives and staff managers.  Acts as a direct liaison 
between the CEO and Department heads.   
 
CORE JOB DUTIES AND REPONSIBILITIES  
 Planning 

o Assist in formulating the company’s future direction and supporting 
tactical initiatives 

o Develop a strategic plan to identify and create new initiatives, develop a 
project timeline, research requirements, and specific goals, consistent 
with the company’s mission 

o Manage the capital request and budgeting processes 
o Develop performance measures that support the company’s strategic 

direction 
 Retail Operations 

o Responsibility for all retail operations across Surterra system, including 
logistics, fulfillment, merchandising, pricing and product placement 

o Oversight of all capital planning for retail system 
o Participate in key decisions as a member of the executive management 

team 
o Assist CEO in developing short and long-term organizational goals, 

objectives, and strategic initiatives in relation to business plan. 
o In collaboration with CEO, plan and coordinate financial and business 

forecasting, and execute the annual budget process as relevant to all 
operational and administrative aspects of the company 

 Information Technology 
o Design and implement Group-level IT strategies and ensure 
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progressive technology solutions meet business needs of all operators 
across all entities 

o Ensure all Group compliance requirements are being proactively 
solved through IT best practices in order to remove human touchpoints 
whenever possible. Includes HIPAA compliance as required 

o Coordinate with State as necessary to build proactive technology 
solutions to maintain the Group’s competitive edge, and carbon copy 
these initiatives in new states 

 Cultivation Operations 
o Responsibility for efficacy and efficiency of cultivation and processing 

facilities 
o Oversight and responsibility for quality control (QC) and quality 

assurance (QA) of raw inputs and finished products in accordance with 
all Group and state standards, as applicable 

 Manufacturing and Assembly Operations 
o Capital planning of all manufacturing and assembly operations 
o Oversight of all manufacturing and assembly relationships; ensuring 

they meet the needs of the Group’s QA and QC goals and standards 
 Company Communications 

o Manage all company communication, both internal and external, to all 
key stockholders. 

o Monitor proper communication practices to meet all ethical and policy 
regulations 

o Steward the company image and brands 
o Plans and develops industrial, labor, and public relations policies 

designed to improve company's image and relations with customers, 
employees, stockholders, and public 

SKILLS 
Significant understanding of financial principles for a major corporation with significant 
filing requirements.  Ability to work in a fast-paced, changing, and challenging 
environment.  Analytically and communicatively intelligent. Market and political 
knowledge. Focuses simultaneously on short- and long-term goals and ability to 
identify problems quickly. Experienced in a leadership role with a high level of written 
and oral communication skills. 
 
QUALIFICATIONS 
Proven business experience at a C level position in an industry that is complex and 
emerging. 



Pennsylvania Department of Health 
Medical Marijuana Dispensary Permit Application 

80 

 

CHIEF FINANCIAL OFFICER (SURTERRA HOLDINGS EMPLOYEE) 
POSITION SUMMARY 
The Chief Financial Officer is accountable for the financial, and risk management 
operations of the company, to include the development of a financial and operational 
strategy, metrics tied to that strategy and the ongoing development and monitoring of 
control systems designed to preserve company assets and report accurate financial 
results.  The CFO is responsible for oversight of all proper reporting and 
documentation to the proper authorities of the required compliance records. The CFO 
is additionally responsible, in conjunction with the CEO, for any additional fund 
vehicles of which Surterra Holdings is the General Partner, for use in real estate 
financing or other activities. 
 
CORE JOB DUTIES AND REPONSIBILITIES 
 Capital Planning 

o Assist in formulating the company’s future direction and supporting tactical 
initiatives. 

o Develop annual budgets, including proforma P&L, balance sheet, cash 
flows and present to founders, investors and Board of Directors. 

o Develop financial and 280E tax strategies.  
o Manage the capital request and budgeting processes. 
o Source, hire and train an accounting team to manage financial reporting, 

A/R, A/P, etc. 
o Integrate financial and operational data into meaningful real-time reports 

and financial analytics. 
o Develop performance measures that support the company’s strategic 

direction. 
 Operations 

o Participate in key decisions as a member of the executive management 
team. 

o Oversees the accounting department. 
o Manages investor relations, tax, regulatory, and treasury departments. 
o Oversee the financial operations of subsidiary companies and other 

related entities. 
o Manage the company’s banking relationships. 
o Analyze bank financial statements. 
o Manage small banking business, including loan underwriting, payment 

processing and interest rate risk management. 
o Oversee the company’s transaction processing systems. 

 Financial Information 
o In conjunction with the COO, selection and implementation of ERP 

systems with required financial modules to track and maintain the 
Group’s operational and financial performance 

o Oversee the issues of financial information.  
o Personally review and approve all tax forms and appropriate 

governmental filings for the Company. 
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o Report financial results to the Board of Directors.  
 Risk Management 

o Understand and mitigate key elements of the company’s risk profile. 
o Form and manage captive insurance companies.  
o Stay current of emerging trends in the captive insurance industry. 
o Ensure the record keeping meets the requirements of auditors and 

government agencies. 
o Maintain relations with external auditors and investigate their findings and 

recommendations.  
 Investor Relations/Funding 

o Monitor cash balances and cash forecast.  
o Assist in capital raise and other funding mechanisms. 
o Manage timely investor communications and updates. 

 Surterra Opportunity and Real Estate Funds 
o Manage all fundraising activities 
o Manage all fund operations 
o Manage investment strategy and all transactions in conjunction with 

CEO, with CFO acting as the Chief Investment Officer 
SKILLS 
Significant understanding of financial principles for a major corporation with significant 
filing requirements.  Ability to work in a fast-paced, changing, and challenging 
environment.  Analytically and communicatively intelligent. Market and political 
knowledge. Focuses simultaneously on short- and long-term goals and ability to 
identify problems quickly. Experienced in a leadership role with a high level of written 
and oral communication skills.   
   
QUALIFICATIONS 
Seasoned executive in the financial field.  CPA designation preferred or advanced 
degree in finance.  Up to date knowledge of current financial and accounting 
computer applications. 
 
DIRECTOR RETAIL FACILITIES (SURTERRA HOLDINGS EMPLOYEE) 
POSITION SUMMARY 
The Director Retail Facilities is responsible for identifying, qualifying and negotiating 
new real estate opportunities, as well as assisting in the management of the portfolio 
of existing properties. This individual executes a strategic real estate plan that follows 
Surterra’s business model in acquisition of successful properties with market 
analysis/planning, site selection and lease negotiations in addition to the analysis and 
renewal of existing sites.  Responsible for the overall management of industrial or 
commercial properties to satisfy the requirements of the ownership and tenants, to 
preserve and increase the value and integrity of the properties and to meet the 
financial objectives of the ownership and management. 
 
CORE JOB DUTIES AND REPONSIBILITIES 
 Execute site acquisition, relocation, new dispensary construction and remodel 
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initiatives accountable for on-time and within-budget store development 
execution.  

 Oversee the preparation of the annual and longer-term market-level, as well as 
system wide plans and budgets consistent with approved strategies. 

 Coordinates with Finance, Marketing and Operations, on dispensary store 
development, cultivation and processing facility strategies.  

 Initiate performance and investment analysis for prospective sites utilizing 
analytical skills at both trade area and market levels, taking into account 
demographic and other relevant considerations such as optimum brand 
presence, logistics and operational issues.  

 Participate in store design, layout and engineering analysis for efficiency, 
operational productivity, esthetic and cost improvements.  

 Ensure quality lease negotiations and manages existing store assets in 
renewal negotiations.  

