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Medical Marijuana Grower/Processor Permit Application 

You may apply for one grower/processor permit in this application for any of the medical marijuana 

regions listed below. A separate application must be submitted for each grower/processor permit 

sought by the applicant. Please see the Medical Marijuana Organization Permit Application Instructions 

for a table of the counties within each medical marijuana region. 

Please check to indicate the medical marijuana region, and specify the county, for which you are 

applying for a grower/processor permit: 

☐ Northwest    ☐ Northcentral   ☐ Northeast 

☐ Southwest   ☐ Southcentral   ☒ Southeast 

 

County: Chester 
 

 

Department of Health Use Only 

# Received 
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Medical Marijuana Grower/Processor Permit Application 

Part A - Applicant Identification and Facility 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 PERMIT. 

 

Section 1 – Applicant Name, Address and Contact Information 
Business or Individual Name and Principal Address 

Business Name, as it appears on the applicant’s certificate of incorporation, charter, bylaws, 
partnership agreement or other legal business formation documents: 
 
Kai CannaPharm I, LLC 
Other trade names and DBA (doing business as) names: 
 
Kai CannaPharm 
Business Address: 900 Montgomery Avenue 

City: Fort Washington State: PA Zip Code: 19034 

Phone: 610-637-2353 Fax: N/A Email: 

mikepmalloyesq@gmail.com 
 

 

☒Primary Contact or ☐Registered Agent for this Application 

Name: Michael P. Malloy 

Address   

City:  State:  Zip Code:  

Phone:  Fax: N/A Email: 
 

 

 

Section 2 – Facility Information 

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 grower/processor 
permit application, and any proposed location for a grower/processor facility. 

☒ 
Yes 

☐ 
No 

 

PROPOSED GROWER/PROCESSOR FACILITY (PLEASE INDICATE THE FACILITY NAME AS YOU WOULD LIKE IT TO APPEAR ON THE 

PERMIT) 

Facility Name: Kai CannaPharm Coatesville 

Facility Address: N. First Avenue 

City: Coatesville State: PA Zip Code: 19320 

County: Chester Municipality: City of Coatesville 

☐ Owned by the applicant          ☒ Leased by the applicant        ☒ Option for applicant to buy/lease 

DOHDOHDOHDOHDOH
DOHDOHDOH DOH

DOH DOH
DOHDOH

DOHDOHDOHDOHDOH
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Is the facility located in a financially distressed municipality? 

 
☐ 
Yes 

☒ 
No 

Does the facility have an excess maintenance agreement or road use agreement with 
PennDOT, the local municipality, or the county? 

☐ 
Yes 

☒ 
No 

 

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. 

 

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. 
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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. 

 

Growth through Diversity and Inclusion  

 

Kai CannaPharm I, LLC 

 

DIVERSITY AND INCLUSION PLAN  

 
Introduction 

 
Kai CannaPharm I, LLC (“Kai”) is committed to workplace diversity and creating inclusive environments 

at all levels of operations. Establishing a corporate culture where all people are valued, with equal 

opportunity to succeed, is a strategic business imperative. Proactively fostering and managing diversity 

increases organizational effectiveness and enhances Kai’s ability to provide consistent, safe and effective 

medical marijuana to Pennsylvania’s patients.  By promoting diversity and inclusion across all levels of 

the organization and executing a strong diversity and inclusion plan at the company’s inception, Kai will 

lay the foundation for a lasting corporate tradition of appreciation and respect for all. 

 

This Diversity and Inclusion Plan is meant to guide all aspects of Kai’s operations and management. 

Kai’s goal is to create a high-performing workplace where individuals of all backgrounds can do their 

best work individually and as a team.  In this plan, Kai outlines our vision, goals and implementation 

strategy for fostering a diverse workplace built upon mutual respect and acceptance.   

 

Kai CannaPharm uses the following definitions: 
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Diversity:   The full range of different and varied backgrounds, perspectives and identities that 

employees, contractors, suppliers, management and ownership bring to Kai. This includes, but is not 

limited to race, ethnicity, religion, age, gender, sexual orientation, gender identity or expression, national 

origin, union membership, AIDS or HIV status or disability. 

 

Inclusion: The act or practice of ensuring every person is able and feels able to actively participate. 

Inclusion is opportunity for full engagement by all, and includes leveraging diversity in the workplace to 

ensure organizational success. At Kai, this means the creation of a fair, flexible and equitable 

environment that fosters creativity and collaboration; and where management and employees know they 

are respected, their contributions are valued, and their ideas can be shared for the betterment of the 

company. 

  

Diversity and Inclusion Vision Statement 
 

Fostering an appreciation for diversity and practicing principles of inclusivity are essential to achieving 

excellence and business success. Kai’s commitment to diversity and inclusion will guide the full spectrum 

of decisions, practices, and interactions within the workplace, with the City of Coatesville where Kai 

resides, and with all Kai contractors, suppliers, dispensaries, and ultimately the patients who will rely on 

our products.  

 

Our vision for diversity and inclusion is built on the following commitments: 

 

 To treating Kai associates, contractors, suppliers and customers with dignity and respect, and 

promoting these ideals throughout the medicinal marijuana industry.  

 

 To recruiting, employing, training and promoting talented people without regard to race, 

ethnicity, religion, age, gender, sexual orientation, gender identity or expression, national origin, 

union membership, veteran status, AIDS or HIV status or disability.  

 

 To actively recruiting qualified, diverse applicants to fill positions at all levels within the 

organization and to exercising employment practices at Kai that are fair, equitable and 

nondiscriminatory.   

 

 To recognizing and utilizing the unique opportunity the City of Coatesville presents for recruiting 

employees, suppliers, contractors and other service providers of diverse backgrounds.  

 

 To requiring that vendors, suppliers and contractors practice meaningful diversity and inclusion 

policies that give equal access to diverse individuals and groups when doing business with Kai.  

 

Diversity and Inclusion at Kai 
 

A strong corporate culture that invests in diversity and inclusion can be one of our greatest assets and 

advantages. A diverse workplace and a proactive approach to fostering inclusion creates environments 

more receptive to new ideas, promotes creativity, stimulates effective team building and reduces conflict. 

In this environment, individuals and teams are better able to adapt, are more effective in their job 

functions, and contribute more to the organization’s overall goals. Employees are happier and more likely 

to stay in a workplace where they feel they are respected, valued and treated fairly.  
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This Diversity and Inclusion Plan is intended to provide Kai CannaPharm a roadmap for creating and 

maintaining a diverse and inclusive workplace, through the following: 

 

Commitment and Participation from the Top: Diversity and inclusion initiatives are only given 

credibility when a commitment to their values is clearly demonstrated from the highest levels of 

ownership and management. A Diversity Coordinator will oversee implementation of the Kai Diversity 

and Inclusion Plan. This top-management level position will report directly to the CEO. However, all 

senior management will be responsible for articulating the rationale, objectives and implications of the 

plan. Likewise, Kai’s vision for diversity and inclusion will be integrated throughout key systems and 

overall operating plan. 

 

Recruitment, Retention and Exposure:  To fully reap the benefits afforded by a diverse workplace, we 

must actively recruit and retain employees from different backgrounds. This means actively seeking 

applicants from minority and historically disadvantaged and underrepresented groups. Operationally, this 

requires structuring diverse departments and work teams to help employees break down stereotypes and 

work effectively with people who may be different.  

 

Education and Training:  Everyone has something to gain professionally and personally from facilitated 

diversity and anti-bias training. All people have biases - a predisposition or preference for or against a 

thing, person or group that interferes with objectivity.  These biases are learned, and can be unlearned. 

The goal of anti-bias training is to help every Kai employee become aware of his/her biases and to 

encourage recognition and an acceptance of the differences between and among employees. For 

management and team leadership, anti-bias training will also focus on understanding how personal bias 

affects hiring and promotion decisions, exploring strategies for mitigating personal bias, and learning how 

to proactively help implement Kai’s Diversity and Inclusion Plan. 

 

Accountability: Kai recognizes the importance of following through with our commitment to diversity 

and inclusion. Achievements and setbacks in maintaining a diverse and inclusive workplace must be 

assessed with the same frequency and rigor as other key business goals. Incidents of discrimination, 

harassment or exclusion must be quickly and appropriately addressed. Likewise, efforts at valuing 

diversity and inclusive actions will be rewarded.  

 

Top-Down Approach 

 

Goal 1. Commitment from top leadership to diversity and inclusion, demonstrated and 

communicated throughout the organization. 

 

Strategy: Kai senior leaders will be engaged in the process from the very beginning. We will 

foster open and frank discussions of how differences create some challenges but can contribute to 

individual and organizational effectiveness. 

 

Strategy: Kai will train and provide ongoing educational opportunities for senior management 

and team leaders to learn how to model attitudes and behaviors that are inclusive and to manage 

diverse teams well. 

 

Strategy: Ownership and accountability for Kai’s Diversity and Inclusion Plan will be a function 

of senior leadership. Kai’s Diversity Coordinator will be a senior manager position. Reporting 

diversity and inclusion initiatives and outcomes will be presented directly to Kai’s corporate 

Advisor Board and CEO.  
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Strategy: Kai will reward diversity conscious management, and ensure that an evaluation of 

adherence to Kai’s diversity and inclusion principles is part of managerial performance appraisals 

and compensation. 

 

Strategy: Recruitment and hiring of top-level management and succession planning will take 

place with an emphasis on maintaining a diverse leadership team that reflects the community Kai 

serves and operates in. 

 

Strategy: Additional instruction will be given concerning how bias affects matters of hiring, 

promoting and evaluating job performance. All managerial and supervisory staff will be required 

to review the qualifications of applicants and employees with an emphasis on ensuring that 

individuals are treated in a nondiscriminatory way when hiring, promoting, and terminating 

actions occur. Job performance reviews are to be conducted with the same emphasis on ensuring 

personnel actions are based on a nondiscriminatory review of an employee’s job performance.  

 

Creating a Diverse Workplace  

 

To ensure our workforce is diverse, Kai CannaPharm must recruit and retain employees from different 

backgrounds and take positive steps to obtain a pool of qualified applicants from historically marginalized 

and underrepresented groups. Kai will undertake a hiring strategy to build a workforce that resembles the 

community we operate in.  Kai is committed to the following affirmative employment principles: 

 

 Being an equal employment opportunity employer, and seeking the best qualified applicants 

regardless of race, ethnicity, religion, age, gender, sexual orientation, gender identity or 

expression, national origin, union membership, AIDS or HIV status or disability. 

 

 Recruiting, developing, retaining and promoting diverse talent to increase organizational 

effectiveness and connect the Kai workplace with the larger community. 

 

 Fostering a work environment that is free of discrimination and harassment, and accessible to 

people with disabilities. 

 

 Creating opportunities that may not have previously existed for historically disadvantaged and 

underrepresented groups, and actively working to prevent and/or remove barriers that might exist 

for promotion and professional development opportunities. 

 

 Working to recruit, hire and promote U.S. military veterans. 

 

 Making reasonable accommodations to enable employees to observe and practice their religion, 

without causing undue hardship to the company or the rights of other employees. 

 

 Providing a strategy and process to evaluate all employment decisions for good faith efforts to 

provide opportunities for historically disadvantaged and underrepresented groups across all 

employment classifications. 

 

To address the potential problem of slow patient demand for medical marijuana in Pennsylvania, Kai 

plans to build our grower/processor facility in three (3) stages.  Kai will begin operations in a temporary 

facility, then relocate on the same property into a newly constructed Stage Two Facility.  A larger facility 

buildout is Stage Three. Upon completion of Stage Three, we anticipate employing more than 150 full 
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and a sense of responsibility.      

 

Prior to filing for an application with the Pennsylvania Department of Health, Kai and the City of 

Coatesville executed a Community Benefits Agreement to formalize our partnership. The agreement 

represents Kai’s commitment to hiring, contracting and purchasing first from within the Coatesville 

community.  

 

Kai is working with the Chester County Economic Development Council (CCEDC) to identify and hire 

qualified applicants to fill both initial start-up positions and new jobs added through ongoing operations 

and expansion. We are currently planning a job fair in Coatesville that is intended to attract diverse City 

residents to fill 26 start-up positions at the Facility.   

 

If awarded a permit, as the table above explains, our goal is that 30% of the initial jobs will be filled by 

individuals from minority and historically disadvantaged groups, with 44% women representation. At 

each phase in development, Kai is expected to add an additional 27 to 35 jobs. We will work with the 

municipality and other appropriate organizations and through local job fairs to ensure Coatesville 

residents are given first priority to apply and qualify for open positions.  This commitment is 

memorialized in our Community Benefits Agreement with the City’s Redevelopment Authority. 

 

Goal 3: Develop, retain and promote diverse employees by fostering an environment that values 

difference. 

 

Strategy: Communicate Kai’s diversity and inclusion standards and objectives clearly to all 

employees and link these directly to success at fulfilling Kai’s business objectives.  

 

Strategy: Maintain a zero-tolerance policy towards discrimination and harassment and provide a 

safe mechanism for reporting incidents of exclusion, discrimination or harassment without fear of 

retaliation. 

 

Strategy: Require employees at all levels to participate in facilitated diversity and anti-bias 

training during employee orientation and as part of ongoing employee development. New 

employee orientation will emphasize Kai’s commitment to diversity and inclusion, and the 

requirement that all employees, contractors, suppliers, dispensaries and patients be treated with 

dignity and respect. Effective diversity and anti-bias training will: 

 

 Advance a broader understanding of and appreciation for diversity 

 Build understanding of the value and benefits of diversity to the Kai workplace 

 Promote a respectful, inclusive environment and help prevent intended and unintended 

biased or exclusive behavior 

 Improve intergroup relations 

 Encourage personal responsibility in creating a respectful and inclusive work 

environment for all employees at Kai 

 

Strategy: Provide employees skill and training needs assessments and development opportunities 

consistent with Kai’s mission. Kai will provide internal development training to ensure each team 

member can contribute to their full potential and has advancement opportunities in the company.   

 

Kai CannaPharm has partnered with MedMen, one of the nation’s premier operators of 

grower/processor and dispensary facilities across the county.  MedMen’s mission is to use its 
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proven methodologies and Standard Operating Procedures to manufacture safe, consistent, 

effective medical marijuana products at the Kai Facility in Coatesville.  In addition to technical 

and job skill training from MedMen, Kai will offer internal professional development courses, 

tuition reimbursement, and other workforce programs.  

 

Strategy: Provide mechanisms, such as discussion groups and surveys, through which employees 

can express their ideas and concerns about the work environment and development opportunities.  

 

Strategy: Establish an internal mentoring program for younger/new employees to nurture 

leadership abilities and to help Kai identify individual talents.  

 

Strategy: Enable all employees equal opportunity for promotion by posting promotional 

opportunities and offering counseling to assist employees in identifying and preparing for 

promotional opportunities (including training and educational programs that may enhance their 

ability to advance within the organization). 

 

Strategy: To the extent possible, structure departments, teams, task forces and committees at all 

levels with an emphasis on creating diverse groups.  

 

Strategy: Reward diversity conscious behavior, and ensure an evaluation of adherence to Kai’s 

diversity and inclusion principals is part of performance appraisals and compensation. 

 

 

Diversity and Inclusion in Partnerships and Contracting 

 

Kai CannaPharm is committed to procuring goods and services from a diversified pool of vendors and 

professional service providers. We will encourage the participation of businesses and service providers 

that promote and encourage diversity, and will seek a broad range of applicants that are competitive in 

quality, service and price. 

 

Goal 4. Ensure diversity in contracts with businesses and service providers. 

 

Kai will undertake the following methods and outreach strategies for ensuring representation of minority 

and historically disadvantaged subcontractors, and material and service suppliers, with an emphasis on 

working with companies located in the City of Coatesville:  

 

Strategy: Require general contractor, as a contractual condition, to identify qualified sub-

contractors to fulfill bidding requirements on construction and fit out that are local to the City of 

Coatesville. 