 Maintenance Oversight of Facilities 
o Monitor and complete maintenance and repairs timeously and cost-

effectively 
o Ensure security of premises and maintain security devices 
o Organize incoming and outgoing inspections and prepare inspection reports 
o Implement preventative maintenance programs 
o Oversee capital improvement projects 
o Negotiate and manage contracts with outside vendors 

SKILLS 
Ability to work in a fast-paced, changing, and challenging environment.  Analytically 
and communicatively intelligent. Market and political knowledge. Focuses 
simultaneously on short- and long-term goals and ability to identify problems quickly.   
QUALIFICATIONS 
Experienced in a leadership role with a high level of written and oral communication 
skills.  Extensive real estate background including but not limited to acquisition, 
design, and construction, as well as zoning and permitting.  
PRODUCT DEVELOPMENT MANAGER (SURTERRA HOLDINGS EMPLOYEE) 
POSITION SUMMARY 
The Product Development Manager is an independent self-starter with excellent 
written and verbal communication skills.  The Product Development Manager is an 
entrepreneurial-minded project manager who passionately drives product 
development programs forward. This position natural planner, able to assist and 
execute multiple projects to completion.  This position understands the general intent 
and goals of the business and can adapt to ensure that timelines, budgets and 
resources align with business needs. Being a Surterra Product Development Manager 
means providing the necessary support for marketing efforts that can transform the 
way patients and customers find natural relief.  This position will achieve successful 
market performance initiatives within brand positioning, heritage and company 
objectives.  
CORE JOB DUTIES AND REPONSIBILITIES 
 Support the Marketing Department in the Development of new product 
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strategies across Surterra’s brand portfolio and the launch and development of 
new brands to meet patient demand, drive sales and growth and create 
customer loyalty: 

o Maintain accurate marketing files, samples and vendor lists. 
o Solely responsible for tracking details and deliverables on design coordination 

and development. 
o Orders packaging and other marketing oriented operational items. 
o Owner and expert on new products, gaining and maintain close familiarity with 

category, competitive consumer and new product trends. 
o Develop perspective on key consumer insights and recommend research/data 

needed to advance business goals. 
o Contribute regular financial analysis of new products, successfully 

communicating key drivers of performance and areas of opportunity. 
o Develop a deep understanding of marketing segments and customer and 

consumer needs to effectively translate clear marketing requirements for 
product development. 

o Collaborate with other marketing colleagues to develop integration strategies 
and transfer of knowledge. 
 

 Brand Team Interface: 
o Support Brand Team development and revision to Product brief, aligning Brand 

and Technical formulation development marketing projects with Company 
objectives as necessary. 

o Support Brand Team development of all product communication from labels 
through advertising and sell sheets to ensure technically accurate and market-
compelling content. 
 

 Manage projects to support new product development including: 
o Work with cross-functional product development team on feasibility and 

execution of concepts. 
o Responsible for communication strategic objectives to cross functional teams, 

creative/sourcing, managing the design and development of new product 
launches through to production. 

o Perform any other activities as may be required from time to time in support of 
new product development team needs, company demands and priorities. 

o Develop new product pricing strategy. 
o Own label content forms, work with manufacturing team and regulatory to 

finalize ingredients and label claim. 
o Develop new product presentation with support of the marketing team. 
o Develop integrated launch plan with support of the CDO. 

 
 Support sales in enhancing customer partnerships: 
o Develop and maintain strong understanding of brands by key competitors via 

data analysis with internal marketing team and sales team. 
o Support sales in development and delivery of presentations to communicate 
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brand launches and Marketing support plans. 
o Attend line reviews as needed. 
o Manage annual new product development budget. 

 
SKILLS 
High proficiency with Excel, Microsoft Office, PowerPoint, Photoshop, and Illustrator.  
Analytical thinking, detail, quality and team oriented.  Project management skills.  
Excellent communication skills.  Excellent document control, organizational and 
administrative skills. Confident, engaging and authoritative public speaking and 
presentation skills. 
 
QUALIFICATIONS  
Minimum of 4 years in new product development and marketing.   
COMMUNICATIONS MARKETING MANAGER (SURTERRA HOLDINGS EMPLOYEE) 
POSITION SUMMARY 
THE MARKETING FUNCTION CENTERS AROUND PRODUCT, COMMUNICATION, CHANNELS OF 
DISTRIBUTION AND PRICING.  THE COMMUNICATIONS MARKETING MANAGER WILL HAVE 
OPERATIONAL RESPONSIBILITY FOR IMPLEMENTING THE BRAND’S INTERNAL AND EXTERNAL 
COMMUNICATIONS PLANS AS DEFINED BY THE CHIEF EXECUTIVE OFFICER AND WILL WORK IN 
CONCERT WITH OUR RETAIL DIRECTOR. KEY PRIORITIES WILL INCLUDE HELPING THE RETAIL 
DIRECTOR LEAD SURTERRA’S RETAIL FOOTPRINT ROLLOUT BEGINNING IN EARLY 2017 BY 
DESIGNING AND IMPLEMENTING AN INTERNAL AND EXTERNAL COMMUNICATIONS PLAN FOR 
EACH BRAND AND PRODUCT LOCATION WITHIN THE RETAIL CHANNEL AND DESIGNING AND 
IMPLEMENTING A COMMUNICATIONS PLAN FOR WHOLESALE CHANNELS AS APPROPRIATE.  THIS 
POSITION MUST BE ABLE TO NAVIGATE THE CHANGING MEDICAL CANNABIS LANDSCAPE AND 
DESIGN COMMUNICATIONS PROGRAMS FOR EACH DISTRIBUTION CHANNEL.  THE COMPANY IS 
VERTICALLY INTEGRATED, MEANING THIS POSITION SHOULD BE PREPARED TO UNDERSTAND 
HOW MANUFACTURING AND PROCESSING ON THE SUPPLY SIDE AND RETAIL ON THE 
DISTRIBUTION SIDE AFFECT THE DESIGN OF A COMPREHENSIVE COMMUNICATIONS STRATEGY.  
CORE JOB DUTIES AND REPONSIBILITIES 
 DESIGN AND IMPLEMENTATION OF MULTICHANNEL COMMUNICATIONS PLAN ACCORDING 

TO BRAND GUIDELINES ACROSS ALL CHANNELS OF DISTRIBUTION: RETAIL, DELIVERY 
(WHEN APPLICALBE) AND WHOLESALE (WHEN APPLICABLE) THIS INCLUDES 
DEVELOPMENT AND STEWARDSHIP OF MARKETING MATERIALS TO OUR SALES 
REPRESENTATIVE NETWORK, ALL MESSAGING, EDUCATION AND ENGAGEMENT TO AND 
OF PHYSICIAN AND PATIENT COMMUNITIES, AND COMPREHENSIVE BRICK AND MORTAR 
PROGRAMS.   THIS OVERALL MARKETING PROGRAM IS ANTICIPATED TO INCLUDE:  

  
O DESIGN AND IMPLEMENTATION OF COMPREHENSIVE DIGITAL MARKETING PROGRAMS 
ACROSS ALL CHANNELS TO BUILD THE SURTERRA BRAND AS THE PREMIUM HEALTH AND 
WELLNESS LIFESTYLE BRAND ANYWHERE, NOT JUST THE MEDICAL CANNABIS SPACE  

o IN CONJUNCTION WITH SURTERRA’S TECHNOLOGY TEAM, CREATION AND USE OF 
DIGITAL PLATFORMS IN WELLNESS CENTERS THAT SERVE TO EDUCATE PATIENTS ON 
THE BRAND’S APPROACH TO THE ENDOCANNABINOID SYSTEM. TECHNOLOGY IS KEY 
TO ENABLE THE RIGHT COMMUNICATIONS TO REACH THE RIGHT CONSUMER SEGMENTS 
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o DESIGN AND IMPLEMENTATION OF RETAIL AND EXPERIENTIAL MARKETING PROGRAMS 
THROUGHOUT RETAIL WELLNESS CENTER SYSTEM, INCLUDING SPONSORSHIP AND 
EVENTS.  SERVE AS AN EVANGELIST FOR OUR PRODUCTS THROUGH THOUGHT 
LEADERSHIP IN A RETAIL ENVIRONMENT  

o LEADERSHIP IN ALL BRAND CONTENT CREATION EFFORTS WITH DIRECTION AND 
CREATIVE OVERSIGHT FROM COO AND CEO, INCLUDING APPLICATIONS TO BRAND 
PACKAGING AND MERCHANDISING AT THE POINT OF SALE 

o DESIGN AND IMPLEMENTATION OF A COMPREHENSIVE CRM PLATFORM WITH THE 
ABILITY TO TAKE IT A STEP FURTHER: EVENTUAL INTEGRATION WITH TELEMEDICINE 
PROGRAMS AND TURNKEY PLATFORMS (INCLUDING PATIENT RECORDS MANAGEMENT) 
TO EMPOWER PATIENTS AND PHYSICIANS SOONER RATHER THAN LATER IS ESSENTIAL.  

o RESPONSIBILITY TO SUPPLY SALES AND MARKETING TEAMS WITH ALL REQUIRED 
EXTERNAL COMMUNICATION TOOLS AND COLLATERAL, INCLUDING MONITORING OF ALL 
PRODUCT FEEDBACK FROM PHYSICIAN AND PATIENT COMMUNICATION PROGRAMS AND 
SALES COMMISSION/INCENTIVE PROGRAMS IN ORDER TO INFORM AND SUPPORT 
EXECUTIVE MANAGEMENT PRODUCT DEVELOPMENT EFFORTS  

o COLLECTION OF INFORMATION ON THE COMPETITIVE LANDSCAPE. INTERNAL 
DISSEMINATION OF SUCH INFORMATION TO THE COO AND CEO  

o COORDINATION WITH RETAIL DIRECTOR ON OVERSIGHT AND IMPLEMENTATION OF 
RETAIL TRAINING PROGRAMS  

 KEEPING THE SENIOR LEADERSHIP TEAM AND BOARD APPRISED OF COMPETITION AND 
MARKET TRENDS; ENSURING WE’RE A STEP AHEAD AT ALL TIMES  

 SKILLS 
ABILITY TO SYNTHESIZE CONSUMER AND CUSTOMER FEEDBACK INTO ACTIONABLE DATA FOR 
EXECUTIVE MANAGEMENT TEAM TO STEER STRATEGY, A HIGHLY ANALYTICAL APPROACH USED 
IN A WIDE RANGE OF RESPONSIBILITIES, FROM CUSTOMER DEVELOPMENT TO PRODUCT 
ADOPTION TO SALES PROCESSES, ABILITY TO HAVE ANALYTICS AT YOUR FINGERTIPS FOR 
TRANSLATION INTO RECOMMENDATIONS TO EXECUTIVE MANAGEMENT TEAM RELATED TO 
EFFICACY OF COMMUNICATIONS STRATEGIES AND DOLLARS SPENT ON COMMUNICATIONS, 
STELLAR ABILITY TO COMMUNICATE ACROSS FUNCTIONS BUILDING A TEAM ENVIRONMENT AS 
WELL AS STRONG RAPPORT WITH A SEASONED BOARD OF DIRECTORS, EXCELLENT WRITTEN 
AND VERBAL / PRESENTATION SKILLS REQUIRED, STRONG UNDERSTANDING OF CONSUMER 
BEHAVIOR AND TRENDS 
 
QUALIFICATIONS 
MEANINGFUL EXPERIENCE IN MULTICHANNEL MARKETING ROLES, FLUENCY WITH CREATIVE 
TECHNOLOGY SOLUTIONS, ABILITY TO DEMONSTRATE THE POSITIVE RESULTS OF 
IMPLEMENTING FEEDBACK FROM A BRAND MANAGER AND TEAM OF RETAIL EMPLOYEES, WHICH 
YOU’VE TREATED LIKE CUSTOMERS INSTEAD OF EMPLOYEES IN YOUR PAST ROLES, 
SIGNIFICANT DIGITAL MARKETING EXPERIENCE REQUIRED WITH CROSS-CHANNEL EXPOSURE 
TO BRICK AND MORTAR / RETAIL MARKETING PROGRAMS STRONGLY PREFERRED, 
MERCHANDISING EXPERIENCE A PLUS 
BOARD DIRECTOR, SURTERRA HOLDINGS INC. (PRINCIPAL) 
BOARD MANAGER, SURTERRA PENNSYLVANIA, LLC (PRINCIPAL) 
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POSITION SUMMARY 
The Board of Directors and the Board of Managers are equity owners who are 
responsible for directing the overall strategy and operations of Surterra Holdings Inc. 
and Surterra Pennsylvania, LLC, respectively.  The Directors and Managers are 
elected by shareholders, and have a fiduciary duty to operate the Companies in the 
best interest of those shareholders.  The Directors and Managers are also 
responsible for appointing Executive Officers (full time Employees who run the day-to-
day operations), approving an annual budget and approving annual audits, legal 
documents, real estate deals and other key contracts. 
 
BENEFITS SUMMARY 

• Directors and Managers are not compensated by Surterra 
• Surterra pays for Directors & Officers insurance 

 
CORE JOB DUTIES AND REPONSIBILITIES 

• Overall responsibility for strategic direction. 
• Appoint the Executive Officers, including Chief Executive Officer, Chief 

Operation Officer, Chief Financial Officer, Chief Development Officer, Chief 
Marketing Officer, Treasurer and President. 

• Review and approve the annual budget. 
• Serve on Board Committees, including the Audit Committee, Legal Committee, 

Real Estate Committee, Product Development Committee and Human 
Resources Committee. 

• Approve key contracts, including real estate deals, joint-venture deals, 
mergers, sales, issuance of stock, loans, etc. 

 
SKILLS REQUIRED 
Ability to work in a fast-paced, changing, and challenging environment.  Analytically 
and communicatively intelligent.  Proven track record of directing companies at a high 
level in a complex business environment.  Ability to identify and hire highly effective 
Executive Officers.  Ability to analyze complex contracts and business deals. 
Experienced in a Director or Manager role in an environment that is fluid, fast-paced, 
and constantly changing.   
 
QUALIFICATIONS 

• Proven business management experience at the C-level or Director level of a 
diverse team of individuals 

• Proven track record of recruiting and supporting Executive Officers   
• Leadership capabilities 
• Great written and communication skills 
• Self-starter with a sense of urgency 
• Understanding of political challenges and moves 

 
SHAREHOLDER / FINANCIAL BACKER (FINANCIAL BACKER) 
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Section 14 – Inventory Management 

A. Electronic Tracking System Yes No 

You acknowledge that you must use the electronic tracking system prescribed by the 
Department containing the requirements in section 701 of the Act (35 P.S. § 10231.701). 

☒ ☐ 

You acknowledge that an electronic tracking system that is approved by the Department 
will be deployed to log, verify and monitor the receipt of medical marijuana product from 
a grower/processor, the verification of the validity of an identification card presented by a 
patient or caregiver, the dispensing of medical marijuana product to a patient or 
caregiver, the disposal of medical marijuana waste and the recall of defective medical 
marijuana. 

☒ ☐ 

 

B. Inventory Management Yes No 

By checking “Yes” to any statement, you affirm that each dispensary will maintain the 
following inventory data in its electronic tracking system: 

If you check “No” to any statement, you must state the reasoning for doing so at the end 
of this section. If issued a permit, you must be able to affirm each statement by the time 
the Department determines you to be operational under the Act and regulations. 

 

• Medical marijuana received from a grower/processor. ☒ ☐ 

• Medical marijuana dispensed to a patient or caregiver. ☒ ☐ 

• Damaged, defective, expired, or contaminated medical marijuana awaiting return 
to a grower/processor or awaiting disposal. 

☒ ☐ 

• Inventory controls and procedures will be established for the conducting of 
monthly inventory reviews and annual comprehensive inventories of medical 
marijuana at the facility. 

☒ ☐ 

• The written or electronic record will include the date of the inventory, a summary 
of the inventory findings, and the employee identification numbers and titles or 
positions of the individuals who conducted the inventory. 