 

Strategy: Schedule a project opportunity seminar in the City of Coatesville in conjunction with 

local government and civic leadership to promote Kai’s proposed plan for preferred hiring of 

local contractors.  

 

Strategy: Create and maintain a Kai CannaPharm project update website to provide up to date 

information on available opportunities for subcontractors and suppliers, and promote the site 

within the local community.  

 

Strategy: Review contractor and supplier lists available through the Office of Economic 

Opportunity Registry of Certified Firms, and actively solicit proposals from minority and 
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historically disadvantaged businesses. 

 

Strategy: Provide training and guidelines on diversity and inclusion to all purchasing personnel 

on supplier diversity policies, procedures and compliance requirements.  

 

Strategy: Strengthen and develop relationships with regional organizations that represent 

minority and historically disadvantaged groups, including: African-American Chamber of 

Commerce of PA, NJ and DE; Asian-American Chamber of Commerce of Greater Philadelphia; 

Greater Philadelphia Hispanic Chamber of Commerce; Minority Supplier Development Council 

of PA, NJ and DE; Women’s Business Enterprise Council of PA, DE and Southern New Jersey; 

the Pennsylvania Minority Business Enterprise Council; and Chester County and Coatesville 

veterans affairs groups. 

 

Kai’s Pennsylvania security provider, Grow Safe Security, is a team of veterans and disabled 

veterans, with logistical and transportation experience under combat condition in Iraq and 

Afghanistan.  Also a minority owned business, the Grow Safe’s team will be completely 

comprised of former military service members. The firm is committed to meeting internal 

diversity requirements among its team.  

 

Construction of the Kai CannaPharm Facility 

 

Kai intends to construct a new facility from the ground up in the City of Coatesville.  From a production 

standpoint, only a new facility, custom designed and built by Kai’s team of professionals, can ensure that 

Kai will produce safe medical marijuana products. Redeveloping an existing industrial building, such as 

an old warehouse, poses a greater risk for contamination to growing plants. This new construction creates 

additional opportunities for qualified, minority and historically disadvantaged firms to benefit from the 

new medical marijuana industry.   

 

Goal 5: Ensure diversity in contracts with businesses related to the construction of the Kai 

CannaPharm manufacturing facility in Coatesville.  

 

Kai will look to fill 28% of its project soft costs and 35% of its hard construction costs with 

subcontractors and professional services that are owned by minority or historically disadvantaged groups.  

 

Strategy: Kai will hire a general contractor experienced in incorporating inclusion requirements 

into its administration of the construction project.  With our oversight, the general contractor will:  

 

 Identify minority and historically disadvantaged contractors and construction 

suppliers, and seek bids from firms and organizations owned by members of minority 

or historically disadvantages groups. Priority will be given to qualified firms located 

in Coatesville. 

 

 Prequalify firms by area of expertise, experience and financial stability and 

capability.  

 

 Maximize the participation of minority and historically disadvantaged groups by 

direct solicitation as necessary. 

 

 Solicit qualified firms through websites, newspapers, periodical advertisements, and 



Pennsylvania Department of Health 
Medical Marijuana Grower/Processor Permit Application 

13 

 

job fairs that target minority and historically disadvantaged groups. 

 

 Work with the local building trades and other organizations to provide meaningful 

participation of minority and historically disadvantaged groups at all levels of the 

subcontractor workforce, both skilled and unskilled.  

 

Strategy: Require that the general contractor be responsible for preparing and delivering to Kai a report 

documenting the contractor’s efforts to engage individuals and businesses from minority and historically 

disadvantaged groups in the project.   

 

Kai will monitor the general contractor’s progress at all stages to ensure that the contractor is:  

 

 bidding to, and accepting bids from, a diverse pool of contractors 

 awarding contracts to subcontractors and other vendors who meet diversity and inclusion 

requirements 

 

The general contractor will be required to track telephone solicitations to minority and historically 

disadvantaged groups and individuals, and submit evidence of solicitations.  At the completion of each 

stage of the project, the general contractor will be required to report to Kai the amount of money spent on 

minority and historically disadvantaged participants and groups. 

 

Since the construction of Kai’s facility will take place over several years, we will continue to update the 

Department of Health and the City of Coatesville on Kai’s continued commitment to diversity and 

inclusion in our construction workforce.  

   

 

Accountability: 

Audits and Reporting 

 

Creating a corporate culture that values difference and achieving meaningful business results through 

diversity and inclusion requires a commitment to assessment and accountability. We are committed to 

assigning the appropriate personnel and employing a thorough audit and reporting system to ensure 

adherence to this Diversity and Inclusion Plan.  

 

Kai will appoint one of our top managers to serve as Diversity Coordinator.  He or she will work with the 

appropriate personnel to monitor each department within Kai’s operations to ensure adherence to Kai’s 

diversity and inclusion policies.  The Diversity Coordinator will report directly to the CEO of Kai 

CannaPharm.  The Diversity Coordinator will oversee implantation of the Diversity and Inclusion Plan. In 

addition to this, he or she will: 

 

 Work with Human Resource personnel to develop Equal Employment Opportunity 

(EEO) policy statements, affirmative employment policies and internal and external 

communication procedure concerning these. 

 

 Identity any problem areas in relation to fulfilling affirmative employment policy goals, 

implementing the Diversity and Inclusion Plan, and concerning workplace harassment, 

discrimination or behavior that conflicts with Kai’s culture of diversity and inclusion. 

 

 Implementing an internal audit and reporting system that: measures the effectiveness of 
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Kai’s Diversity and Inclusion Plan and implementing affirmative employment policies. 

 

 Ensure that policies, procedures and compliance information regarding the Diversity and 

Inclusion Plan and affirmative employment principals is posted, provided and otherwise 

communicated to all Kai employees. 

 

The Diversity Coordinator will select at least two employees to serve as members of a Diversity Council, 

along with at least one member from Kai’s Advisory Board.  The Diversity Council will compile internal 

data and prepare a Diversity Activity Report at least once every quarter to demonstrate the participation of 

minority and historically disadvantaged participants and groups in hiring, promotion and contracting for 

Kai’s business and for construction activity. The Report will be presented to Kai’s corporate Advisory 

Board. The Advisory Board will make specific recommendations concerning anything in relation to the 

content and/or implementation of the Diversity and Inclusion Plan to the CEO. 

 

The Diversity Activity Report will contain the following information: 

 

 Comprehensive analysis describing in detail Kai’s efforts to monitor and enforce the 

Diversity and Inclusion Plan.  

 

 All employment data concerning hiring, terminations and promotions, information on 

minority, women and veteran recruiting efforts; average salary ranges and pay scales over 

all job classifications; training efforts on the executive, managerial and employee levels; 

retention and outreach efforts (See Exhibit 1: Affirmative Employment Reports). 

 

 Total value of all contracts for construction, services and suppliers awarded for the new 

facility and amount awarded to minority and historically disadvantaged groups.  

 

 Information on outreach efforts by Kai to promote diversity and inclusion within the 

company and throughout the medical marijuana community.  

 

 Statistics and other information documenting employee feedback concerning workplace 

environment and complaints of harassment or discrimination and resolution of the same.   

 

The form and information documented in the report is subject to changes and additions based on 

information gleaned through daily operations and the reporting requirements of the PA Department of 

Health (not yet available as of the date of this publication). 

 

In addition to the Diversity Activity Report, the Diversity Coordinator, Diversity Council and appropriate 

personnel will regularly review the following activities to ensure nondiscrimination and equal 

employment opportunities for all individuals regardless of race, ethnicity, religion, age, gender, sexual 

orientation, gender identity or expression, national origin, union membership, veteran status, AIDS or 

HIV status or disability: 

 

 Recruitment, advertising and job application procedures 

 Hiring, promotion, layoff and termination procedures 

 Rates of pay and any other forms of compensation, including fringe benefits 

 Job assignments, classifications, descriptions and seniority lists 

 Sick leave, leaves of absence, or any other leave 

 Training, professional development opportunities and attendance at meetings and 
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conferences 

 

 Any other terms, condition, or privilege of employment established now or through 

ongoing operations of Kai 

 

If at any time through Kai’s auditing and reporting process, or should it come to light through action or 

incident, it is necessary to take corrective action to address failures to meet our affirmative employment 

principals or to address related problems in the workplace, Kai will adhere to an Affirmative Action Plan 

to identify trouble areas, formulate solutions and establish specific company and/or department goals as 

necessary (See Exhibit 2. Corrective Action Plan).  

 

 

Responding to and Reporting Acts of Harassment or Discrimination:  

 

Kai’s policies will encourage open discussion and reporting of problems in the workplace and discourage 

harassment, intimidation or coercion of any Kai employee, contractor, vendor or supplier. Discrimination 

and harassment in the workplace will not be tolerated. 

 

Anyone who feels as if he or she has been the victim of harassment or discrimination in any form by a 

manager, supervisor, co-worker, customer, client, or any other person in connection with their 

employment will be encouraged to notify their direct supervisor of the issue, or someone else in Kai 

management if the employee feels unable to discuss the matter with his or her supervisor.  

Management and team leads must take complaints seriously and report each complaint to Kai’s director 

of human resources. All allegations will be investigated by Kai Management, who will take appropriate 

corrective action as necessary. Kai employees found to be in violation of Kai discrimination and 

harassment policies will be made subject to disciplinary actions, including termination of employment.  

Retaliation in any form against any co-worker who exercises his or her right to file a complaint is 

prohibited and is, in and of itself, a cause for disciplinary action up to and including termination of 

employment.   

 

Kai’s Diversity Activity Report will contain statistics on employee complaints and document any 

corrective or disciplinary action taken. 

 

 

Ensuring Diversity and Inclusion Over Time 

 

As a new company, Kai CannaPharm has the unique opportunity to create a diverse workforce and a 

corporate culture where respect and inclusion is an integral part of the way we do business. The Diversity 

and Inclusion Plan is intended to provide the framework for creating this workplace. It is a living 

document. As the company grows, and advances in our mission to provide consistent, safe and effective 

medical marijuana in Pennsylvania, this plan will be evaluated and updated to be reflective of and 

responsive to Kai’s most current challenges and opportunities.  

 

Goal 6: Ensure the company continues to foster an inclusive workplace and reaps the full benefits 

of a diverse workforce. 

 

Strategy: Conduct organizational assessments to determine strengths and weaknesses related to 

diversity and inclusion, including in managerial leadership, and employee recruiting, hiring and 

retention.  
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Strategy: Solicit employee feedback on Kai’s strengths and weaknesses in: fostering inclusive 

environments; providing skill development and training opportunities; retention and 

advancement; and overall employee satisfaction. 

 

Strategy: Develop action plans to address any identified improvement areas in either 

organizational effectiveness or employee satisfaction in maintaining a diverse and inclusive 

workplace. 

 

The principles, goals and strategies outlined in this Diversity and Inclusion Plan reflect what we consider 

to be a critical and strategic investment in our people and is directly related to success in achieving Kai’s 

mission to provide consistent, safe and effective medical marijuana in Pennsylvania.    
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Kai CannaPharm  

Personnel Activity 

 

Date of Report: _________________ 

 
Job Function: 

Officials & 

Managers 

External Hire External Applicants 
Promotions 

Into Job Group 

Promotions  

Within Job Group 

 MALES FEMALES MALES FEMALES MALES FEMALES MALES FEMALES 

White         

Black/African 
American         

Asian/Pacific 

Islander         

American 
Indian/Alaskan 

Native         

Two or More 
Races         

Race Missing or 

Unknown         

TOTAL (count 
each person once 

only)         

 

 

 

 

 

Kai CannaPharm 

Applicant Flow Log 

 

Date of Report): _________________ 

 

Name Race/Ethnicity Sex 
Date of 

Application 
Job Title 

Interview 

(Y/N) 

Action Taken 

(H/NH) & Date 

       

       

       

       

       

       

       

       

 

Legend: Y = Yes    N = No    H = Hired    NH = Not Hired 
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Kai CannaPharm 

Analysis of Affirmative Employment Efforts 

 

 

Date of Report: _________________                 Current Year: ___________ Prior Year: 

____________ 

 

Job 

Function 
 

Goal 

Placement 

Rate (%) 

Actual 

Placement Rate 

(%) 

Analysis of Good Faith Efforts 

 

 

Minority    

Female    

 Minority    

Female    

 Minority    

Female    

 Minority    

Female    
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shipped to the site in a virtual “plug and play” operational status.   

The property where the project is situated, is a Pennsylvania Brownfield 

that is already environmentally characterized, backfilled and leveled.  The 

site contains useable remnants of a vehicular access road and a PennDOT 

approved curb cut from Route 30 already exist (see plans under 

Attachment D). Subsequently, the custom modified containers 

(“modules”) can be staged on site with no material ground disturbance or 

time-delay site development permits. 

 

The custom fitted module concept was initially developed and deployed by 

our operating partner, MMMG, for their Bloomfield project in Utica, New 

York.  Those modules are in place and fully operational at the time of 

Kai’s submission of this Application.  The Kai will replicate this tried and 

proven method for timely deployment in Pennsylvania.   

 

1. Gas, Electric, Water, and Sewer Connections 

a. Post Licensure meetings with PECO 

b. Post Licensure meetings with Water & Sewer Authority 

c. Develop final utility plan & submit connection orders 

 

 

2. Permits 

a. Secure erosion Permit 

b. Secure storm water Permit 

 

3. Construction of temporary grower/processor facility 

a. Order & Obtain shipping containers 

i. Power Wash / Sterilize 

ii. Modify Doors 

iii. Create MEP access points  

iv. Install Thermal Barriers 

v. Paint 

b. Order all production equipment and fixtures 

c. Industrial Tent 

i. Vette final options and place fabrication order 

d. HVAC 

i. Complete Engineering of Final Design 

e. Electrical 

i. Confirm calculations for service size, all Project 

Phases 

ii. Develop Final Phase One electrical distribution 

Plans 

iii. Order construction generator 

f. Plumbing 

i. Develop Final Phase One Plumbing Plans 

ii. Order temporary toilet facilities 

 

Month 1 
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4. Commence Recruitment and hire of: 

a. Operations Manager 

b. Cultivation Manager 

c. Production Manager 

d. Director of Quality Assurance 

e. Security Staff  

 

5. Estimated total staff of eight (8) personnel. 

 

1. Gas, Electric, Water, and Sewer Connections 

a. Complete Plans and Contract for all utilities 

 

2. Construction of temporary grower/processor facility 

a. Continue pre-ship fit out of containers: 

i. Install Thermal Barriers 

ii. Paint 

b. Ship containers to Coatesville site; stage containers 

c. Order Security Vault 

d. Order Transformers 

e. Pour slabs for vault, HVAC plant, generators, and 

transformers  

f. Complete minor repairs and clearing of existing access 

road to Route 30 

 

3. Complete Recruitment and hire, commence training of: 

a. Operations Manager 

b. Cultivation Manager 

c. Production Manager 

d. Director of Quality Assurance 

e. Security Staff  

Month 2 

 

1. Gas, Electric, Water, and Sewer Connections 

a. Commence installation of utilities and connections  

 

2. Construction of temporary grower/processor facility 

a. Continue fit out of containers: 

i. Rough-in plumbing, electric, comm, and security 

lines 

ii. Install non-grow lights 

iii. Install fire suppression systems 

iv. Install initial round of racks & tables 

v. Begin installing HEPA filtration system 

vi. Begin installing CO2 injection system 

vii. Begin installing Drainage System 

viii. Begin installing Carbon Filters 

ix. Begin installing Fresh Water System 

b. Install security vault 

 

3. Commence Recruitment and hire of first round of production staff, 

Month 3 
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including cloning technicians, plant care technicians, irrigation 

technicians, mother care technicians, and IPM technicians 

a. Estimated additional staff of six (10) personnel. 

b. Estimated total staff of fourteen (18) personnel. 