☒ ☐ 

 

PLEASE PROVIDE AN EXPLANATION OF ANY RESPONSES ABOVE THAT WERE ANSWERED AS A “NO” AND HOW YOU WILL MEET 

THESE REQUIREMENTS BY THE TIME THE DEPARTMENT DETERMINES YOU TO BE OPERATIONAL UNDER THE ACT AND 

REGULATIONS: 

 

Please limit your response to no more than 5,000 words. 
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Section 16 – Sanitation and Safety 

A. PLEASE PROVIDE A SUMMARY OF THE INTENDED SANITATION AND SAFETY MEASURES TO BE IMPLEMENTED AT EACH 
PROPOSED FACILITY LISTED IN THE PERMIT APPLICATION. THESE MEASURES SHOULD COVER, BUT ARE NOT BE LIMITED 
TO, THE FOLLOWING: A WRITTEN PROCESS FOR CONTAMINATION PREVENTION, PEST PROTECTION PROCEDURES, 
MEDICAL MARIJUANA PRODUCT HANDLER RESTRICTIONS, AND HAND-WASHING FACILITIES. 

The Company has a commitment to provide patients with consistent, safe, 
and high quality cannabis based products.  The Company is leading the 
industry with its medical cannabis products in Florida and has received 
significant positive feedback from its current customers.  The Company 
designs and operates its facilities to meet FDA standards even though 
currently the industry is not regulated to this level.  However, the Company 
has a belief that all protocols should be followed to produce the highest 
quality and safest products for qualified patients. 
 
The design of the extraction and processing labs will use and operate its 
equipment to ensure suitability for intended use, equipment maintenance, 
calibration, and validation of computerized systems utilized for the 
manufacture of product.  The lab will principally follow FDA GMP 
Guidelines as per Q7A Section V, title "Process Equipment", subsection A 
(Design and Construction), subsection B (Equipment Maintenance and 
Cleaning), subsection C (Calibration), and subsection D (Computerized 
Systems). Process Validation to verify manufacture of quality product will 
principally follow FDA GMP Guidelines as per Q7A Section XII, 
"Validation", subsection A (Validation Policy), subsection B (Validation 
Documentation), subsection C (Qualification), subsection D (Approaches to 
Process Validation), subsection E (Process Validation), subsection F 
(Periodic Review of Validated Systems), and subsection G (Cleaning 
Validation).  
 
The Company will adhere to United States Department of Labor’s 
Occupational Safety and Health Administration’s Laboratory Safety 
Guidance (OSHA 3404-11R 2011). It will designate a “Chemical Hygiene 
Officer” (CHO) who will develop a Chemical Hygiene Plan (CHP) and 
actively verify that it remains effective pursuant to 29 CFR 1910.1450. 
The Company will provide and pay for personal protective equipment to 
any person entering the facility. Personnel will adhere to a schedule of 
training in regards to the proper use of personal protective equipment 
including eye and face protection, hand protection, and any other personal 
protective devices necessary to ensure a safe operational environment in 
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adherence with 29 CFR 1910.312, 29 CFR 1910.133, 29 CFR 1910.134. 
 
The Company’s mission is to provide the highest quality, safe cannabis-
based products in the country to its patients.  Once the product has 
reached the dispensary, the packaging should not be opened for any 
reason.  The patient is not to use the product inside the Dispensary.  
However, in order to make sure there are not risk for contamination in the 
Dispensary, the Company will train the employees on proper steps to avoid 
any risk of contamination.   
 
The reasons for contamination vary and may be caused by a number of 
elements in relation to the organization:  Equipment, Airflow, 
Manufacturing, Cleaning, Personnel, and Facility design.  The design of the 
facility is foremost in preventing contamination.  The Company will build 
and design its dispensaries to ensure proper cleaning and maintenance 
protocols; adequate space for equipment and packaging materials; 
adequate internal temperature, ventilation, and lighting; adequate space for 
segregation of materials and products; and smooth surfaces which are 
easily cleaned.  External contaminants should be removed by effective 
filtration systems with the HVAC systems.   
 
Training of personnel is key in maintaining a sanitary environment.  Each 
employee will be trained to know that each and every person has a 
responsibility to consumer health and maintaining a clean and safe 
workplace. Each employee will understand their role and responsibilities in 
maintaining a clean, safe environment.  All personnel will be required to 
keep immaculate personal hygiene as well as clean uniforms at all times in 
the work place.   
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Having inappropriate or ineffective cleaning procedures may cause 
contamination and issues with the products.  Therefore, the cleaning 
procedures will be appropriately designed for each facility and its unique 
design, clearly documented, and employees trained and monitored on 
following of the procedures.   
 
For general housekeeping all cleaning equipment must be properly stored 
and managed.  Employees will be trained to: 

• Label all cleaning equipment and supplies and store in their 
proper place 

• After use, clean all cleaning equipment and supplies to meet 
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the acceptance criteria or dispose and replace if used beyond 
its intended use 

• Document the cleaning status each day of all cleaning activities 
in all areas of the dispensary 

• Trash bins will be emptied and removed daily 
• All spills will be cleaned immediately 
• All unnecessary supplies and equipment will be removed and 

stored properly 
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The Dispensary will contract with a qualified 3rd party exterminator to 
perform monthly inspections for any pests, rodents, or insects and apply 
the proper materials to safely manage the presence of any pests, rodents, 
or insects.  All exterminator products will be pre-approved by the 
Compliance Officer prior to any use.   
 
No employee of the Dispensary should ever handle the physical medical 
cannabis products.  The employees will handle the primary and secondary 
packaging only.  The product will only be removed from the secure 
inventory area upon the completion of a sale to a patient.  If there is a 
product spill for any reason, the employee will use rubber gloves to 
immediately clean up the product spill with the appropriate cleaning 
supplies.  
 
The spilled product will be captured as much as possible and placed in the 
secure, quarantined storage area to be returned and destroyed by the 
grower / processor.  All product spills will be recorded in the electronic 
inventory tracking system. 
 
All product displays outside of the secure restricted areas will not contain 
any active ingredient (cannabis).  Those products will be used for purposes 
only of helping patients become familiar with how to appropriately use the 
products.   
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All employees will wash their hands upon entry of the dispensary at the 
beginning of their shift, always after using the wash room, and as needed 
throughout the day.  Employees will not report to work with an illness. 
 
The Company takes steps throughout the dispensary to focus on 
Contamination Prevention.  Outlined below are the key steps the personnel 
will adhere to minimize and prevent contamination opportunities.   

• Employees should never open medical cannabis products in the 
Dispensary. 

• Washing of hands throughout their shift after cleaning, using the 
restroom and periodically throughout the day after working with 
customers. 

• Using water in the dispensary for cleaning that at a minimum 
complies with applicable Federal, State, and local requirements.  

• Effective segregation of packaging materials, finished products, and 
quarantined products throughout the dispensary. 
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• Proper protection of finished product and labels. 
 

If contamination does occur, the Company will implement the quarantine 
protocols as outlined previously in the Recall procedures. 
Highlighted below are a number of specific SOPs in relation to sanitation 
and safety. 
 

FACILITIES SANITATION SOP 

PURPOSE 

To describe the minimum requirements for effective cleaning and 
sanitation of the dispensary. 

SCOPE 

The requirements of this procedure apply to all areas of the 
dispensary.   

RESPONSIBILITIES 

A. Responsibility for overall dispensary sanitation must be assigned 
to a qualified Sanitation Supervisor. 

B. Management is responsible for providing training to all employees 
on the requirements and expectations of this procedure.  
Management must also provide employees the necessary tools to 
perform required sanitation tasks effectively. 

C. Management must evaluate the sanitary conditions of all areas of 
the dispensary on a scheduled basis to ensure that the 
requirements of this procedure are being met. 

PROCEDURE 

A. Documented cleaning procedures must be developed for all 
areas of the dispensary including product inventory areas, 
packaging areas, storage rooms, sales floor, and employee 
support areas (locker rooms, toilet facilities, and break areas). 

B. A Master Sanitation Schedule that address cleaning and 
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sanitation needs for all interior and exterior areas of the 
dispensary should also be developed to facilitate the cleaning 
of those areas.  At minimum, this schedule should detail the 
area to be cleaned and cleaning frequencies. 

C. Facilities cleaning procedures must specify: 
i. Cleaning frequencies 
ii. Responsibilities for each task 
iii. Required cleaning and sanitizing agents, concentrations 

to be used, and preparation instructions if necessary 
iv. Water temperature requirements, where applicable 
v. Record-keeping requirements 

D. All areas of the dispensary including wall perimeters and 
corners must be kept clean, orderly and free of debris, 
accumulated litter, idle equipment, and in good repair, etc. 

E. Labeled and covered waste containers must be used. 
F. All blowers, fans, vents, and grids must be kept free of dirt 

and/or grease build-up. 
G. Conduits, pipe runs and other electrical fixtures must be free of 

dust and debris. 
H. If color-coding is used for cleaning brushes, utensils or 

containers, the color code scheme must be prominently 
displayed in the areas where the items are used. 

I. Mops, brooms, squeegees, etc. must have hanging storage 
fixtures and not be stored on the floors.  No utensils with 
wooden handled may be used in packaging storage areas. 

J. Floor drains, if any, shall be kept clean, odor free, covered 
(grating) and trapped. 

K. A procedure must be in place to prevent contamination of 
packaging materials during the cleaning process. Packaging 
supplies should be removed from the area during cleanup.  If 
not removed, they must be stored off the floor, and covered to 
prevent contamination. 

L. Tools must be stored in clean toolboxes or in affixed positions.  
Tools and materials must not be stored on top of equipment, 
electrical boxes or window ledges. 

M. Areas to be cleaned must be monitored, and cleaning must be 
documented using checklists for each area. 
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VERIFICATION OF CLEANING EFFECTIVENESS 

Cleaning effectiveness must be verified visually by a qualified 
employee prior to start-up, and the results of these inspections must be 
documented using a checklist.   

RECORD KEEPING 

A. Cleaning records must be maintained of individual dispensary 
areas that at minimum contain date, type of cleaning performed, 
and dated initials or signatures of the person who performed the 
cleaning, and a qualified reviewer. 

B. Cleaning records must be managed per the requirements of the 
Records Retention Procedure 

 

WASTE DISPOSAL SOP 

PURPOSE 

To describe the requirements for proper handling of trash so that it is 
not a potential source of contamination for medical cannabis. 

SCOPE 
This SOP addresses the requirements for safe, proper handling and 
disposal of trash in the interior of the dispensary.   
 

RESPONSIBILITIES 

A. As part of the Employee Training Program, Management must ensure 
that employees are trained in the proper handling and disposal of 
trash in the interior of the dispensary. 

B. Management is responsible for providing approved containers for 
collection of trash in the interior of the dispensary, for establishing an 
effective trash collection program, and for ensuring that the 
requirements of this procedure are observed. 

PROCEDURE 



Pennsylvania Department of Health 
Medical Marijuana Dispensary Permit Application 

207 

 

A. Interior Trash Control 
1. An adequate number of approved, properly-labeled, 

covered, and conveniently located waste containers 
must be provided for collection of trash throughout 
the dispensary.  Waste containers that are part of a 
color-code system are recommended. 

2. Waste containers in the interior of the dispensary 
must be emptied at least once daily to prevent 
overflow, the development of odors, the potential to 
attract and become a breeding place for pests, and 
be a potential source for product contamination. 

3. In rest rooms where paper towels are used, 
conveniently-located, covered waste containers 
must be provided.  An exception is made for open 
stainless steel waste containers for paper towels 
that are flush with walls. Free-standing waste 
container design must be such that employees are 
not required to touch the cover of the waste 
container. 

4. Waste containers must not be permitted in 
individual toilet stalls for discarding of soiled toilet 
paper. 

 

CLEANING AND SANITIZING AGENTS SOP 

PURPOSE 

To describe the minimum requirements for purchasing and storage of 
cleaning and sanitizing agents.   

SCOPE 

The requirements of this procedure apply to all cleaning and sanitizing 
agents used to clean and sanitize facilities, equipment, and utensils, 
including janitorial cleaning supplies. 
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RESPONSIBILITIES 

Control of cleaning chemicals and sanitizers is an important part of the 
chemical safety program that should be managed by a qualified employee 
with adequate experience and proper training in the handling of chemicals. 

A. Management is responsible for providing training to all employees 
on the requirements of this procedure, especially with respect to 
the safe handling and use of cleaning and sanitizing agents. 

B. Management must provide employees the necessary tools to 
perform required sanitation tasks safely and effectively. 

PROCEDURE 

C. All cleaning and sanitizing agents must be purchased under a 
chemical approval program with the following requirements: 
1. Cleaning and sanitizing agents must be pre-approved by an 

authorized employee. 
2. Cleaning and sanitizing agents may only be purchased from 

approved suppliers. 
3. No chemical is allowed to be purchased and brought into the 

dispensary without prior approval, and Purchasing must not 
process any purchase order for any chemical that has not 
been pre-approved. 

D. Cleaning and sanitizing agents must be free from microorganisms 
of public health significance and must be safe and adequate under 
the conditions of use.  Verification must be maintained to show 
that cleaning and sanitizing agents used on equipment product-
contact surfaces are food-grade quality at minimum. 

E. All potentially-toxic cleaning and sanitizing agents, if any, must be 
maintained under strict control and stored separately from raw 
materials, in-process materials, finished products or packaging 
components to minimize the potential for accidental product 
contamination.  The storage area for these cleaning chemicals 
must be maintained locked, with access restricted to authorized 
personnel. 

F. Cleaning procedures must include preparation instructions, as well 
as dilution factors for the chemicals or sanitizers used. 
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G. All containers for cleaning and sanitizing agents must be properly 
labeled and once emptied; these containers must not be re-used 
for any other purpose.  

H. Employees must be trained on the proper use and safe handling of 
cleaning chemicals. 

RECORD KEEPING 

I. A department-specific list of approved chemicals must be 
maintained current at all times. 

J. Material Safety Data Sheets (MSDSs) must be maintained for all 
chemicals including all cleaning and sanitizing agents used 
throughout the dispensary.  MSDSs must also be maintained for 
all janitorial cleaning supplies.  MSDSs must be maintained 
current and readily available to all employees.  Employees must 
receive documented training on the importance and use of 
Material Safety Data Sheets. 

K. Usage records and inventories should be maintained for all 
cleaning and sanitizing agents. 

L. Records of chemical safety training must be maintained for all 
applicable employees. 
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Part E – Applicant Organization, Ownership, Capital and Tax Status 
(Scoring Method: 150 Points) 
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SECTION 18 – ORGANIZATIONAL STRUCTURE 
Applicant’s Form of Organization 

Check One 
☐ C-Corporation                                            ☐ S-Corporation                    ☒ Limited Liability Company 
☐ Sole Proprietorship                                   ☐ Partnership                         ☐ Limited Liability Partnership 
☐ Limited Liability Limited Partnership    ☐ Non-Profit Organization  ☐ Other (explain):   
 

Applicant’s Organization Documents 
State of Incorporation or Registration: PA Date of Formation: 12/01/2016 
Business Name on Formation Documents: Surterra Pennsylvania, LLC 
 

Applicant’s Identification Numbers 
Federal Employer ID number: 
 
EIN 81-4961757 

PA Unemployment Compensation Account Number: 
 

 
PA Department of Revenue Tax number (if 
applicant is currently doing business in 
Pennsylvania): 
 
N/A 

PA Workers’ Compensation Policy Number (if 
applicant is currently doing business in 
Pennsylvania): 
 
N/A 

 
The applicant affirms that workers’ compensation insurance will be obtained by the 
time the Department determines you to be operational under the Act and regulations. 