 

1. Gas, Electric, Water, and Sewer Connections 

a. Complete installation of utility connections   

 

2. Construction of temporary grower/processor facility 

a. Continue fit out of containers: 

i. Finish plumbing, electric, comm, and security 

lines 

ii. Complete installation of racks and tables 

iii. Install security system 

iv. Install all other lights 

v. Complete HEPA filtration system 

vi. Complete CO2 injection system 

vii. Complete Drainage System 

viii. Complete Carbon Filters 

ix. Complete Fresh Water System 

x. Install production Fume Hood, Waters Machinery 

and Extraction Vessels 

b. Receive and erect industrial tent enclosure 

c. Commence central plant HVAC 

  

3. Train six new production staff 

Month 4 

 

1. Construction of temporary grower/processor facility 

a. Complete the fit out of containers: 

i. Install BAS system, integrating Hortimax and 

Fertimix 

ii. Install final FF&E 

iii. Complete installation of, and QA test extraction 

and package equipment 

iv. Development Punch List 

b. Complete central plant HVAC 

c. Install site vegetation and site lighting 

 

2. Complete training of new production staff: 

 

Production and Post Construction Staff-Up Plan 

 

Initial Construction (Operational):  150 days 

Initial Cultivation Time 220 days 

Extraction Time: 4 days 

Finished Production Accumulation Time: 7 days  

 

Mom Production (9 weeks total) 

 Initial mom plants are grown before clones are taken and 

Month 5 
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production can begin.  Taking more aggressive cuttings of clones 

from the initial moms can accelerate initial production.  

Clone Production (3 weeks total) 

Cuttings are taken from the mother plants, then rooted and 

monitored for growth 

Clones are allowed to grow and gain biomass while being 

monitored daily 

 

Flower Production  (8 weeks) 

 Lighting cycles are changed which drive plants into the flowering 

phase 

 Two (2) trimming technicians are hired 

 

Harvesting  (1 day)  

 Growth is complete, and plants are harvested 

 

Wet Trim   (Less than 1 day, no effect on timeline) 

 Plants are trimmed and manicured 

 

Drying  (2 weeks)  

 Temperature, humidity, air circulations and darkness is controlled 

to remove moisture from plant materials 

 Maintenance manager hired: one (1). 

 Extraction staff filled out, 3 Chemists; cross trained on both 

extraction and analytics.  Additional Staff: three (3). 

 Warehouse staff filled out, Warehouse Supervisor and Team 

Member hired. Additional Staff: two (2). 

 Production staff filled out, Production & Packaging Supervisor, 

Production and Packaging Team for one shift hired.  Additional 

Staff: five (5) 

 Sanitation Lead to be hired.  Additional Staff: one (1) 

 QA technician hired. Additional staff: one (1) 

 Total estimated additional staff: thirteen (13) 

 Total estimated staff: (31) 

 

CO2 Extraction (2 days to complete) 

 Supercritical CO2 extraction isolates terpenes and cannabinoids 

from the raw product 

 

Ethanol Extraction  (2 days to complete) 

 Ethanol is used to further refine the extractions  

 

Decarboxylation  (1 day to complete) 

 Decarboxylation uses heat to release CO2 and convert inactive 

cannabinoids into active cannabinoids 

 

Oil Analysis   (Less than 1 day to complete, no effect on timeline, 

continuous) 

 Cannabinoid and terpene profiles are analyzed 
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Blend Oil   (Less than 1 day to complete, no effect on timeline, 

continuous) 

 

Cannabinoids and terpenes are blended from different extractions 

for optimization of medicinal effects  

 

Analyze Blended Oil  (Less than 1 day to complete, no effect on 

timeline, continuous) 

 Final blend product is tested for perfect oil combination 

 

Capsule, Oil Cartridge, and Tincture Production (Continuous) 

 Extracts are put into forms that can be easily administered by 

patients.   

 

Product Packaging  (Continuous) 

 Products are packaged, sealed, and labeled in preparation for 

distribution 

    

 

IF MORE SPACE IS REQUIRED FOR THE OPERATIONAL TIMETABLE, PLEASE SUBMIT ADDITIONAL INFORMATION IN A SEPARATE 

DOCUMENT TITLED “OPERATIONAL TIMETABLE (CONTD.)” IN ACCORDANCE WITH THE ATTACHMENT FILE NAME FORMAT 

REQUIREMENTS AND INCLUDE IT WITH THE ATTACHMENTS. 

 

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. 

The General Partners, Andrew Kleeman and Michael Malloy, will devote their full time to the 

enterprise in both daily operations, and as Co-Chairs of the Board that will make all strategic financial 

decisions.  The General Partner have a history of successful project development in Pennsylvania – 

both jointly and individually.   Through their affiliated management company Kai CannaPharm, Inc. 

they have entered a binding, ten year, operations/management agreement with MedMen Management 

Group, MMMG, LLC, a nationally leading Medical Marijuana and cannabis cultivator and 

processor.  As such, the Kai CannaPharm team melds the General Partners experience in local 

development and growing business operations with a team from MedMen that brings unparalleled 

medical marijuana cultivation and processing experience.   Applicants for all managerial positons 

delineated in this Section of the application will be jointly evaluated by MMMG and the General 

Partners, and hired by MMMG.   For most of the positions delineated below, MMMG and Kai have 

already identified one or more credible applicants, based on a combination of direct past experience 

and compliance with the Kai Diversity and Inclusion Plan.  No Offers of Employment have been made, 

or will be made, prior to the grant of the permit.  Investors other than the General Partners and the 

MMMG affiliates and all minority investors who will serve as advisors on a Board level, but will not 

be engaged in daily operations.                                                                

1. Director of Operations – Responsible for MMMG Director of Cultivation, Training and Research 
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and Development. Manage cultivation staff and operations processes. Execute the operational 

strategies developed in conjunction with the Director of Cultivation. Scale, upgrade, and optimize 

infrastructure consistent with anticipated growth, trends, needs and requirements. Manage human 

and material resources to meet production goals. Develop and monitor effective performance and 

capacity metrics; provide summaries and interpret trends to executives and peer managers. Design 

capable, scalable processes to consistently deliver optimal quality and yield. Manage and develop 

production/operations team. 

2. Director of Cultivation – Create policies and procedures for the cultivation department. Oversee the 

Cultivation Manager and the daily operations process for multiple marijuana cultivation facilities. 

Scale, upgrade and optimize infrastructure consistent with anticipated growth, trends, needs and 

requirements. Maintain compliance with the company policy and procedures. Ensure that standard 

operating procedures are adhered to. Ensure implementation and adherence to health and safety 

procedures. Design capable, scalable processes to consistently deliver optimal quality and yield. 

Develop company cultivation methodology. Ensure overall crop management including purchasing 

inputs, monitoring, etc. 

3. Director of Training – Responsible for developing, creating and implementing training programs. 

Supervises technical training for staff. Design, evaluate, and refine standard operating procedure. 

Ensure compliance with standard operating procedure. Review and evaluate in-house practices, 

procedures, and protocols relating to staff education, professional development, and organizational 

processes that affect quality. Develop objectives and ensure the content matches the objective. 

Design, implement and lead organization-wide learning and development initiatives. 

4. Director of Research and Development – Create standards and policies for extraction process 

procedures and oversee the Lab Supervisor. Responsible for researching and developing new 

products, product redesign, and product enhancements based on industry experience and trends. 

5. Operations Manager – Manage day-to-day operations of the facility. Work under the Director of 

Operations to assist in the development and management of the facility to execute the operational 

strategies. Scale, upgrade, and optimize infrastructure consistent with anticipated growth, trends, 

needs and requirements. Manage human and material resources to meet production goals. Develop 

and monitor effective performance and capacity metrics; provide summaries and interpret trends to 

executives and peer managers. Design capable, scalable processes to consistently deliver optimal 

quality and yield. Manage and develop production/operations team. Will have full P&L 

responsibility in managing the full facility. 

6. Cultivation Manager – Report directly to the Operations Manager and indirectly to the Director of 

Cultivation. Oversee the cultivation department to ensure proper procedures are implemented and 

adhered to. Perform duties that support the company’s QA and operational key indicators as well as 

verify all products to ensure Food Safety, Quality and SQF 2000 standards and specifications are 

met. Work with the Director of Cultivation to ensure standard operating procedures are adhered to. 

Manage crop scheduling and organization to precisely project facility needs on a daily, weekly, and 

monthly basis. Will have cultivation P&L responsibility. 

7. Cultivation Supervisor – Second in command when the Cultivation Manager is not present. Will 

perform duties that support the company’s QA and operational key indicators as well as verify all 
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products to ensure Food Safety, Quality and SQF 2000 standards and specifications are met. Works 

with the Director of Cultivation to ensure standard operating procedures are adhered to. Manage 

crop scheduling and organization for facility needs on a daily, weekly, and monthly basis. 

 

B. PLEASE DESCRIBE THE EMPLOYEE QUALIFICATIONS OF EACH PRINCIPAL AND EMPLOYEE. 

The full qualifications of the General Partners are presented in their respective resumes in 

Attachment E.   Descriptions of Key member sf the MMMG management team are presented in 

Section 24.   The following paragraphs summarize the credentials of the General Partners, and then 

delineate the qualifications sought for the key employees listed in the preceding Section 9A 

General Partner Andrew Kleeman is a 54 year old, life-long Pennsylvania resident who has launched, 

grown and managed multiple successful Pennsylvania small businesses – often in new and highly 

regulated fields, analogous to the current Medical Marijuana field.   As an example, Mr. Kleeman was 

the founder and General Partner of Eos Energy Solutions, LLC (“Eos”), which was the largest solar 

power EPC company in the Southeast region of the state.   Mr. Kleeman served on Governor Ed 

Rendell’s Solar Advisory Committee, during development of the Pennsylvania solar rebate 

program.   With a later influx of secondary Wall Street capital, Eos was restructured as Mercury Solar, 

Inc., and grew to be the second largest solar EPC company on the east coast, employing 240 solar 

professionals.   

Just after divestiture from Eos/Mercury, Mr. Kleeman served as the interim Executive Director of the 

state and municipally funded Energy Coordinating Agency.  Just prior to Eos/Mercury, Mr. Kleeman 

was a partner in the Pennsylvania-based AMC Delancey Group, a commercial real estate development 

and investment firm.  While at the AMC Delancey Group, Mr. Kleeman was directly responsible for a 

$400 million portfolio, and more than $100 million in project development, including new commercial 

fit-outs for the State’s Department of Corrections, and the Pennsylvania Lottery. 

General Partner Michael Malloy is a 45 year old, life-long Pennsylvania resident, and an attorney who 

has for nearly 10 years held the position of General Counsel for Hankin Group, a privately-owned real 

estate company, that manages hundreds of millions of dollars’ worth of holdings across multiple 

sectors including: multifamily rental, office, laboratory, hospitality, industrial and residential-for-sale 

product; develops large scale, multimillion dollar, mixed-use real estate projects; and builds over 

$100MM in annual construction.  Hankin Group is perhaps best known for its award winning 

Eagleview development in Chester County – an 800 acre, mixed use master planned development 

containing over three million square feet of facilities.  Before joining Hankin Group, Mr. Malloy 

practiced litigation and real estate, land use and zoning law at several prestigious firms in Philadelphia 

and its surburbs.    

Messrs. Kleeman and Malloy have worked collaboratively on numerous projects and concepts since 
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2010.   In 2010, Messrs. Kleeman and Malloy, representing Eos Energy and the Hankin Group, 

respectively, developed a set of roof-top solar projects that were, at the time, among the largest in 

the Commonwealth of Pennsylvania.    Messrs. Kleeman and Malloy jointly conceived the Kai 

CannaPharm concept in April  of 2016 and have consistently collaborated on its development since 

then. 

1. Director of Operations – Must have fiveor more years of experience in Operations, Logistical 

Support, Supply Chain Management or related field. Bachelor's Degree in Engineering, Business 

Administration or Business Management. Master’s Degree in related discipline preferred. Supply 

Chain Certification (Six Sigma, Lean, APICS, etc) a plus. SQF or BRC management experience 

required. Proven project management and leadership skills. Knowledge and experience in Lean 

Manufacturing and kaizen principles a plus. Must have a minimum of one year experience in good 

agricultural practices (GAP), good laboratory practices (GLP), or good manufacturing practices 

(GMP).. 

2. Director of Cultivation – Must have five or more years of managing day to day operations of 

industrial cropping facilities as well as a Bachelor's Degree in Engineering, Business 

Administration, Business Management, Horticulture, plant biology or related field. Master’s 

Degree in related discipline preferred. Supply Chain Certification (Six Sigma, Lean, APICS, etc) a 

plus. Excellent interpersonal and communication skills to interact with other departments, 

employees, and outside vendors and carriers. Proven project management and leadership skills. 

Knowledge and experience in Lean Manufacturing and kaizen principles a plus. Must have a 

minimum of one year experience in good agricultural practices (GAP). 

3. Director of Training – Bachelor’s degree in Business, Human Resources, Education, or related 

field. Master’s Degree in related discipline preferred. Minimum of five years of experience in 

developing and training in a large scale operation. Proven project management and leadership 

skills. 

4. Director of Research and Development – Bachelor’s degree in chemistry, chemical engineering, 

biology or related field. Master’s Degree in related discipline preferred. Minimum of five years of 

experience in chemistry and chemical process development. Proven record of successful chemical 

analysis and process development. 

5. Operations Manager – Must have three to five or more years of experience in Operations, 

Logistical Support, Supply Chain Management or related field. Bachelor's Degree in Engineering, 

Business Administration, or Business Management. Master’s Degree in related discipline 

preferred. Supply Chain Certification (Six Sigma, Lean, APICS, etc) a plus. SQF or BRC 

management experience required. Proven project management and leadership skills. Knowledge 

and experience in Lean Manufacturing and kaizen principles a plus 

6. Cultivation Manager – Must have a minimum of three years of management experience in 

commercial-scale crop production systems. Must have a Bachelor's Degree in Engineering, 

Business Administration, Business Management, Horticulture, plant biology, or related field. Must 

have knowledge in controlled environment growing and hydroponic methods. Must have a 

minimum of one year experience in Good Agricultural Practices (GAP). 
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7. Cultivation Supervisor – Must have a minimum of two years of management experience in 

commercial-scale crop production systems. Must have a Bachelor's Degree in Engineering, 

Business Administration, Business Management, Horticulture, plant biology, or related field. Must 

have knowledge in controlled environment growing and hydroponic methods. Good Agricultural 

Practices (GAP) experience a plus. 

 

C. PLEASE DESCRIBE THE STEPS THE APPLICANT WILL TAKE TO ASSURE THAT EACH PRINCIPAL AND EMPLOYEE WILL MEET 

THE TWO-HOUR TRAINING REQUIREMENT UNDER THE ACT AND REGULATIONS. 

1. Prior to starting initial operations of the Kai CannaPharm Facility, each Principal will take the 

training course developed by the Department.   To ensure that each Principal fulfills this 

obligation, Kai’s Principal and legal counsel, Michael Malloy, will personally notify each Principal 

of their responsibility to take the training prior to initial operations.  Counsel will notify the 

Principals by regular mail and email of the dates, times and locations of the trainings.   If the 

course is provided on-line, Counsel will advise the Principals about the details of the on-line 

course and direct them to the Department’s training web site. 

2. Each Principal will be required to inform Counsel of the date, time and location where each 

Principal took the Department’s training course, and return a copy of any certificate received 

upon completion of the course to Kai’s offices.   Mr. Malloy will maintain the course attendance 

records and, if applicable, completion certificates, in his capacity as counsel to Kai until Kai hires 

human resources personnel.  Kai will make all records available for inspection by the Department 

and its authorized agents, upon request.  Steps to ensure compliance with the on-line course 

would be substantially similar except certificates probably would be delivered electronically, and 

tracked in the normal course alongside other e-based professional training requirements.     

3. Each Kai employee will be provided with information about the Department’s training course at 

the time of hiring.   Kai’s operator, MMMG LLC (“MedMen”), will be responsible to make sure 

each employee will complete the training course. 