 ☒ 
 Yes 

☐ 
 No 

 

  

DOH 
RED C













 
 

 

 

 
 

 
 

 
 

 
  

 
 

 

 
 

 
 
 

 
DOH REDACTION
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I. Revoke or suspend the permit of a person found to be in violation of the Medical Marijuana Act, a 
regulation promulgated under this act or an order issued under this act.   

II. Revoke or suspend the permit of a person for conduct or activity or the occurrence of an event that would 
have disqualified the person from receiving the permit. 

III. Order restitution of funds or property unlawfully obtained or retained by a permittee or registrant. 

IV. Issue a cease and desist order. 

 

Therefore, the Company hereby institutes the following reporting and corrective action plans to safeguard the permit 
of the Company: 

I. An Inventory Management Plan, incorporated here by reference, designed to track all medical cannabis 
plants and products from “seed-to-sale.”  The Inventory Management Plan creates a system of manual 
checks and balances as well as random quarterly audits.  The purpose of the Inventory Management Plan is 
to deter and quickly identify any unlawful dispensing and diversion of medical cannabis plants and 
products. 

II. A Comprehensive Asset Protection Plan, incorporated here by reference, designed to monitor the 
cultivation, processing, transportation, and dispensing of all medical cannabis plants and product 
throughout the Medical Marijuana Organization.  The purpose of the Comprehensive Asset Protection Plan 
is to first deter any unlawful dispensing or diversion of medical cannabis plants and product and secondly 
to enforce this QAC and all the operational plans of the Dispensing Organization. 

III. A Corrective Action Plan shall be created: 

a. The CAP shall institute a zero-tolerance policy for willful misconduct or diversion.  Reasonable 
corrective action plans shall be created for employees who unknowingly or mistakenly violate this 
QAC or any of the Company’s operational plans. 

b. Employees clearly identified by the Company’s Asset Protection Personnel committing a 
prohibited action shall have their employment terminated post haste and shall be apprehended by 
Asset Protection Personnel or local law enforcement.  The DOH and law enforcement officials 
shall be notified within 24 hours of discovery of the prohibited action. 

c. The Company is required to comply with this QAC and all corresponding operational plans as part 
of its approval to be a Medical Marijuana Organization.  Any violation of this QAC or any of the 
Company’s operational plans could impact product accessibility, availability, and safety of 
medical cannabis products and shall be corrected by the Company within 30 days.  Multiple 
violations of the same policy or procedure shall result in termination of employment.  The 
Company shall submit a quarterly report to the DOH identifying all known violations, the 
corrective actions taken and corresponding dates. 

d. If the DOH identifies a violation(s) during an inspection of a Medical Marijuana Organization 
facility, the Company shall notify the DOH in writing, within 20 calendar days (or sooner if 
requested by the DOH) after the date of receipt of the written notice of violation, identifying the 
corrective action taken and the date of the correction.   

 

ADDITIONAL REQUIREMENTS TO ASSURE QUALITY 

In addition to the statutory requirements, the Company will implement additional requirements on its operations 
through this QAC.  These additional requirements are voluntary actions by the Company to ensure accessibility, 
availability, and safety of medical cannabis products.  The Company’s primary consideration in drafting all of its 
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operational plans and this QAC is ensuring accessibility, availability, and safety of high-quality medical cannabis 
products for our patients.  Given this is the primary goal, and the challenges inherent in quickly launching a new, 
large-scale operation, the Company emphasizes the importance of flexibility in its plans.  In operation, some plans 
may prove to be overly burdensome while others may be insufficient to ensure accessibility, availability, and safety.  
Therefore, the most important aspect of this QAC is open and direct communication with the DOH.  The Company 
will provide notice to the DOH of any modifications to plans that do not adversely impact accessibility, availability, 
and safety of medical cannabis products, but shall seek approval for any changes considered reasonable material. 

Below are key requirements, some by statue and some voluntarily by the Company, the Company has established 
internally for ensuring accessibility, availability, and safety of medical cannabis products: 

I. All owners, managers, and employees shall be background checked at a minimum and fingerprinted as 
required by the statues 

II. The Company will hire no one with a drug related or theft related criminal background  

III. All employees of the Company must be 21 years of age or older 

IV. The Company shall employee a President, Compliance Officer, and Asset Protection Officer at all times 
who meet the requirements as outlined in our Staffing & Training plan 

V. The Company shall employ at least one pharmacist at all times.  The primary pharmacist will oversee the 
Dispensary Operations, if applicable, and work closely with the Extraction/Processing team to continue to 
pursue the production of the highest quality products 

VI. The Company shall utilize HIPAA compliant software and practices to maintain patient information and 
track all products throughout the “seed-to-sale” process 

VII. Registration and prior approval to market all medical marijuana products and their formulations with the 
DOH 

VIII. All products shall be contained in child-resistant containers (which may be accomplished with a secondary 
“exit” package to store medical cannabis products at home) that are tamper-proof or evident, light resistant 
and opaque, re-sealable, minimizes exposure to oxygen with labeling that includes, at a minimum: 

a. an identifier that is unique to its batch; 

b. name, address and permit number of the grower/processor; 

c. form of medical marijuana; 

d. the single dose THC and CBD content for the medical marijuana set forth in milligrams (mg); 

e. quantity of medical marijuana included in the package, including by weight; 

f. date packaged; 

g. name and signature of the employee preparing the package; 

h. name and signature of the employee shipping the package, if different than the employee 
preparing the package; 

i. name and address of the dispensary receiving the package; 

j. date of expiration of the medical marijuana; 

k. proper storage conditions; and 

l. language and warnings stating the following:   

i. “This medical marijuana is for medicinal use only. Women should not consume during 
pregnancy or while breastfeeding except on the advice of the practitioner who issued the 
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certification and, in the case of breastfeeding, the infant's pediatrician. This product may 
impair the ability to drive or operate heavy machinery. Keep out of reach of children.” 

ii. A warning that medical marijuana must be kept in the original container in which it was 
dispensed. 

iii. A warning that unauthorized use is unlawful and will subject the person to criminal 
penalties. 

IX. The Company shall at all times employ an independent, third party to verify the testing process and results 
of each batch of its products. 

X. The Company shall submit quarterly reports to the DOH providing key information on its operations, 
including at a minimum: 

a. Total Yield, in grams/SF and CBD and THC percent weight for each batch; 

b. Weighted average yield loss during extraction; 

c. Beginning and ending inventory of medial cannabis products; 

d. Total amount of medical cannabis products produced; 

e. Total amount of medical cannabis products sold; 

f. A list of QAC violations, reporting discrepancies, and corrective actions taken; and 

g. A report on all random audits undertaken during the quarter and results of those audits 
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Part F – Community Impact 
(Scoring Method: 100 Points) 
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SECTION 23 – COMMUNITY IMPACT 
PLEASE BE ADVISED, INDICATION OF SUPPORT FROM PUBLIC OFFICIALS WILL NOT BE CONSIDERED WHEN EVALUATING THIS 
SECTION. 
 
PROVIDE A SUMMARY OF HOW THE APPLICANT INTENDS TO HAVE A POSITIVE IMPACT ON THE COMMUNITY WHERE ITS 
OPERATIONS ARE PROPOSED TO BE LOCATED: 
 
Please limit your response to no more than 5,000 words. 

 

Community Impact Statement  

for Surterra Pennsylvania, LLC 

Surterra Pennsylvania, LLC (“Surterra PA”) is a joint-venture between Surterra Holdings 
Inc., one of the nation’s premier vertically-integrated medical cannabis owners and 
operators with operational, legislative, and regulatory presence in more than 7 states, 
and Salutem, LLC, a family-owned company comprised of Reading-area businessmen 
John J. Masano, President of Masano Auto Group, and his wife Kelly Masano; Peter W. 
Carlino, Principal & Co-Managing partner of Carlino Commercial Development, and his 
wife Alissa Carlino; and Eric Schippers, Sr. Vice President of Public Affairs for Penn 
National Gaming, Inc., and his wife Kathleen Schippers. Surterra’s local partners are 
well-respected, multi-generational members of the Berks County business community, 
who are actively involved with numerous local charities and civic organizations.  