4. Individual records on each employee’s compliance with both the Commonwealth’s and 

MedMen’s training courses will be tracked electronically through standard human resources 

software like ADP, or a similar human resource management system.   MedMen will always be 

able to determine which employees have completed the course, and will store all completion 

certificates, if any, for the Department’s review. 

5. If the Department administers the course live in a location other than Kai’s Facility in Coatesville, 

Kai will make the training as easily accessible as possible by providing employees with 

transportation and meals.  Kai will encourage employees to take the training as expediently as 

possible by reinforcing the idea that training and compliance with the Department’s standards is 

best way we can serve patients.    

6. If the Department administers the training on-line, Kai will provide, as a condition of employment, 
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that each employee complete the training required by the Department.  Kai will supply computer 

training terminals to employees to facilitate completion of the required training. 

7. No Principal or Employee may refuse to take the Department’s course.   It will be a condition of 

continued involvement in the organization. 

      

 

IF MORE SPACE IS REQUIRED FOR ANY OF THE ABOVE THREE COMPONENTS OF SECTION 9 (A, B AND C), PLEASE SUBMIT 

ADDITIONAL INFORMATION IN A SEPARATE DOCUMENT TITLED “EMPLOYEE QUALIFICATIONS, DESCRIPTION OF DUTIES AND 

TRAINING (CONTD.)” IN ACCORDANCE WITH THE ATTACHMENT FILE NAME FORMAT REQUIREMENTS AND INCLUDE IT WITH 

THE ATTACHMENTS. 

 

Section 10 – Security and Surveillance 
A GROWER/PROCESSOR FACILITY MUST HAVE SECURITY AND SURVEILLANCE SYSTEMS, UTILIZING COMMERCIAL-GRADE 

EQUIPMENT, TO PREVENT UNAUTHORIZED ENTRY AND TO PREVENT AND DETECT DIVERSION, THEFT, OR LOSS OF ANY SEEDS, 

IMMATURE MEDICAL MARIJUANA PLANTS, MEDICAL MARIJUANA PLANTS, MEDICAL MARIJUANA AND MEDICAL MARIJUANA 

PRODUCTS. 

 

PLEASE PROVIDE A SUMMARY OF YOUR PROPOSED SECURITY AND SURVEILLANCE EQUIPMENT AND MEASURES THAT WILL 

BE IN PLACE AT YOUR PROPOSED FACILITY AND SITE. THESE MEASURES SHOULD COVER, BUT ARE NOT LIMITED TO, THE 

FOLLOWING: GENERAL OVERVIEW OF THE EQUIPMENT, MEASURES AND PROCEDURES TO BE USED, ALARM SYSTEMS, 
SURVEILLANCE SYSTEM, STORAGE, RECORDING CAPABILITY, RECORDS RETENTION, PREMISES ACCESSIBILITY, AND 

INSPECTION/SERVICING/ALTERATION PROTOCOLS. 
 
1. Introduction 

 

Preventing diversion, abuse and other illegal activity related to medical marijuana is paramount to 

successfully operating a grower/processor facility in medically regulated state like Pennsylvania.  Kai 

CannaPharm, and its operator MMMG LLC, understand the daily commitment as good stewards of a 

grower/processor permit, to keep medical marijuana and the related products out of the wrong hands.  

 

Our security plans meet or exceed all of the requirements of the temporary regulations published by the 

Department and the best practices of both the pharmacopeia and the precious gems industries, which 

are analogous to medical marijuana with respect to security methods and procedures. 

  

Our Director of Security, Michael Marino, has spent the past two years overseeing security at 

Bloomfield Industries Inc., a grow/process facility in the New York medical marijuana program.  He is 

a retired two-star chief from the New York Police Department (NYPD) with vast experience managing 

post-9/11 threats, preventing illegal drug trafficking, the everyday protection of citizens and businesses.   

Michael Marino brings his hands-on experience securing a major grow processor facility in a heavily 

regulated medical marijuana state. The proposed Kai Canna Pharm facility in Coatesville will be 

substantially similar in size and design to what Michael Marino already has secured, with a spotless 
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record on safety and diversion. Mr. Marino will be physically present at the Coatesville Facility at all 

critical times to oversee the security system procurement and installation, hiring, and training of 

security personnel.   

 

We will consult with G4S, a global provider of private security with 50,000 guards in the U.S., and are 

in discussions with Pennsylvania-based Grow Safe Security, a Service Disabled Veteran Owned Small 

Business (status pending), to handle cash transportation and off-site redundant monitoring. All 

measures to deter and prevent unauthorized entrance into areas containing marijuana and theft of 

marijuana at the facility are addressed throughout this narrative. The policies established here will be 

strictly enforced. 

 

Our security and control plan is built to protect the facility from four threats: diversion, abuse, other 

illegal activity, and food safety threats. Internal defense relies on the principles of tight process control 

and measurement, trend and simultaneous observation, and two-person handoff authentication. 

External defense relies on barriers to entry, visitor control, and hardware security systems. Food 

defense relies on the same principles as internal and external defense, but is geared towards protecting 

the integrity of the product, rather than its theft. 

 

 

2. Internal Defense: Tight Process Control and Measurement 

 

Standard operating procedures that clearly outline each employee’s security responsibilities make sure 

that all employees are involved and dedicated to protecting our facility against the four threats outlined 

above.  The security processes for each step in the production of medical marijuana must be clear and 

understandable.  Any deviation from these steps will be considered a “non-conformity”. Through 

measurement, observation and handoff authentication, we will be able to detect non-conformities and 

identify the responsible party(ies). 

 

Tight process control can instill a sense of systematic control in employees, which can help to prevent 

non-conformities from ever occurring. Employees who know exactly what to do at any given point in 

the production process, and know that their actions matter and are observed are much less likely to 

intentionally produce non-conformities.  

 

Rapid detection of non-conformities allows for more opportunities to train employees to produce 

reliable, safe, conforming product. It also reinforces the idea among employees that following 

procedure is vital to the making consistent effective safe medical marijuana products.  Follow-up 

training is also critical.   

 

MyMedMen is a customizable tracking software created and successfully implemented by MedMen in 

other regulated medical marijuana markets.  It can be fully integrated with any seed to sale tracking 

software that the Department selects, via an application programming interface (API).  MyMedMen   

takes regular measurements of production information can provide employees with an additional sense 

of being observed.  If the Department prescribes the use of another Electronic Tracking System under 
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§1151.39 of the Departments’ regulations, we will implement the Department’s system.  

 

 

3. Trend and Simultaneous Observation 

 

Our primary, commercial-grade video camera surveillance (Closed-Circuit Television) blankets our 

facility, including footage of  

 

 

 

. The date and time will be embedded in both 

the footage metadata and stamped on the image. The cameras, hardened for high humidity, will be 

visible to employees so that surveillance is understood. 

 

All areas of the facility will be lit for adequate working conditions and camera operations. The only 

exception to this is the grow space. Since the efficient growing of plant materials requires lower 

lighting at certain times, those rooms will be equipped with infrared lights to maintain surveillance in 

compliance with the regulations. 

 

Our security team will be the first people in the facility in the morning and the last people to leave in 

the evening and there will always be a person with eyes on the cameras. Additionally,  

 

 

 

 

Upon request, footage from the CCTV system will be available to the Department for review. The 

surveillance system can instantly produce clear, color, still photos, at above 9,600 dpi, which will be 

available to the Department in a digital format that meets all the requirements of Section 1151.26 of the 

Regulations. These photos will be rendered as .jpg or other standard image format. When exported, 

videos and still footage will have a hash created that will identify if any changes have been made to the 

footage. The footage will be encrypted so only those with the appropriate password will have access. 

 

Footage will be stored in  with limited access. Only those employees who are 

essential to maintaining the security and surveillance operations will have access to the room, and logs 

of entry to that room will be maintained and made available to the Department or the Department’s 

authorized agents upon request along with a current list of employees having access to the security and 

surveillance areas.   The limited access room will be locked at all times and will not be used for any 

purpose other than security and surveillance. Should pending legal or criminal investigations require, 

footage will be stored past the 90 day on-site at the temporary and permanent facilities, as well as 

stored off-site for 5 years. 

 

These are typical security measures, but our proven system relies on trend observation to significantly 

increase the value of our CCTV video. MyMedMen tracks data throughout production, and each data 

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOH



Pennsylvania Department of Health 
Medical Marijuana Grower/Processor Permit Application 

36 

 

entry is logged by employee and time. The data flows automatically into control charts that 

automatically detect non-conformities based on deviances in industry standard calculations. When 

control charts identify either a single nonconformity or a trend of nonconforming process stages, the 

employee and the time of the non-conformity is flagged and sent to a manager to review. Along with 

the data, access to the relevant footage of the employee at the suspected time of the nonconformity is 

sent to the manager. 

 

 

4. Internal Defense: Two-Person Authentication 

 

Marijuana in process will always be under the responsibility of a single person. Any time that 

responsibility changes from one person to another, there is a handoff exchange that is tracked by 

MyMedMen. In the process of that exchange, both employees observe a weighing of the marijuana and 

both acknowledge that the exchange has happened. In this way, employees observe each other and 

reinforcement of process control comes from both peers and management. 

 

 

5. Barriers to Entry 

 

Several layers of security will prevent the unauthorized entry of intruders into the facility. 

 

Both the proposed temporary and permanent facilities each will have  

 

 

 

 

 

 

 

 

 

 

 that will allow security staff to 

pre-screen all entering vehicles. Vehicles will be subject to random searches.  Additionally,  

 The temporary facility will 

be structured such that security staff are able to pre-screen all entering vehicles and view  

.  

 

All access points to the facility, including but not limited to entrances, exists, rooms with exterior 

windows, exterior walls, roof hatches, and storage rooms will remain locked at all times, permitting 

“buzzed in” entry only to staff and expected visitors as described in section 6 of this document. 

 

All walls within the facility will have  
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6. Entrance Prevention, Alarms, and Intrusion Protocol 

 

Should armed intruders ever force their way into the facility, our unarmed security staff will be trained 

via intrusion protocol training to comply with the intruders demands. At no point should the lives of 

our staff be placed at risk for the safety of our product. 

 

Should such an armed intruder scenario arise, security staff will have the option of triggering an 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

In the event of any loss or theft, the Director of Security will report the incident to local law 

enforcement within 24 hours.  

 

 

7.  Security & Entrance Detection 

 

 

 

 This system will be armed by security staff when they close the facility after business hours 

and disarm it when they are the first to return to the facility the next day. 

 

 

. 

 

 

8. Security Room Access 

 

The Security Room, in both the temporary and permanent facilities, will  be  
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 will be opened only for 

identified law enforcement personnel, the Department, or the Department’s authorized personnel. Staff 

will be required to use the  for entry at all times. No other staff will have access to the Security 

Room. 

 

 

9. Marijuana Safes and Access Restrictions 

 

Any marijuana or medical marijuana products not currently in process will be stored in one of two 

locations. The Work In Progress (WIP) safe will contain all medical marijuana that is in development 

but not currently in process and the Finished Product (FP) safe will contain all medical marijuana 

finished products sent for testing or ready for shipping. Each safe will be available only to the 

minimum number of staff required to keep it in operation and sanitized. Staff that enter a safe will 

contemporaneously record the transaction in MyMedMen via a card reader. Entries to the safe that do 

not also have an entry into MyMedMen will require an Entrance No Action Report. Both the 

permanent and temporary facility will have each of these safes.  

 

To prevent unlawful diversion of medical marijuana, each room at the temporary and permanent 

facility will be accessible only to designated staff with assigned keycards. All movement in and out of 

rooms will be tracked using the security system and the data will be saved in MyMedMen. There will 

be security cameras in each room as well, to observe staff actions at all times. Rooms falling under the 

definition of limited access area include the following: 

- Cultivation 

- Extraction 

- Manufacturing and production 

- Loading area 

- Security room 

 

All limited access areas will be clearly identified with a sign not less than 12 inches wide and 12 inches 

long stating: Do Not Enter—Limited Access Area—Access Limited to Authorized Personnel and 

Escorted Visitors. 

 

 

10. Internal Access Control and Employee Identification Cards 

 

The entire temporary and permanent facility will be access controlled and staff will wear uniforms in 

order for security staff to immediately distinguish between employees and visitors to the facility. 

 

Additionally,  

 will only allow authorized 

staff to access only pre-assigned doors required to access areas within the scope of their professional 

responsibilities. Uniform colors will aid staff in enforcing entry restrictions.  
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This internal access control and the thickness of safe walls will serve to slow down armed intruders, 

allowing law enforcement time to arrive at the facility.   

 

The Security Department will issue each employee an employee badge that serves as their 

identification card. No person will begin working at the facility prior to receiving an identification card 

and passing the background check prescribed by the regulations. All employees will be required to 

conspicuously display their identification cards while on the premises of the facility. The cards will be 

substantially different in design to the badges supplied to visitors to the facility.  The Director of 

Human Resources will ensure the identification card of any facility employee whose employment has 

been terminated is returned no later than five business days after such termination and that the 

terminated employee’s access also is terminated.  

 

 

11. Key Control 

 

All staff will be required to carry their key cards at all times. Staff will not be charged for lost cards 

and will be trained to immediately report lost cards to the Security Department. The Security 

Department will deactivate lost cards and print new cards for employees. Employees who do not report 

lost cards immediately will be subject to disciplinary actions ranging from verbal or written reprimand 

that to immediate termination or criminal prosecution.  Security will conduct an investigation and 

report findings that indicate theft, diversion or other illegal activity to the Department.   

 

 

 

 The employees that have access to these keys must 

fill out the key transfer log and transfer ownership of them regularly.  

 

If a key is lost, an approved locksmith will be contacted immediately and the door re-keyed. Security 

will monitor all doors until the codes are rekeyed.  Keys will always remain in the possession of the 

responsible employee.   Only authorized employees will have access to the keys. 

 

All external doors to the permanent facility will be commercial-grade, nonresidential doors and will 

have commercial-grade, nonresidential door locks. These doors will be securely locked at all times 

from the outside and with respect to the inside, during non-business hours. The temporary facility will 

not have external doors, rather the Security Department will utilize  

 to maintain control of the temporary facility. Kai also may consider hiring additional security 

for the temporary facility.  

 

Keys will not be left in the locks, and will be stored or placed in an electronic key cabinet that will be 

accessible only to individuals who are authorized to access marijuana or manufactured medical 

marijuana products. All security measures, including combination numbers, passwords, biometric 

security systems, etc. will only be accessible to individuals that are specifically authorized to access 

marijuana or manufactured medical marijuana products. 
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12. System Testing 

 

This system will be tested at least once every four weeks by our employees.  If any test finds 

deficiencies in the equipment, or procedures or employee practices, MMMG will implement corrective 

actions.   Additional tests will be scheduled thereafter to test the effectiveness of those corrective 

actions.  All records of inspections will be maintained for four years and will be made available to the 

Department within two business days of a request.  

 

Additionally, the system will be inspected and all devices tested once a year by a contracted and 

qualified alarm system vendor and qualified surveillance system vendor, as approved by the 

Department. 

 

 

13. Visitor Control 

 

Visitor control is critical to site security. The facility will not be open to the general public. Visitors are 

required to submit their visitor information three business days prior to visiting the facility.  

 

All visitors, including vendors, contractors and other individuals, will be required to sign a visitor log 

upon entrance and exit and must wear a visitor ID badge, with a unique badge number that is visible to 

others at all times while at the facility. Upon entry, the visitor will check in with the security guard, and 

must present a valid government-issued photo identification. The name on the visitor’s ID must match 

the name on the visitor log. The visitor log will be maintained for four years and will be available to the 

Department, State or local law enforcement, and other State officials upon request. The visitor log will 

include the visitor’s full name, badge number, time of arrival, time of departure, purpose of visit, and 

the name of each employee visited. After the visitor completes the visitor log, the security guard will 

issue a visitor ID badge.  

 

No one under 18 years of age will be permitted to enter the facility. There will also be a sign at the 

entrance facility stating: THESE PREMISES ARE UNDER CONSTANT VIDEO SURVEILLANCE. 