 

Surterra PA has committed to the Berks County and Reading area to establish 
operations and expand its mission and to bring wellness to the Commonwealth of 
Pennsylvania. It is our duty to enable our patients to live well by offering naturally-
derived alternative treatments to help those in need, while providing a positive impact 
on the communities in which we operate.  

 

Surterra is a national operator with experience in multiple legal jurisdictions, and 
believes Berks County is a premier medical cannabis dispensary site for Pennsylvania.  
Berks County is an ideal area to serve patients, and employee significant workforce 
access through greater Berks County, which will enable lower cost to patients. 

 

The mission of Surterra is to provide the safest and highest quality cannabis-based 
products to help empower our customers’ health and wellness.  Our company culture is 
focused on living a healthy lifestyle, providing natural alternatives to maintaining and 
caring for our customers’ health, as well as caring for the communities in which they 
live.  This mission permeates throughout the organization from its leadership team down 
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to its front line employees.  Through our experience in Florida and other legal medical 
cannabis markets, Surterra Pennsylvania knows first-hand the value of our work, and 
the impacts it has on the lives within our communities: 

 

“I went to Surterra Wellness as a last hope. My daughter, Emma, had her first 
seizure when she was just 15-months-old. She has since been through hundreds of 
tests, countless traditional pharmaceuticals with life-altering side effects, all sorts of 
untested trials and nothing has worked. Emma would have 68 seizures each week… 

 

 That’s when, by the grace of God, we found Surterra. We started using Calm 
20+ Oil and Emma’s life completely changed. Emma is now a talkative, outgoing and 
active 7-year-old. Just the other day, I was watching my little girl ride a bike, something I 
never even dreamed was possible and my eyes started to well-up with tears. Emma 
caught me, and asked, “Why are you crying, mama?” The realization that my little girl 
had just rode her bike to me and asked me a question hit me like a ton of bricks, and I 
was in complete awe. I am so proud to say that Emma has been seizure free 
since January 25 and her life has completely changed. From 68 seizures each week, to 
none in just four months…Surterra has been nothing short of a miracle for my daughter, 
me and our entire family, and I will forever be grateful to them for changing our lives.”     

 

- Felicia D. (Mother - Tampa, Florida) 
 

 

Healthcare and Social Impact 

 

Surterra Pennsylvania’s commitment to the health and wellness of our patients is the 
utmost priority.  Being a good corporate citizen in each of our communities in which we 
operate is important both for commercial purposes and even more so, social impacts.  
Medical cannabis treatments are very new to many patients and people around the 
country, and inherently new in the Commonwealth of Pennsylvania. Maintaining good 
corporate citizenship means understanding the needs of the community at large, and 
maximizing the benefits we may be able to provide to those around us.  Along these 
lines, we recognize the legislative intent of Act 16 of 2016 is to provide alternative 
treatment methods and address the opioid epidemic sweeping the Northeastern corridor 
and specifically the Commonwealth.  The Pennsylvania Department of Health and 
Governor Tom Wolf have exhibited enormous effort and expenditure to battle the 
epidemic of opioid addiction and abuse within afflicted counties.  
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Surterra’s products, and the medical cannabis industry as a whole stand to capture a 
significant opportunity to help communities in need. As an all-natural, non-addictive 
alternative for pain management, epilepsy and seizure disorders, Cancer, and neuro-
muscular disorders such as ALS, Parkinson’s and MS, the eminent healthcare impacts 
for patients lives, and the broader healthcare financial market cannot be ignored. 

 

A July 2016 University of Georgia study examined the financial impacts of legal medical 
cannabis programs on Medicare savings in 2013. The savings, due to drastically lower 
prescription drug use, were estimated to be over $165 million in 2013, a time when only 
17 states and the District of Columbia had implemented medical cannabis programs. In 
2017, the United States has over 30 jurisdictions with some form of program allowing 
medical cannabis use. These results, if extrapolated across the U.S., suggest an overall 
savings to Medicare of roughly $468 million.  Medical cannabis has already shown to 
drastically improve the financial sustainability of our healthcare systems. 

 

Additionally, The University of Pennsylvania and Perelman School of Medicine 
spearheaded a collaborative study that examined the rate of deaths related to opioid 
addictions and overdoses between 1999-2010. According to this National Institutes of 
Health supported study, inaugural state medical cannabis programs correlate directly 
with a 25% reduction of opioid related overdoses and deaths.  Lead author, Marcus A. 
Bachhuber, MD, Robert Wood Johnson Foundation Clinical Scholar at Penn and the 
Philadelphia VA Medical Center noted “…People already taking opioids for pain may 
supplement with medical [cannabis] and be able to lower their painkiller dose, thus 
lowering their risk of overdose.” 
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“After over 40 yrs. of incredible pain from a crushed left leg and over 10 yrs. of a crushed right 
ankle, I have been permanently disabled and on a multitude of pain medicines including 
Morphine, Percocet, and for the last 7 yrs. on Methadone and Roxycodone… 

…I found that not only does this natural medicine relieve so many of my illnesses and pain and 
also really bad side effects from the pills, but it also decreases the amount of pain killer pills that 
I have to take daily just to get out of bed in the morning.” 

- Anthony DiGiorgi (Gainesville, Florida) 

 

The prescription drug epidemic is as prevalent in Pennsylvania as anywhere in the 
world. Surterra products have already proven to reduce the reliance on those drugs, 
and we hope to extend that benefit to the Commonwealth. Surterra recognizes the 
responsibility to address these issues in a regulated, reported manner, and bring these 
benefits to the most affected regions of the Commonwealth. Additionally, the manner in 
which Surterra conducts business in its host communities is very important to us: 

 

Community Programming Plans 

 

Surterra PA recognizes that in order to ensure success for community programs as well 
as diversity programs, specific goals must be set and monitored.  For the program to 
truly resonant with the employees and management team, the activities must be 
relevant to the business and have a potential impact on our return on investment 
(“ROI”).  These programs must involve activities that the Company has the capacity to 
execute and require the engagement of community members.  Surterra PA measures 
the success of its community engagement by tracking: 

   

1) Employee Engagement; 

2) Diversity Outreach and Inclusion; 

3) Workforce Development; 

4) Community Stakeholder Trust; 

5) Reputational Value / Public Respect 

 



Pennsylvania Department of Health 
Medical Marijuana Dispensary Permit Application 

253 

 

In Pennsylvania, through internal and external surveys, Surterra will establish its 
baseline in the four areas of measurement and then, on an annual basis, the same 
measures will be surveyed and tracked for progress.   

 

There are a number of initiatives that Surterra will explore with the final programming 
being planned in close coordination and at the direction of local community leaders and 
stakeholders:   

• Establish employee volunteer hours program (skill-based activities) 
• Solicit continuous community feedback 
• Serve on community boards 
• Build partnerships with other community businesses 
• Donate to local community entities 
• Participate in community events 
• Plan and host community events 
• Establish green initiatives internally for business practices and externally for 

environmental protection 
• Participate in community visual improvement projects in proximity to Surterra 

facilities, and in important public commons 
 

Surterra Pennsylvania recently had the honor of presenting our business and 
community development plans for Berks County to Reading Mayor Wally Scott, and a 
group of City of Reading and Berks County officials. We pledged to share the benefits of 
our proposed $10-20 million investment with nearby Reading, which has been 
designated an Act 47 “financially distressed city.”  The City of Reading, which according 
to the 2010 census had the highest share of citizens living in poverty in the nation, 
currently has a 7.3% unemployment rate, compared to the statewide average of 
approximately 5%.  In addition to locating our proposed dispensary in Berks County, this 
commitment includes hiring and training a diverse, local workforce from the Berks 
County and Reading area and purchasing from local minority-owned, disadvantaged, 
women and veteran-owned businesses whenever possible (Please refer to our 
comprehensive Surterra PA Diversity Plan).    