NO ONE UNDER THE AGE OF 18 IS PERMITTED TO ENTER. 

 

All visitors will be escorted by an employee. The visitor will not be allowed to touch any medical 

marijuana plant or medical marijuana located in the limited access area. 

 

There are instances where a three-day prior notice is not possible. These include unannounced 

inspections and emergency repairs. In the case of an unannounced inspection from a government 

agency, the information of such an agent will be recorded and the visitor will be escorted through the 

performance of their duties on the site. Their information will be saved for a period of at least five 

years and submitted to the department for review. 

 

Organizations will be contracted to certify our product as food, lab, or agricultural safe. This 

organization may require compliance with unannounced audits as a prerequisite of receiving 
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certification. In this case, the auditors will be pre screened with the Department, although their time of 

visit will not be known. 

 

Emergency repairs of broken equipment may necessitate visitors in time allowances shorter than three 

days. In these circumstance, visitors will be admitted following our visitor protocols, their information 

recorded and stored for a period of not less than five years, and their information submitted to the 

Department for review as may be required. 

 

All visitors will be required to wear clothing that satisfies our Good Manufacturing Practices (GMP) 

policy including no buttons and no pockets. If contractors are not wearing this clothing, they will be 

asked to wear a lab coat over their clothing that does satisfy this requirement. 

 

 

14. Employee Background Check 

 

A background check policy has been established to ensure that all employees have no criminal 

background. This policy is described in more detail in the QA plan and the Staffing Plan. 

 

 

15. Surveillance System 

  

Within two business days of receiving a request from the Department to review records, the Director of 

Security will provide four screen captures of an unaltered copy of the requested video surveillance 

DOH
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recording. 

 

The surveillance equipment will allow for the exporting of still images of at least 9600 dpi in an 

industry standard image format, including .jpg, .bmp, and .gif. Exported video will be archived in a 

format that ensures authentication of the video and guarantees that no alteration of the recorded image 

has taken place. Exported video will also be saved in an industry standard file format that can be played 

on a standard computer operating system. All recordings will be erased or destroyed prior to disposal. 

This footage will be recorded and kept at a Department approved offsite location for five years.  In the 

event we are made aware of a pending criminal, civil, or administrative investigation or legal 

proceeding for which a recording may contain relevant information, we will retain an unaltered copy of 

the recording until the investigation or proceeding is closed or the entity conducting the investigation or 

proceeding notifies us that it is not necessary to retain the recording. The recording equipment and all 

recording data storage will be kept in a locked, tamper-proof compartment in a secure security room. 

This room will be locked and will only be accessible to personnel essential to security operations, law 

enforcement agencies, security system service personnel, the Department, or any others approved by 

the Department. A list of these essential personnel will be available to the Department upon request. 

 

No storage will be taped over until the video on the disc/tape has been kept long enough to meet 

Department standards. Live and recorded video will be available on a monitor, no smaller than 19 

inches, inside the facility, as well as through the off site server. All footage will be accessible 24/7 via a 

secure web-based portal to authorized personnel and the Department, the Police, and local authorities. 

There will also be a printer connected to the system which will be capable of immediately producing a 

clear still photo from any camera image. 

 

The surveillance system will be maintained in good working order at all times and will be tested at 

least every month. Records of those tests will be maintained for five years and will be made available 

to the Department upon request. Each agent responsible for overseeing the functioning of the 

surveillance system will be trained to immediately report any malfunction or technical problems to the 

Department. The surveillance system will have a failure notification system that will provide a 

notification of any failure in the surveillance system within five minutes of said failure via telephone, 

text or email to a designated security person within the facility. 

 

In the event of a mechanical malfunction of the security or surveillance system that lasts beyond 8 

hours, the Director of Security will immediately notify the Department, and with Department approval 

will temporarily close the facility until the malfunction is remedied.  

 

 

16. Smoke and Fire Alarms 

The facility will be equipped with smoke and fire alarms. 
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17. Power Outage Plan 

 

In the instance of a power outage, the facility will be  

 

 

.  

 

 

18. Emergency Contacts 

Emergency contacts will be posted at every facility. Phone numbers for the alarm company, 

surveillance company, fire department, police department, Department of Health contact, and 911 will 

be posted and updated as needed.  

 

19. Changes to Security Plan 

Any Department security directives will be incorporated into this plan. Any changes to this Security 

Plan will be reviewed, approved, and documented. Any changes will also be distributed to employees 

and re-training will be scheduled as soon as possible if required. 

 

20. Communication with Law Enforcement 

The Director of Security will maintain a list of non-emergency police department contacts for each 

facility. The Director of Security will maintain regular communication with each contact advising of 

any changes in security procedures. We aim to develop strong partnerships with the local law 

enforcement agencies. The Director of Security will engage these agencies to support the company’s 

security mission through collaborative training, observation patrols, rapid response to incidents, and 

proactive meetings. 

 

21. Reporting Required 

All employees are required to report any of the following incidents to the Security Department, in turn 

the Security Department will report such incidents to law enforcement and the Department: 

 An alarm activation or other event that requires a response by public safety personnel; 

 The failure of any security alarm system due to a loss of electrical power or mechanical 

malfunction; 

 Discrepancies identified during inventory, diversion, theft, loss, and any criminal action 

involving the facility or an employee; 

 Unauthorized destruction of marijuana; 
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 Any loss or unauthorized alteration of records relating to marijuana, patients, caregivers, or 

employees; and 

 Any other breach of security. 

 

 

22. Equipment List  

 

DOH
DOH
DOH
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reflect the specific medical marijuana in transit; each recipient will also provide 

the grower/processor with a printed receipt for the medical marijuana received. 

 All medical marijuana being transported must be packaged in shipping containers 

and labeled in accordance with § 1151.34 (relating to packaging and labeling of 

medical marijuana). 

☒ ☐ 

 Separate copies of the transport manifest will be provided to each recipient 

receiving the medical marijuana described in the transport manifest. To maintain 

confidentiality, a grower/processor may prepare separate manifests for each 

recipient. 

☒ ☐ 

 The applicant acknowledges that, upon request, a copy of the printed transport 

manifest, and any printed receipts for medical marijuana being transported, will 

be provided to the Department or its authorized agents, law enforcement, or 

other Federal, State, or local government officials if necessary to perform the 

government officials’ functions and duties. 

☒ ☐ 

 

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: 

 

Not Applicable 

 

C. PLEASE DESCRIBE YOUR PLAN REGARDING THE TRANSPORTATION OF MEDICAL MARIJUANA AND MEDICAL MARIJUANA 

PRODUCTS. FOR EXAMPLE, EXPLAIN WHETHER YOU PLAN TO MAINTAIN YOUR OWN TRANSPORTATION OPERATION AS 

PART OF THE FACILITY OPERATION, OR WHETHER YOU WILL USE A THIRD-PARTY CONTRACTOR. IF YOU CHOOSE TO 

USE YOUR OWN TRANSPORTATION OPERATION, PLEASE PROVIDE THE NUMBER AND TYPE OF VEHICLES THAT WILL BE 

USED TO TRANSPORT MEDICAL MARIJUANA AND MEDICAL MARIJUANA PRODUCTS, THE TRAINING THAT WILL BE 

PROVIDED TO EMPLOYEES THAT WILL TRANSPORT MEDICAL MARIJUANA AND MEDICAL MARIJUANA PRODUCTS, AND 

ANY ADDITIONAL MEASURES YOU WILL TAKE TO PREVENT DIVERSION DURING TRANSPORT. IF YOU WILL BE USING A 

THIRD-PARTY CONTRACTOR FOR TRANSPORTING MEDICAL MARIJUANA AND MEDICAL MARIJUANA PRODUCTS, PLEASE 

EXPLAIN THE STEPS YOU WILL TAKE TO GUARANTEE THE THIRD-PARTY CONTRACTOR WILL BE COMPLIANT WITH THE 

TRANSPORTATION REQUIREMENTS UNDER THE ACT AND REGULATIONS. 

 

1. Introduction 

We are committed to securing approved medical marijuana products at all stages from cultivation to 

dispensing. We understand that transporting approved medical marijuana from our manufacturing 

facility to licensed dispensaries poses special risks. Our transportation plan provides a safe secure 
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Requesting Dispensary   

Requesting Dispensary Address   

Requesting Manager   

Requesting Manager Signature   

    

    Type Brand Strength Quantity 

ex. Gel caps ex. Brand 12345 ex. 10mg per dose ex. 500 

        

        

        

        

        

        

        

        

        

        

        

        

 

This form outlines the medical marijuana products that need to be tested by the approved laboratory. 

The Warehouse Lead will contact the dispensary lead and establish a delivery time that is unique from 

the previous ten (10) delivery times. 

 

The Warehouse Lead will enter the safe in order to scan and palletize all requested medical marijuana 

products in the MyMedMen software. Once all requested medical marijuana is on the barcoded pallet, 

the Warehouse Lead will wrap the pallet and its contents with stretch wrap thus securing the product to 

pallet. All medical marijuana being transported will be packaged in shipping containers and labeled in 

accordance with the §1151.34 of the Department’s regulations relating to packaging and labeling of 
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medical marijuana).  

 

An example of a label for use in our Pennsylvania facility is listed below:  

  

Upon arrival of the transport vehicle, and following a passed inspection of the transport vehicle, the 

warehouse lead will accompany the pallet as it is loaded directly on to the awaiting transport vehicle, 

indicate in MyMedMen that the pallet is safely loaded, print the barcoded tamper-evident seals, lock 

and seal the inner safe and outer doors respectively.  

 

At this time the Warehouse Lead will present the transport agents with the transport manifest and the 

prescribed route that must be followed to the intended dispensary and the transport manifest.  

 

3. Transport Vehicle 

All employees are required to report any of the following incidents to the Security Department, in turn 

the Security Department will report such incidents to law enforcement and the Department: 

 An alarm activation or other event that requires a response by public safety personnel; 

 The failure of any security alarm system due to a loss of electrical power or mechanical 

malfunction; 

 Discrepancies identified during inventory, diversion, theft, loss, and any criminal action 

involving the facility or an employee; 

 Unauthorized destruction of marijuana; 
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 Any loss or unauthorized alteration of records relating to marijuana, patients, caregivers, or 

employees; and 

Any other breach of security. 

 

4. Transport Procedure 

There will be two transport agents assigned to every transport. One transport agent must accompany 

the vehicle from the time the truck arrives at the manufacturing facility until the approved medical 

marijuana products are securely unloaded at the designated dispensary.  

 

Both transport agents will wear ID badges, and will carry their valid driver’s licenses. Transport agents 

will wear a solid color uniform that does not have any symbols that may indicate ownership or 

possession of medical marijuana.  

 

During transport the locked vehicle must remain on the prescribed route with no unnecessary stops, 

unless there is a safety issue that hinders the route. As soon as a safety issue is apparent the transport 

agents must call the Warehouse Lead to report said issue and request an alternate route. The Warehouse 

Lead and dispensary lead will track the progress of the transport vehicle from the time it leaves the 

manufacturing facility to the time it arrives at the designated dispensary.  

 

5. Transport Manifest 

The transport manifests will be recorded and the manufacturing facility. A copy of the manifest will be 

provided to the transport agents, and will remain with the transport vehicle. 

 

Transport manifests will be available to law enforcement and the Department upon request regardless 

of whether the copy requested is with the vehicle, at a dispensing facility, or at the manufacturing 

facility. 

Transport manifests will include the following information: 

- Name, address, permit number of the facility  

- Name and contact information of the Warehouse Lead 

- Name, address, permit number of destination (e.g. dispensary or laboratory) 

- Quantity (by weight or unit) of each medical marijuana harvest batch, lot or process lot 
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implemented it will have the same basic features. The software will allow us to, at any given time, have a 

clear understanding of exactly what inventory we have on hand and the precise location of that inventory 

within our facility. 

 

2. Warehouse 

 

The facility will have a separate locked limited access area within the vault for storage of seeds, immature 

medical marijuana plants, medical marijuana plants, medical marijuana and medical marijuana products 

that are expired, damaged, deteriorated, mislabeled, contaminated, recalled or whose containers or 

packaging have been opened or breached while awaiting to be destroyed and disposed of following the 

waste disposal SOP.  

 

The Director of Quality Assurance will be responsible for keeping this area clean and orderly, as well as 

performing a weekly inventory reconciliation procedure to ensure all product in this area is tracked and 

accounted for in MyMedMen.  

 

3. Security Overview 

We will install the most current commercially viable state of the art security system to prevent and detect 

diversion, theft, or loss of marijuana and marijuana products or unauthorized intrusion. The facility will 

prominently display security system and time-lock safe notification signage. Commercial grade 

equipment will be utilized, including alarm systems in compliance with Department requirements and an 

adequate failure notification system. Video cameras will be installed in  

 

 

. Flood lights sufficient to facilitate surveillance will be used to light the 

exterior of each facility, and it is ensured that where applicable, trees, bushes, and other foliage outside of 

the facility will not allow for a person or persons to conceal themselves from sight. We will keep all 

security equipment in full operating order and will test such equipment at least monthly.  

We will maintain all facility security system equipment and recordings in a secure location so as to 

prevent theft, loss, destruction, or alterations.  We will keep all security equipment in full operating order 

and will test such equipment no less than monthly at the facility.  Records of security tests will be 

maintained for five years and made available to the Department upon request. 

In addition to the requirements listed above, each facility will have  

 

 

.  

We will limit access to any surveillance areas solely to persons that are essential to surveillance 

operations, law enforcement agencies, security system service employees, the Department or the 

Department’s authorized representative, and others when approved by the Department. Upon request, we 

will make available to the Department or the Department’s authorized representative, the current list of 
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authorized employees and service employees who have access to any surveillance room. The facility will 

keep all on-site surveillance rooms secured and will not use such rooms for any other function. 

All marijuana that is not part of a finished product will be stored in a secure area or location within the 

facility, accessible only to the minimum number of employees essential for efficient operation. All 

medical marijuana products, approved or ready for testing, will be stored in a Department-approved safe 

or vault, in such a manner as to prevent diversion, theft, or loss. All approved safes, vaults or any other 

approved equipment or areas used for the manufacturing or storage of marijuana and approved medical 

marijuana products will be securely locked or protected from entry, except for the actual time required to 

remove or replace marijuana or approved medical marijuana products. 

Keys will not be left in the locks, and will be stored or placed in an electronic key cabinet, which will be 

accessible only individuals who are authorized access to marijuana or manufactured medical marijuana 

products. All security measures, including combination numbers, passwords, biometric security systems, 

etc. will only be accessible to individuals that are specifically authorized to access marijuana or 

manufactured medical marijuana products. 

Prior to transporting any approved medical marijuana product, we will complete a shipping manifest.  A 

copy of the shipping manifest will be transmitted to the dispensing facility that will receive the products 

and to the Department at least two business days prior to transport.  We will maintain all shipping 

manifests and make them available to the Department for inspection upon request, for a period of 5 years. 

A transport team member will possess a copy of the shipping manifest at all times when transporting or 

delivering approved medical marijuana products and will produce it to the commissioner, the 

commissioner’s authorized representative or law enforcement official upon request.  

We will only transport approved medical marijuana products from our grower/processor facility to 

dispensing facilities, and/or the Department approved testing facility. Furthermore, the approved medical 

marijuana products will be transported in a locked, safe, and secure storage compartment that is part of 

the vehicle transporting the marijuana. This storage compartment will not be visible from outside of the 

vehicle. When transporting approved medical marijuana products, the designated employees will travel 

directly from the our facility to the dispensing or testing facility and will not make any unnecessary stops 

in between.  

A vehicle tracking system will provide information about the movements, location, and timing of the 

vehicle, in real time. 

All approved medical marijuana product delivery times will be randomized, and all transport vehicles will 

be staffed with a minimum of two employees.  At least one transport/security team member will remain 

with the vehicle at all times when the vehicle contains approved medical marijuana products.  At least one 

transport/security team member will have access to a secure form of communication with employees at 

the facility at all times that the vehicle contains approved medical marijuana products. 