 

 

Workforce Development 
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Upon receiving a permit from the Pennsylvania Department of Health, the first phase of 
Surterra PA’s investment in Berks County will initially generate over 50 jobs, including 
high wage manufacturing, technology, and facilities management jobs, with a total 
annual payroll (including benefits) of approximately $1.5 million per year.  The second 
phase of Surterra PA’s Grower/Processor plan will create another 100-200 jobs 
depending on the final size of the facility permitted by the Commonwealth.  Surterra 
PA’s Wellness Centers (Dispensing locations) will each create an additional 20-30 local 
jobs.  In total, Surterra PA’s annual payroll (including benefit costs) is anticipated to be 
between $1.5 to $2 million. 

 

Given more than 58% of the Reading population is of Hispanic or Latino ancestry, 
Surterra PA has met and plans to work closely with the non-profit Daniel Torres 
Hispanic Center (whose mission is to support the Latino population in the Greater 
Reading area through collaborative initiatives designed to improve their quality of life). 
Additionally, we have also met with the Berks County Workforce Development Board to 
discuss impact initiatives, and plan to involve CareerLink Berks County to identify and 
help train a diverse local workforce.     

 
Diversity Outreach and Local Business Partnerships 
 
As of March 20th, Surterra has already invested over $1 million directly and in allocation 
of its resources from Surterra Holdings Inc. to be in a position to launch operations 
immediately upon receipt of a permit.  Notably, approximately 25% of Surterra’s 
investment to-date has been with diverse groups. The Daniel Torres Hispanic Center 
has already provided Surterra an introduction to the community and promoted our 
employment needs; alongside other relationships Surterra has already received 30+ 
employment inquiries from the Berks County region. In addition to the Hispanic Center’s 
support, Surterra PA plans to coordinate its diversity outreach efforts through the 
regional African American, Asian-American and Hispanic Chambers of Commerce, as 
well as the Eastern Minority Supplier Development Council (EMSDC), which has 
statewide reach.   
 
Local Community Outreach Commitments To-Date Include: 
 

• Surterra Pennsylvania has engaged in partnership discussions with Philadelphia-
based Mike Pearson, President and CEO of Union Packaging, LLC, to provide 
specialized, compliant packaging for our Pennsylvania products as well as re-
engineering Surterra’s national product packaging line in 2017.  Union Packaging 
is a highly respected veteran and minority-owned small business based in 
Philadelphia. and Mr. Pearson served as the Vice Chair of the Eastern Minority 
Supplier Development Council’s summer conference aimed at connecting 
minority-owned businesses with Fortune 100 companies.  Mike has already 
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provided several helpful references to other EMSDC-associated potential 
employees and member businesses for our local vendor needs. 

 
• We have engaged Keating Environmental Management, Inc., (KEM) a certified 

woman-owned business enterprise (WBE), to conduct all of our environmental 
diligence work.  The Frazer, Pennsylvania based company is a full-service 
environmental, energy, sustainability and procurement solutions firm that has 
been in business for more than twenty years. 

 
• Surterra Pennsylvania has already entered into business relationships with Berks 

County business leader John Gallen’s company EthoSource, which provides 
local, sustainable office furniture for Surterra PA’s operations. Surterra and 
EthoSource are also in RFP process for Surterra’s national retail development 
plans and component part sourcing. Mr. Gallen is also Chair of the Greater 
Reading Economic Partnership, and works with local business and community 
members to organize economic partnerships and initiatives. Mr. Gallen, whose 
facility is based at New Morgan where we have applied for a Grow/Processing 
Permit, has successfully recruited a significant amount of his workforce from the 
City of Reading and will provide Surterra’s operations with a proven road map for 
our workforce development plans.  In addition, Mr. Gallen and Pam Shupp, 
President and CEO of GREP, will be helping to identify opportunities for other 
local business partnerships in the Reading and Berks communities. 

 
• Surterra Pennsylvania, alongside Surterra Holdings Inc., has entered into 

discussions with Chris Heinly, President and CEO of Reading-based L&H Sign 
Company. L&H is a nationally-leading provider of sign products, commercial 
design and fabrication, and general marketing solutions for more than 24 years.  
With a proven record of managing large scale projects around the country, 
including signage for the new Atlanta Braves Stadium and Atlanta Falcons 
Stadium, L&H is currently quoting a redevelopment of Surterra Wellness Center 
awning signage for standardization around the United States. 

 
• We’re proud to have also entered into an official agreement with retired Marine 

Corps Sergeant Chris Kaag, owner of Corps Fitness in Berks County, which is a 
Disabled Veteran Owned Business.  Mr. Kaag is also the founder of the IM ABLE 
Foundation, which provides adaptive equipment grants (such as hand cycles, 
incumbent bikes, and custom designed wheelchairs and sports equipment), and 
offers inclusive fitness and wellness programs for disabled, special needs and 
learning disabled individuals.  Mr. Kaag is a highly sought after private and group 
fitness instructor and motivational speaker.  He’ll be helping to design specially 
tailored fitness programs for our Pennsylvania patients as part of our Surterra PA 
wellness packages, and we will be featuring Mr. Kaag on our regular group 
speakers and community events circuit for patients and families at our Wellness 
Centers.  In addition, as part of our charitable giving program, we have made a 
multi-year funding commitment to the IM ABLE Foundation to help provide 
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adaptive fitness equipment grants to our patients wherever appropriate for their 
particular conditions. 

 

• Finally, Surterra Pennsylvania has entered into a statewide agreement with 
leading area pharmacist Eric R. Esterbrook, R.Ph., to oversee our Wellness 
Center network, should we be fortunate enough to be awarded Dispensing 
licenses, as well as build and monitor our compounding and processing teams.  
Mr. Esterbrook is the owner of three local pharmacies in Berks County 
(Esterbrook Pharmacy, West Reading Drug Store and Sproul Pharmacy), as well 
as a long term care pharmacy (Outlook Pharmacy Services). He is a graduate of 
The Philadelphia College of Pharmacy and Science (now University of the 
Sciences in Philadelphia).  Mr. Esterbrook has more than 20 years of pharmacy 
experience, 16 of those years involved in community retail pharmacy. He is 
currently the President of the Berks County Pharmacists Association and a 
member of the Pennsylvania Pharmacist Association Legislative Affairs 
Committee.  Mr. Esterbrook was recently named by Berks County Commissioner 
Kevin Barnhardt and the Reading area Council on Chemical Abuse to serve on 
the County of Berks Opioid Task Force.  Specifically, he’ll be helping to lead the 
Education and Prevention Subcommittee. 
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“Compassionate Pricing Promise” Fund Plan 

 

Surterra Pennsylvania, based on successful experience in Florida, plans to implement 
the “Compassionate Pricing Promise” fund to help those with financial hardships across 
the Commonwealth of Pennsylvania to be able to access 
Surterra PA products (please see details on the program 
attached).  It is understood that there will be a number of 
individuals that will not be able to afford the products, 
since unfortunately, health insurance currently will not 
cover medical cannabis treatments.  Under our 
comprehensive plan, eligible patients can receive up to a 
30% discount on Surterra products. In Florida, roughly 7% 
of our monthly recurring patients receive discounts borne 
by the Company in the spirit of affordability and compassionate access. 
 
Charitable and Civic Contributions 

 

Surterra Pennsylvania plans to partner with the Berks County United Way and to 
establish direct relationships with local charities, veteran and civic organizations (with 
whom many of our Salutem partners are already engaged) to provide multi-year grants 
to support their ongoing operations and identify volunteer opportunities for our 
employees.  Surterra has already committed to a multi-year giving plan with the Daniel 
Torres Hispanic Center, and will continue to partner with the most influential and 
impactful organizations in the Berks County area. Our annual charitable donation 
budget is anticipated to be $150,000 in our first full year of operations, which will 
increase over time alongside our business to bring continued, broader benefit to the 
community. 
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