An anticipated time of departure and expected arrival time should be communicated to the dispensary and 

back to the Facility prior to movement.  Any delay in arrival greater than 30 mins of anticipated time will 

be communicated to Kai and the applicable dispensary. Any change in route will be communicated to Kai 
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and dispensary (traffic, accident, etc.). Any vehicle mechanical failure will be reported immediately and 

security support will be dispatched to assist.  

 

4. Diversion Prevention Procedures  

Employee Background Check 

We will not employ anyone with a history of theft or diversion based on a background check report. If an 

employee is convicted of a felony involving theft or diversion or any felony of sale or possession of 

drugs, narcotics, or controlled substances during the term of his or her employment, he or she will be 

terminated. 

Employee Training 

Extensive training of all employees will ensure that all staff is both knowledgeable of security and 

diversion issues and properly trained to comply with all required security measures.  Follow-up training, 

as always is essential.  

Access to the Facility 

No person, will be allowed on the premises of any facility unless they are an authorized employee or 

visitor. 

Employee Access to Medical Marijuana Products 

Control against diversion begins at our facility.  All employees with access to marijuana must travel 

through the employee locker room in order to gain access to areas where marijuana plants are being 

grown, harvested, and processed into medical marijuana.  They will be required to change into company 

uniforms that do not have pockets. Similar to airport TSA procedures, all employees including security 

staff and executives will be randomly searched upon leaving the facility 

Access to cultivation areas is restricted to employees and regulators and based on their granted level of 

security access. Access to each separate functional area is granted to an employee based on his or her 

experience, tenure, and level of responsibility. All marijuana that is not part of a finished product will be 

stored in a secure area or location and will be accessible only to the minimum number of employees 

essential for efficient operation.  

All plant material from propagation to the transfer to manufacturing is tracked throughout the cultivation 

process. Transfers of marijuana must be: 

1. Approved by a director level employee,  

2. Documented fully in the inventory control system and by camera surveillance, and  

3. Limited to the internal manufacturing unit. No usable plant material may ever leave the 

production facility.   
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Visitors Access to Medical Marijuana Products 

Visitors will be handled in accordance with the visitor policies and procedures. Visitors will always be 

accompanied by authorized personnel and will never be granted access to marijuana or medical marijuana 

product storage areas unless required for provision of services. 

All persons who are not employees, but who have been authorized, in writing, to enter the facility will 

obtain a visitor identification badge from a facility employee prior to entering the facility. A facility 

employee will escort and monitor the visitor at all times while the visitor is in the facility. The visitor 

identification badge will be visible at all times.  The facility will require the visitor to return the 

identification badge to a facility employee upon exiting the facility. 

The facility will maintain a visitor log, which will include the name of the visitor (verified), date, time, 

and purpose of the visit.  The visitor log will be available to the Department at all times during operating 

hours and upon request. 

If an unforeseen circumstance requires the presence of a visitor and makes it impractical for a facility to 

obtain prior authorization from the Department, the facility will record in the visitor log, the name of the 

visitor, date, time, purpose of the visit, and the facts upon which the access was granted. 

 

Inventory Management and Point of Sale System 

The inventory management and point of sale system, MyMedMen, provides additional opportunities to 

increase control over marijuana and medical marijuana products. Directors will review entries and 

transactions in accordance with the unit-specific schedule. 

 

Environmental Scanning 

The Director of Security will regularly review information from external sources including law 

enforcement, trade and patient associations, advocacy groups, list serves, web forums, and patients and 

caregivers related to factors that may impact the incentive for diversion (i.e., system-wide shortages, 

changes in law, etc.). If the Director of Security concludes that a change in diversion risk based on 

environmental factors exists, a risk mitigation plan will be developed and implemented. 

 

 

Packaging and Labeling 

Medical marijuana products will be packaged in child-resistant and tamper-proof or tamper-evident, light-

resistant unit-doses.  
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Receiving Medical Marijuana Products 

All medical marijuana products delivered to the dispensing and/or testing facilities will be documented in 

the inventory control and point of sale system, MyMedMen, in accordance with Department regulations. 

Two employees, one being a Security Officer, are required to receive any medical marijuana products into 

inventory at any location. The entire transaction will be monitored live by the Director of Security. Each 

employee will confirm by signature the accuracy of the delivery invoice, identification numbers, number 

of containers, the total inventory count received, and the accuracy of the entry of the inventory into the 

inventory management system in accordance with the inventory management policies and procedures. 

 

Storage of Expired and Wasted Medical Marijuana Products 

All medical marijuana products awaiting disposal will be stored in a locked container, recorded, and 

disposed of in accordance with the waste disposal policies and procedures. 

5. Waste Disposal 

We have a comprehensive system for systematically collecting and properly destroying all marijuana-

containing materials. The final material disposal will render both finished product and precursor materials 

completely unrecoverable beyond reclamation. Routine disposal procedures will include company 

employees to securely transport all materials designated for destruction to a state-approved disposal 

facility.  

Controlled waste materials for destruction may originate from several sources: 

 Marijuana stems or other unusable plant materials generated at the manufacturing site which will 

be weighed, labeled, and stored in a limited access area until they can be properly destroyed. 

 All cannabinoid containing extracts, concentrates, in-process materials, and bulk product that 

cannot be further processed into approvable packaged product will be labeled and held under 

quarantine in a secure storage area until they can be properly destroyed. 

 Packaged product determined to not meet the minimum safety standards and specifications for 

brand consistency or otherwise rejected by Quality Assurance will be held under quarantine in a 

secure storage area separate from any released products until they can be properly destroyed. 

 Packaged medical marijuana products at a dispensing facility that become damaged, short dated, 

or were returned by a customer will be securely stored at the dispensing facility until they can be 

properly transported to the grow/processor site and securely stored until they can be properly 

destroyed. 

 Any products that were subjected to improper storage conditions, including but not limited to 

extremes in temperature, water damage, or smoke due to natural disasters, fires, or equipment 

failures will be held under quarantine and securely stored until they can be properly destroyed. 

 Upon notification by the appropriate State department, any individual lot or all lots of medical 

marijuana products will be held under quarantine and securely stored until they can be properly 

destroyed. 
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 Include instructions for proper storage of the medical marijuana in the package. ☒ ☐ 

 Contain a warning that the medical marijuana must be kept in the original 

container in which it was dispensed. 

☒ ☐ 

 Contain a warning that unauthorized use is unlawful and will subject the 

purchaser to criminal penalties. 

☒ ☐ 

 Contain the following warning stating: 

This product is for medicinal use only. Women should not consume during pregnancy or 

while breastfeeding except on the advice of the practitioner who issued the certification 

and, in the case of breastfeeding, the infant’s pediatrician. This product might impair the 

ability to drive or operate heavy machinery. Keep out of reach of children. 

☒ ☐ 

 

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: 

 

Not Applicable 

 

C. PLEASE DESCRIBE YOUR PROCESS FOR CREATING AND MONITORING THE LABELING USED FOR MEDICAL MARIJUANA 

PRODUCTS: 

 

1. Dosing and Quality Priority 

 

The single highest priority of our manufacturing process is to produce approved medical marijuana 

products with trustworthy, consistent effects. Regular dosing is the first part of this. Regardless of the 

method of administration, form or reason for consumption, every dose, every lot, and every approved 

medical marijuana product should strive to be the same every time. 

 

Medical marijuana products that have trustworthy dosing but have manufacturing defects, adverse 

health effects, or contaminants, do not satisfy our top priority. As such, quality and food safety are 

paramount throughout our standard operating procedures and manufacturing plan. Our Quality 

Assurance plan covers most of this theory. 
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For the sake of this section, CBD, THC, and other cannabinoids are referred to jointly as 

“cannabinoids.” From a production standpoint, the difference in cannabinoid profiles only appears in 

the cultivation and extraction stages of manufacturing. For more information, please refer to the genetic 

diversity section in the cultivation narrative. 

 

The facility will utilize MyMedMen unless the Department mandates another specific software that 

must be used. While this plan focuses on the features available in MyMedMen, if another software is 

ultimately implemented it will have the same basic features. The software will allow us to, at any given 

time, have a clear understanding of exactly what inventory we have on hand and the precise location of 

that inventory within our facility. 

 

2. Mixing, Blending, and Pre-production of Finished Products 

 

To maintain consistent medical marijuana product dosing and quality, we will frequently test potency 

and quality through testing with an Ultra Performance Convergence Chromatography (UPCC) 

machine. 

 

After extraction, oils will be tested for potency in the UPCC machine. Based on the tested potency and 

the established recipes for each medical marijuana product, a member of our Science team will blend 

marijuana extracts. This process, like the process used for producing blended whiskey, produces 

reliable products. 

As an additional step in the mixing and blending process, carrier oils may be added. Carrier oils, 

typically high quality oils like MCT oil, are used to dilute the marijuana oil to allow easier controlled 

dosing. Any excipients used will be pharmaceutical grade and will not be used unless approved by the 

Department. 

 

The blended oils are stored in the Extraction inventory until released by QA and moved into the 

production area.  No synthetic marijuana additives will be used in the production of any medical 

marijuana product. 

 

3. Marijuana Handoffs 

 

Throughout the production process, MyMedMen carefully tracks the location and ownership of 
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marijuana, extracts and medical marijuana products. Each time the marijuana, extract or medical 

marijuana product is moved from one person or location to another, both involved parties have a 

handoff exchange using a scale, scanners, barcodes, and entries into MyMedMen. 

 

During processing, loss is expected. This “shrinkage” can be water weight, weight lost during cleaning, 

waste, or loss through re-work. Over time, loss in process numbers should be consistent or gradually 

decreasing as manufacturing becomes more efficient. Throughout processing, historical time in process 

and loss in process numbers are tracked by MyMedMen. If a trend of out of the ordinary loss is 

detected, an investigation that involves interviewing staff and reviewing security camera footage will 

immediately be launched. 

 

4. The Clean Zone and Non-Marijuana Handoffs 

 

Forklifts and pallet jacks represent a significant contamination hazard. Warehouses and shipping areas 

have a tendency to accumulate dirt and contamination despite regular sanitation routines. Since all 

goods held in the warehouse are sealed, this does not pose an immediate hazard. If forklifts and staff 

track that contamination from the warehouse to the production area, however, contamination can reach 

the final product and, finally, the consumer. 

 

To prevent this, we designed our manufacturing facility to prevent both people and transport vehicles 

that have been in the warehouse from ever entering a “clean zone” where medical marijuana products 

are produced without undergoing a sanitization routine. This keeps warehouse contaminates out of the 

rest of the facility. 

 

In the permanent facility, raw materials have a “warehouse handoff” procedure that involves 

warehouse staff placing the required materials on a specially sanitized pallet then placing that pallet in 

a specially sanitized transfer portal for pickup by production staff. Everything that enters the 

production area is sanitized for the protection of the medical marijuana products and consumers. 

 

Additional sanitation measures, to mitigate contamination include the following: 

1. Only Authorized Personnel will be allowed into the Production Rooms 

2. Anyone entering the Production Room must wear the following protective gear: 
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a) Long sleeve uniform with pants. These uniforms will be provided by the facility and 

Authorized Personnel will be required to change into the uniforms before entering the 

production room and upon leaving. No uniform will be worn more than once. The 

facility will contract with a local laundering service to pick up and clean the uniforms 

weekly. 

b) Hairnet 

c) Beard net (if applicable) 

d) Freshly changed booties  

e) Gloves 

f) Face Mask 

g) Safety Glasses 

h) Disposable Lab Coat 

3. Jewelry will not be allowed 

4. Food and drink will not be allowed 

5. A Production Room Specific Cleaning/Sanitization Checklist must be followed and 

documented daily.  

The cleaning and sanitization checklist will include: sweeping, mopping, removing garbage, wiping 

down stainless steel tables and sinks, ensuring all plant waste is placed is the locked dumpster, all 

protective gear containers are fully stocked, all equipment is disinfected and sanitized, all rooms are 

tidy and organized, all cleaning supplies are clearly labeled and stored in the appropriate area.  

 

At the end of production, after the medical marijuana product has been sealed in its packaging, it 

travels on a conveyor belt directly into the warehouse where it is palletized. In this way, the clean area 

remains clean and the product remains safe, sanitary, and reliable. 

 

5. Products, Devices, and Their Special Considerations 

 

Brands Requirements 

 

Production will utilize approved brands of medical marijuana extracts. These brands will be tested for 

cannabinoid concentrations of: 

 

 Tetrahydrocannabinol (THC); 

 Tetrahydrocannabinol acid (THCA); 

 Tetrahydrocannabivarin (THCV); 

 Cannabidiol (CBD); 

 Cannabinadiolic acid (CBDA); 
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 Cannabidivarine (CBDV); 

 Cannabinol (CBN); 

 Cannabigerol (CBG); 

 Cannabichromene (CBC); and 

 Any other cannabinoid with greater than a 0.1% concentration. 

 

Brands offerings will include at least one brand with a low THC-to-CBD ratio and at least one with an 

even THC-to-CBD ratio. All brands will be available for all administration devices. Approved medical 

marijuana products will be limited to the forms and routes of administration permitted by the 

Department.  No medical marijuana products will be incorporated into edible food products unless 

approved by the Department. Additional detail on brands is discussed in section nine (9) of this 

document. 

 

The final medical marijuana product will not contain less than 95% or more than 105% of the 

concentration of total THC or total CBD on the label for this brand.  Each brand will have a maximum 

of 10mg total THC per dose. 

 

Vape Pens 

Device 

The .5ML disposable stainless steel vape pen is made up of a battery, a chamber to store the 

oil, a coil, and a wick. The battery will heat the coil, which, in turn, vaporizes the oil. The 

vapor is inhaled through the tip. 

 

These disposable vape pens will be sourced from Vapor Connoisseur of Miami, FL. The 

battery is 280mah, with an output voltage of 3.7V, and is capable of delivering 250 to 300 

puffs.  

 

Consumption Method 

Using an auto draw battery allows a user to inhale from the tip of the vape pen. The coil will 

vaporize the oil and provide the required dosage to the user. 

 

Advantages 

Vaporized oil has several key advantages. It significantly reduces the number of inhaled 
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carcinogens versus smoking, and the exhaled product has significantly less odor and has no 

second hand risk. 

 

Vape pens are very easy to use regardless of experience. A user must only pick up a pen and 

inhale. 

 

The user feels the maximum effect in just two and a half minutes, providing users quick relief 

from symptoms and allowing users control over their consumption. 

 

Disadvantages 

There are a number of factors that are very difficult to control while using a vape pen. While 

we can control the cannabinoid concentration of the oil and the temperature of the coil, we 

cannot control the speed and force with which a user inhales or the length of time that the user 

keeps the vapor inside their lungs. We also cannot control the length of time that a user draws 

from the pen. 

 

Many of these same challenges are faced by other vapor-based medication distribution 

systems, such as emergency nebulizer inhalers for asthma sufferers. 

 

The effects of vaporizing typically last for about 90 minutes, although effects may vary 

depending on the physiology and tolerance of the user, as well as on the dosage and quantity 

consumed. 

 

From a cannabinoid usage perspective vaporizing is inefficient. The same user that might 

consume only 10mg per day through capsules might need several times that amount using 

vapor to achieve the same effects. The short duration of the effects and the fact that a portion of 

the cannabinoids is exhaled as waste contribute to this disadvantage. 

 

Our market size estimates assume that vapor consumers will use significantly more 

cannabinoids per day on average than capsule and tincture consumers. 

 

Production Narrative 

The vape pens will be loaded into a tray that holds them upright. The tray will be loaded into 
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an automatic dual heated injection machine that is capable of filling up to 300 vape pens per 

minute. Once the machine is loaded with the oil and heated up, the machine will deliver the oil 

to the vape pens via multiple simultaneously filling syringes. Once filled, the tray will be 

removed and replaced with another tray full of empty vape pens. This process will continue 

until the extracted oil used to fill the pens is exhausted. 

 

A member of the manufacturing team will then place each vape pen in its own individual box. 

The box will contain an information pamphlet, and will be sealed with tamper evident seals.  

 

Non-Alcoholic Tinctures 

 

Device 

Tinctures are marijuana oil dissolved into a carrier oil for sublingual consumption. 

 

Tinctures will be shipped in 30mL with dropper-type caps. The dropper will be graduated for 

metered dosing. The tinctures will be dosed so that one dose is 5mg of total cannabinoids. 

 

Consumption Method 

Users will place one dropper full of tincture under their tongue for rapid sublingual absorption.  

 

Advantages 

Sublingual absorption works faster than a capsule, providing users faster relief. Regular dosing 

is much easier than vape pens, but more difficult than capsule because patients still must 

measure one dose using the dropper top.  

 

Disadvantages 

The taste of the product can be unpalatable to some users.  

 

Production Narrative 

The tincture is mixed prior to production and loaded into a hopper for dispensing into bottles. 

 

Glass bottles are loaded onto a turntable that feeds onto a conveyor belt. 
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Then the bottles run under a hydraulic piston-filling machine with 6 fill heads. The hydraulic 

piston-filling machine is more expensive than other options but is the best and most accurate 

only volumetric filling option for measuring tincture oil. 

 

The hydraulic piston-filling machine deposits the tincture oil into the bottles. A Neck Grabber/ 

Drip Tray Combination assembly ensures the bottles are stable, the bottles properly filled, and 

no oils are spilled onto the sides of the bottles. 

 

Operators will manually place child-safe dropper tops into the bottles, but will not tighten 

them. 

 

In the permanent facility, a machine will “retort” or tighten the placed lids onto the bottles 

using six spindle heads. 

 

A label machine will apply food safe glue to a label and affix the label to the outside of the 

bottle. 

 

A lot coder will print applicable production information onto each bottle. 

 

A machine will drop a tamper evident shrink wrap seal onto the outside of the bottle. 

 

A shrink wrap tunnel will shrink the seal onto the bottles.  

 

The bottles will run down an accumulation conveyor where packers will then place the bottles 

into secondary packaging. 

Additional staff will seal the secondary packages and send them down a conveyor belt that will 

print applicable lot coding information and metal detect the packages for safety. 

 

The conveyor will run into the warehouse for palletizing, storage, and eventual shipping. 

 

In the temporary facility, this process will be conducted manually. 

 

Capsules 
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Device 

 

Capsules are pills that can be either in a softgel or powder form. 

 

Capsules will be made in 10mg dosages and packed into blister packs. 

 

The blister packs will have individual blisters for each pill and child-resistant aluminum on 

plastic construction. 

 

Blister packs will be placed into boxes, which will, in turn, be shipped in secondary packaging. 

 

Consumption Method 

 

Capsules are removed from the blister pack then swallowed with a drink of water. 

 

Advantages 

 

Capsules provide pre-determined dosing. 

Capsules provide the user with a route of administration that is familiar, as many medications 

appear in this same form. 

 

Disadvantages 

 

Capsules may take up to two (2) hours to take effect. This provides delays for users waiting for 

symptom relief. In this time, some users may become impatient and take additional dosages. 

This issue is best mitigated using warnings on packaging. 

 

Production Method 

 

Capsule production is a batch process. Each machine outputs onto trays, which are then poured 

into the next machine. Operators will visually check each batch between each machine and 

remove obvious defects. 
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Oil is mixed prior to production. 

 

Gelatin mixture is added to a melting and mixing tank attached to the capsule production 

system and left for at least one (1) hour to melt and blend. 

 

The machine is turned on and runs. 

 

The liquid gelatin runs across a mold. 

 

Air is blown into a gap in the mold while the gelatin congeals. 

 

A dose of mixed oil is injected into the air gap created by the firing piston. 

 

The gelatin seals the capsule. 

 

A blade sheers the capsule from the mold. 

 

The capsule is dropped into a tumble dryer to firm until it can sit on its side without deforming. 

 

The capsules are ejected from the tumble dryer onto a drying tray that has been lined with 

absorbent paper. The absorbent paper makes leaky capsules immediately apparent. 

Once batched and logged, the trays of capsule are moved to a drying room with low humidity 

for at least 24 hours and up to 72 hours. 

 

Dry capsule are run through a polishing machine to remove any oils clouding the outer surface. 

Polished capsule are run through a printing machine that prints applicable dosage information 

on the capsule. 

Printed capsules are run through an inspection machine. An inspector uses lights, mirrors, and 

rollers to look for defects like empty, discolored, mangled, poorly printed, or oddly shaped 

capsules. 

 

Inspected capsules are run through a metal detector. 
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A blister packing machine packs the pills into blister packs. 

 

A primary packager places the blister packs into boxes, which travel down a conveyer, are lot 

coded, sealed by shrink-wrapping and placed into secondary boxes. 

 

The secondary boxes are lot coded then sent to the warehouse where they are palletized, stored 

and eventually shipped.  

 

6. Packaging, Labeling, Tamper Evidence, Child Safety, and Lot Coding 

 

Each process lot of medical marijuana will be identified by a unique identifier in MyMedMen. 

 

All approved medical marijuana products are packaged in packaging designed to prevent 

contamination or deterioration of the product from light, air, biological, chemical, or physical 

contaminants.  Packaging will be child-resistant, tamper-proof/tamper-evident, light-resistant, weather 

resistant, and in a re-sealable package that minimizes oxygen exposure.    

 

All packaging will be labeled in a conspicuous location and will include at least the following 

information: 

 Name, address, and permit number of the grower/processor; 

 

 Form, quantity and weight of medical marijuana included in the package 

 

 Amount of individual doses contained within the package 

 

 Species and percentage of THC and CBD 

 

 Unique identifier of batch and lot 

 

 Date medical marijuana was packaged 

 

 Employee identification number of the employee preparing the package 
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 Employee identification number of employee shipping the package, if different form above 

 

 Name and address of the of the dispensary to which the package is to be sold 

 

 Expiration date of medical marijuana 

 

 Instructions for proper storage  

 

 Warning statement:  

 

o This product is for medicinal use only. Women should not consume during pregnancy 

or while breastfeeding except on the advice of the practitioner who issued the 

certification and, in the case of breastfeeding, the infant's pediatrician. This product 

might impair the ability to drive or operate heavy machinery. Keep out of reach of 

children. Medical marijuana must be kept in the original container in which it was 

dispensed. Unauthorized use is unlawful and will subject the purchaser to criminal 

penalties. 

 

All approved medical marijuana products have at least one layer of tamper-evident seal via a branded 

shrink-wrap. Some products, like the blister packed capsules, are individually secured by the blister 

pack.  Original seals will not be broken except for quality testing at an approved laboratory, for adverse 

event investigations, by the Department, or by the certified patient or designated caregiver. 

 

All products have child safety features. 

 

All products are lot coded with a lot unique identifier on both the primary and secondary packaging. 

This will allow for traceability of entire cases of approved medical marijuana product as well as 

traceability of individual approved medical marijuana products. 

 

7. Independent Laboratory Testing 

 

While products will be tested internally, predetermined numbers of each final medical marijuana 

product produced will be sampled and tested by an independent laboratory approved by the Department 
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of Health. 

 

Any lot not meeting the minimum standards or specifications for safety will be rejected and destroyed 

according to the disposal plan. 

 

Records will be maintained which document the submission of medical marijuana products to approved 

laboratories and the results of those tests. All records will be available to the Department of Health 

upon request. 

 

8. Stability Testing 

 

Stability and expiration date of the final distributed medical marijuana product will be validated and 

will be stable for a minimum of sixty (60) days under the specified storage conditions (light, 

temperature and humidity) when opened. 

 

Shelf-life of unopened medical marijuana products will be validated by ongoing stability testing 

according to a schedule determined by the Department and an expiration date for unopened products 

will be determined through this stability testing. 

 

Storage condition specifications must address storage at the manufacturing facility once the package is 

sealed, during transport, at the dispensing facility, in the patient’s home, and for samples retained for 

future testing. 

 

A sample from each production lot will be stored at the production site according to storage 

instructions until the expiration date of that medical marijuana product. The safety seal on this product 

will not be broken unless necessary for testing according to the Returns, Complaints, Adverse, Effects, 

and Recalls Plan.  

 

9. Brand Detail 

 

Five (5) brands of medical marijuana product will be produced for all devices. These brands will be 

formulated as: 
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1. THC, “Sleep” 

o Contains 100% Cannabis Concentrate, 60% THC and 40% Terpene or 

Phytochemical.  

o In a 5mg of total cannabinoid dose, there would be 5.0 mg of THC and 0.0 mg of 

CBD. 

 

2. CBD, “Wellness” 

o Contains 100% Cannabis Concentrate, 60% CBD, 40% Terpene or Phytochemical. 

o In a 5mg of total cannabinoid dose, there would be 5.0 mg of CBD and 0.0 mg of 

THC. 

 

3. 50:50 THC:CBD Blend, “Harmony” 

o Contains 100% Cannabis Concentrate, 30% THC, 30% CBD, and 40% Terpene or 

Phytochemical.  

o In a 5mg of total cannabinoid dose, there would be 2.5 mg of THC and 2.5 mg of 

CBD. 

4. 20:1 THC:CBD Blend, “Awake” 

o Contains 100% Cannabis Concentrate, 57% THC, 3% CBD, and 40% Terpene or 

Phytochemical.  

o In a 5mg of total cannabinoid dose, there would be 4.75 mg of THC and 0.25 mg 

of CBD. 

 

5. 50:1 THC:CBD Blend, “Calm” 

o Contains 100% Cannabis Concentrate, 58% THC, 2% CBD, and 40% Terpene or 

Phytochemical.  

o In a 5mg of total cannabinoid dose, there would be 4.90 mg of THC and 0.10 mg 

of CBD. 

 

10. MCT Oil as an Excipient 

 

We use medium-chain triglycerides (MCT) oil as an excipient in our process for the production of non-

alcoholic tinctures.  We use this product for the following reasons: 
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the Department determines you to be operational under the Act and regulations. 

 The number, weight, and type of seeds. ☒ ☐ 

 The number of immature medical marijuana plants. ☒ ☐ 

 The number of medical marijuana plants. ☒ ☐ 

 The number of medical marijuana products ready for sale. ☒ ☐ 

 The number of damaged, defective, expired, or contaminated seeds, immature 

medical marijuana plants, medical marijuana plants and medical marijuana 

products 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. 

☒ ☐ 

 Inventory reviews of medical marijuana plants in the process of growing and 

medical marijuana and medical marijuana products that are being stored for 

future sale shall be conducted monthly. 

☒ ☐ 

 Comprehensive inventories of seeds, immature medical marijuana plants, medical 

marijuana plants, medical marijuana and medical marijuana products shall be 

conducted at least annually. 

☒ ☐ 

 A written or electronic record of the inventory reviews and comprehensive 

inventories must be created and maintained. 

☒ ☐ 

 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: 

 

Not Applicable 

 

C. PLEASE DESCRIBE YOUR APPROACH REGARDING THE IMPLEMENTATION OF AN INVENTORY MANAGEMENT PROCESS. 

THIS APPROACH MUST ALSO INCLUDE A PROCESS THAT PROVIDES FOR THE RECALL OF MEDICAL MARIJUANA AND THE 

MANAGEMENT OF MEDICAL MARIJUANA PRODUCT RETURNS FROM A DISPENSARY: 
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Inventory Management Process  

 

Record Keeping 

 

Introduction 

 

In the medical marijuana industry, it is paramount that regulations are in place to prevent mishandling of 

product and/or allow adequate investigation if mishandling is suspected. Recordkeeping helps facilitate 

both of these goals by either deterring individuals from jeopardizing their integrity or allowing 

management to trace missing products or other problems to those responsible.  

The facility will utilize MyMedMen unless the Department mandates another specific software must be 

used. While this plan focuses on the features available in MyMedMen, if another software is ultimately 

implemented, it will have the same basic features. The software will allow us to—at any given time—

have a clear understanding of exactly what inventory we have on hand and the precise location of that 

inventory within our facility. 

 

All records will be kept safe and secure and be available to the Department upon request. 

 

General Recordkeeping 

 

Records will all be maintained digitally both locally at each facility and on a redundant cloud server. Any 

paper records will be digitally scanned by administrative staff and filed electronically, to provide an 

added level of security. Despite any catastrophic incident at any facility, records will be maintained and 

available. The Department will have access to the cloud server to maximize transparency. All printed 

records will be maintained for a period of not less than five years, and all video surveillance will be kept 

for a period of not less than ninety days.  

 

Cultivation Records 

 

Records detailing the cultivation process will cover all inputs and outputs. All growing media, growing 

media amendments, nutrients, hydroponic materials, fertilizers, growth promoters, pesticides, fungicides, 

herbicides, and any other products will be documented in both MyMedMen and on the Hortimax software 
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platforms. Hortimax offers us the capability of monitoring and adjusting water tank levels, fertilizer, 

nutrients, climate and lighting, digitally, based on the readings provided by the Horitmax software 

system. See 0.1.5.3.SOP Program Hortimax Fertigation settings, 0.1.5.5.SOP Program Hortimax General 

Light Settings, 0.1.5.6.SOP Program Hortimax Climate Settings, 0.1.5.8.SOP Program Hortimax 

Watertank Levels Settings, 0.1.5.9.SOP Hortimax Irrigation Valve Overview, 0.1.5.10.SOP Program 

Hortimax Irrigation Timer Settings, for further explanation on the software system.   

 

Lot numbers, packing slips, invoices, cut-sheets, etc. will be stored in our records. MyMedMen keeps 

records of any changes in accountability, growth stage, light schedules, plant age, any additives used to 

help the cultivation, and more. This not only promotes transparency with the Department, but will aid in 

the investigation of any adverse event related to the cultivation. 

 

Additionally, the following items will be recorded in MyMedMen: 

- Number of immature medical marijuana plants 

- Number of medical marijuana plants 

 

 

Extraction Records 

 

After plants are cultivated, they will be transferred to extraction. This shift in accountability is noted in 

MyMedMen. Additionally, all solvents and excipients used in the extraction of marijuana oil are noted in 

MyMedMen along with the total yield from extraction. During extraction, our in-house lab will test all 

extractions to ensure quality and aid with brand blending. All records of internal lab testing will be 

maintained in MyMedMen and will remain available for a period of no less than five years. 

 

Production and Inventory Records 

 

Final product production will maintain records for all cannabis oil used in production as well as all food-

grade inputs and equipment used. Packages will be labeled by lot so that all products can be traced back  

to their inputs, in the case of any adverse event or recall. 

 

Additionally, MyMedMen will record and create reports on the following: 



Pennsylvania Department of Health 
Medical Marijuana Grower/Processor Permit Application 

81 

 

- Number of medical marijuana products ready for sale 

- Number of damaged, defective, expired, or contaminated seeds, immature medical marijuana 

plants, medical marijuana plants and medical marijuana products awaiting disposal 

- Inventory reports of medical marijuana plants in the process of growing, medical marijuana and 

medical marijuana products that are being stored for future sale. The Director of Quality 

Assurance will be responsible for running these inventory reports on a monthly basis, and the 

report will capture this person’s name, title and employee identification number.  

- Inventory reports of seeds, immature medical marijuana plants, medical marijuana plants, medical 

marijuana and medical marijuana products.  

 

The Director of Quality Assurance will be responsible for running these inventory reports on a monthly 

basis, and the report will capture this person’s name, title and employee identification number. 

 

Laboratory Records 

 

All products must pass third-party testing at an Department approved laboratory. A predetermined 

number of random samples of each lot will be tested by a third-party laboratory. 

 

No product will be released for sale or consumption without having passed a third-party evaluation of 

cannabinoids and screening for “all contaminants.” Until the third-party laboratory has cleared the lot, it 

will be labeled “Quarantined,” and placed in a designated section of the warehouse designated for 

quarantined products and all SKUs in said lot will be locked from transport in the MyMedMen database.  

 

All documentation of said testing will be retained for no less than five years and made available during 

business hours for inspection. It will be made available to any Department official charged with the 

enforcement of this article and the laws of the State. 

 

Packaging Records 

 

Precise records of packaging inputs used, packaged product inventory, and labels placed on packaged 

products will be maintained for a period of no less than five years. 

 

Transport Records 
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All records of transportation from the manufacturing facility to any dispensing facility will be maintained 

digitally for at least five years. These records will include shipping manifests, transportation plans, 

shipping routes, shipping times, shipping conditions, any emergencies, any deviations from transportation 

plans, and any other relevant, traceable information. See 3.2.1.NAR Transportation Plan for further 

details regarding the transport records procedures. 

 

Security Records 

 

Security cameras will monitor  

 

 

 

 

 

Additional lighting will be installed as needed to ensure clear images. 

 

Efforts will be taken to eliminate all backlighting and obstructions so that images will be clear at all times 

and in all areas. There will be sufficient lighting to ensure the cameras capture 24 daily hours of visible 

footage, including keeping the perimeter of the facility illuminated at all times. 

All camera feeds will be recorded digitally with date and time stamps on the video. The video storage 

equipment will be capable of producing digital video discs that can be played on any Windows PC and 

which will be made available to the Department upon request. Any required media player software will be 

included on each disc.  

. 

The surveillance equipment will allow for the exporting of still images of at least 9600 DPI resolution. 

Exported video will have the ability to be archived in a format that ensures authentication of the video. 

All recordings will be erased or destroyed prior to disposal. Footage will be recorded and kept  

, at a Department approved location, for five 

years. We will retain an unaltered copy of the recording until any State investigation or proceeding is 

closed. The recording equipment and data will be securely locked in the security room, and only 

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH
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accessible to designated employees. A list of essential personnel will be available to the Department upon 

request. 

No storage will be taped over until the video on the disc/tape has been kept long enough to meet 

Department standards. Live and recorded video will be available on a monitor, no smaller than 19 inches, 

inside the facility, as well as through the cloud-based server. All footage will be accessible 24/7 via a 

secure web-based portal to authorized personnel and the Department, State Police, and local authorities. 

There will also be a printer connected to the system which will be capable of immediately producing a 

clear still photo from any camera image. 

While the facilities are designed for ease of access, they will be laid out so that access to each area is 

restricted to authorized persons. Security doors will  

 

 

 

 Employee access will be restricted to areas where each particular employee is essential. All 

medical marijuana and its byproducts will be securely stored. 

The facility will be outfitted with  

 

 

 

 

Security systems will be maintained in good working order at all times and will be tested every month. 

Records of those tests will be maintained for five years and will be made available to the Department 

upon request. Each agent responsible for overseeing the functioning of the surveillance system will be 

trained to immediately report any malfunction or technical problems to the on-duty Manager. The 

surveillance system will have  

. 

Requests by the Department 

 

Any request for records from the Department will be fulfilled within twenty-four hours unless fulfilling 

the request in that timeframe is onerous. In that case, the Department will be advised of the delay and the 

reason for the delay. 
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The Department will have constant cloud access to all records, so no requests should be necessary. 

 

Pricing Records 

 

The Department or will be granted access to all records used to determine product pricing. The 

department or the department’s authorized representative will also be granted reasonable access to all 

facilities, books and records for auditing purposes. 

 

Equipment Maintenance Log 

 

Equipment maintenance procedures are outlined in “SOP Equipment Cleaning Procedure” and “SOP 

Equipment Design and Maintenance”. Specific staff, based on role, will be assigned to clean equipment.  

All major pieces of equipment will be uniquely identified and will have a dedicated equipment cleaning 

log.  

Written records of the equipment cleaning will include the date cleaned, product or material processed 

and the lot number or other appropriate identification for each usage of the equipment. The persons 

performing and double-checking the cleaning of equipment will initial and date the equipment log 

indicating the work was performed. All entries in the log will be in chronological order. Upon 

completion, the individual who performed the cleaning will enter the required information in the 

equipment cleaning log and inform the Departmental Supervisor to inspect the equipment for 

completeness of cleaning. If necessary, a flashlight or other source of illumination may be used to 

facilitate this inspection.  

If cleaning has been performed properly, the Departmental Supervisor will check the entry in the cleaning 

log and sign the cleaning log if he/she approves. If the Departmental Supervisor does not approve the 

equipment is clean, the procedure will be repeated. The Department Supervisor will recheck the 

equipment after it has been recleaned and sign the cleaning log upon approval.   

The cleaning, inspection and approval sequence is also performed for all production utensils including 

mixing paddles, spatulas or measuring devices except the individual utensils are not documented in a 

cleaning log. Individual cleaning logs are maintained for only the uniquely identified major pieces of 

equipment.   



Pennsylvania Department of Health 
Medical Marijuana Grower/Processor Permit Application 

85 

 

Quality Assurance will audit or check equipment cleaning and its documentation on a random basis 

several times a week. Such checks will include the actual equipment cleanliness (if currently clean) and 

the timely/accurate cleaning log documentation.   

All cleaning records required by this procedure will be retained for at least five years after distribution of 

the product manufactured, processed or packaged utilizing that equipment.  

Recall/Return Management  

Introduction 

 

We go to great lengths to ensure that we deliver a safe, consistent, quality product, but we understand that 

there still may be unsatisfied patients and/or possible product quality issues. Therefore, we have 

developed policies and procedures for patient complaints and returns. We have also developed a method 

of tracking adverse effects and performing a product recall, if necessary.  

 

The facility will utilize MyMedMen unless the Department mandates another specific software that must 

be used. While this plan focuses on the features available in MyMedMen, if another software is ultimately 

implemented it will have the same basic features. The software will allow us to, at any given time, have a 

clear understanding of exactly what inventory we have on hand and the precise location of that inventory 

within our facility. 

 

One Step Backward, One Step Forward Trace 

 

Our traceability program is built on a one step backward, one step forward system.  “One Step Backward” 

means we can trace the sourcing and lot information of any incoming ingredients and materials, including 

where it enters our production.  “One Step Forward” means we can trace our finished products past our 

sales system and into the hands of the patient or caregiver.  

 

Together this provides high levels of safety and security to our patients.  In a theoretical example, our 

fertilizer supplier might discover that a heretofore-undiscovered virus has infected several lots of the 

fertilizer they sent us.  This theoretical virus causes adverse reactions in any user that consumes any 

product grown with the fertilizer and cannot be detected through existing methods. Within minutes of 

receiving the lot code and recall information from the fertilizer supplier, we can begin our crisis response 
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protocol, issue a recall, and immediately begin contacting patients and caregivers who have been supplied 

with finished products grown with those lots of fertilizer. If any products still exist in our supply chain, 

we can quickly identify, quarantine and destroy those products. 

 

The unique integration of MyMedMen into our processes allows this efficiency.  While traditional recall 

programs can take hours of sorting through paperwork, a simple traceability search in MyMedMen 

instantaneously reports all products that contain any given lot of any ingredient. 

 

Since we will operate our own dispensary and track not only the lots we will sell to patients, but also the 

contact information of the patients or caregivers themselves, MyMedMen will produce a list of phone 

numbers that covers every product sold. This system allows us to recall high percentages of product in a 

small amount of time.  A more efficient recall system equates to less consumer risk, even if a problem 

originates with the supplier of one of our ingredients. 

 

Patient Complaints and Returns 

 

Approved medical marijuana products may be returned to the dispensing facility. All returns will be 

investigated to ascertain the reason for the return and the certified patient’s or designated caregiver’s 

account will be notated. Possible reasons include, but are not limited to: 

 Approved medical marijuana product does not deliver desired effect(s); 

 Approved medical marijuana product use led to adverse effect(s); or 

 Approved medical marijuana product was defective 

 

While processing the return the Product Specialist will document the patient’s complaint using the Patient 

Complaint Form (7.11.2.FO). Information gathered will include, but is not limited to, patient name, 

patient contact information, product description, product lot number and what injury or illness occurred, if 

any. This information will be compiled in a central database so that patterns can be identified and 

addressed in the appropriate manner (Patient Complaint Log (7.11.3.FO)). 

In the case that the approved medical marijuana product did not deliver the desired effect, the certified 

patient or designated caregiver will be asked to speak to the staff pharmacist. The staff pharmacist will 

then discern whether or not the certified patient or designated caregiver was given proper advice by a staff 
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pharmacist ahead of the purchase, and if so, what advice was given. The staff pharmacist’s account will 

be recorded in the notes section of the Patient Complaint Form (7.11.2.FO). 

In the event that approved medical marijuana product use led to adverse effects, the certified patient or 

designated caregiver will be asked to describe the adverse effects to the Dispensary Manager who will 

then report the adverse effects to the Department immediately by phone and email. The Dispensary 

Manager will wait for next steps by both the Department and grower/processor facility regarding what to 

do with the particular lot. While waiting for next steps, the Dispensary Manager will quarantine the 

particular lot in the onsite vault.  

If tests do not show contamination, and there is not a pattern of adverse effects from that particular lot 

reported, as pursuant to the Patient Complaint Log (7.11.3.FO), no further action will be taken.   

If permitted by the Department, the returned sample will be returned to the processing facility for testing 

before being destroyed.  In the event that this testing is allowed and contamination is found in the 

approved medical marijuana product returned by the certified patient but not in the internal sample, no 

action will be taken unless a pattern of returns or complaints is observed. If contamination is found in the 

approved medical marijuana product returned by the certified patient and not in the internally retained 

sample from the same lot, but a pattern of returns due to adverse effects emerges, a recall will be 

instituted for the entire lot as pursuant to the Product Withdrawal and Recall SOP (7.11.4.SOP). The 

same type of recall will also be instituted if the internally retained sample tests positive for contamination.  

MyMedMen sales records will allow for swift notification of certified patients and designated caregivers 

who purchased the possibly-contaminated approved medical marijuana products, and those certified 

patients and designated caregivers will be instructed to return the approved medical marijuana products to 

the dispensing facility. Newly approved medical marijuana products will then be dispensed to those 

certified patients and designated caregivers at no cost, assuming the Department approves of this policy. 

In the event that an approved medical marijuana product was defective, such as a faulty battery in a vape 

pen or a broken dropper in a tincture bottle, the certified patient or designated caregiver will be required 

to return the defective product and will be dispensed an equal approved medical marijuana product to 

replace the defective approved medical marijuana product. This will be done at no cost to the certified 

patient or designated caregiver, assuming the Department approves of this policy. The manufacturing 

facility will be notified of the approved medical marijuana product defect and will perform a Recall 

Hazard and Risk Assessment (7.11.7.FO). 
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Our Product Specialists will be trained in handling patient issues including patient complaints. If a patient 

has an issue with any of our products they may voice that concern not only in person to any of our 

Product Specialists as described above, but also by calling or emailing our patient support team who will 

document the patient’s complaint on the Patient Complaint Form (7.11.2.FO). Information gathered will 

include but is not limited to patient name, patient contact information, product description, product lot 

number and what injury or illness occurred, if any. This information will be compiled in the Patient 

Complaint Log (7.11.3.FO) so that patterns can be identified and addressed in the appropriate manner. 

 

Adverse Effects 

 

All adverse effects will be documented via the patient complaint and return procedures outlined above. 

 

 

Product Withdrawal and Recalls 

 

In the instance that a pattern of issues has been identified or a patient becomes ill or injured by a product, 

senior management will notify The Department of possible withdrawal or recall and a full Recall Hazard 

and Risk Analysis (7.11.7.FO) will be completed. If no recall or withdrawal will be implemented, the 

Corrective and Preventative Action Process (7.10.1.SOP) will be implemented, and the patient or 

authorized caregiver will be notified by patient support of the findings. 

During investigation it is critical that a “hold” is immediately placed on all involved approved medical 

marijuana products. A production count resolution will be undertaken to locate all involved approved 

medical marijuana products. To aid in swift traceability, approved medical marijuana products will have 

been labeled with standardized lot codes according to the Product Identification and Traceability 

Procedure (7.11.5.SOP). Once located, samples of the involved approved medicinal marijuana products 

will be sent to the third party laboratory for analysis.  

 

In the event that the Recall Hazard Analysis (7.11.7.FO) warrants a product withdrawal or recall, Product 

Withdrawal & Recall Procedure (7.11.4.SOP) will be implemented. As per protocol The Department will 

be notified in writing of the withdrawal or recall implementation. Upon receiving withdrawal or recall 

notice, the dispensaries will notify the patients or certified caregivers who have been dispensed the 

involved approved medical marijuana product of the withdrawal or recall and instruct them to return the 
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GROWER/PROCESSOR FACILITY AND SITE FOR THE PREVENTION OF THE UNLAWFUL DIVERSION OF SEEDS, 

IMMATURE MEDICAL MARIJUANA PLANTS, MEDICAL MARIJUANA PLANTS, MEDICAL MARIJUANA AND MEDICAL 

MARIJUANA PRODUCTS, ALONG WITH THE PROCESS THAT WILL BE FOLLOWED WHEN EVIDENCE OF 

THEFT/DIVERSION IS IDENTIFIED: 

 

Introduction 

Supply chain security is a top priority of and a primary job duty of all employees, reinforcing a 

company-wide culture of responsibility. The Director of Security will be responsible for the 

development and implementation of the anti-diversion policies and procedures, with the unit managers 

and Security Officers responsible for oversight at each facility. 

Diversion includes, but is not limited to, employee or third-party theft or transfer of medical marijuana 

products by an employee, patient, or caregiver to an unqualified individual. Best practices to mitigate 

diversion are to demonstrate control and security over controlled substances inventory.  

We have comprehensive policies and procedures to ensure the prevention of diversion, abuse, and other 

illegal or unauthorized conduct relating to marijuana and medical marijuana products. Specifically, all 

marijuana and medical marijuana products will be stored in such a manner as to prevent diversion. We 

will have a robust security system that prevents and detects diversion, theft, or loss of marijuana and 

medical marijuana products.  

 

Specific considerations regarding anti-diversion measures include methods for increased patient 

accountability along with methods for identifying, recording, and reporting diversion, theft, or loss, and 

for correcting all errors and inaccuracies in inventories. 

 

Overview 

In this Overview section, we provide a summary of our security measures. 

 

We will install the most current commercially viable state of the art security system to prevent and 

detect diversion, theft, or loss of marijuana and marijuana products or unauthorized intrusion. The 

facility will prominently display security system and time-lock safe notification signage. Commercial 

grade equipment will be utilized, including alarm systems in compliance with Department requirements 

and an adequate failure notification system. Video cameras will be installed in  DOHDOHDOH
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. Flood lights sufficient to facilitate surveillance will be used to 

light the exterior of each facility, and it is ensured that where applicable, trees, bushes, and other 

foliage outside of the facility will not allow for a person or persons to conceal themselves from sight.  

We will keep all security equipment in full operating order and will test such equipment at least 

monthly.  

All facility security system equipment and recordings will be maintained in a secure location so as to 

prevent theft, loss, destruction, or alterations.  All security equipment will be kept in full operating 

order and we will test such equipment no less than monthly.  Records of security tests will be 

maintained for five years and made available to the Department upon request. 

 

In addition to the requirements listed above, we will have  

 

  

 

Access will be limited to any surveillance areas by persons that are essential to surveillance operations, 

law enforcement agencies, security system service employees, the Department or the Department’s 

authorized representative, and others when approved by the Department.  

 

Upon request, we will make available to the Department or the Department’s authorized representative, 

the current list of authorized employees and service employees who have access to any surveillance 

room. The facility will keep all on-site surveillance rooms secured and will not use such rooms for any 

other function. 

 

All marijuana that is not part of a finished product will be stored in a secure area or location within the 

facility, accessible only to the minimum number of employees essential for efficient operation. All 

medical marijuana products, approved or ready for testing, will be stored in a Department-approved 

safe or vault, in such a manner as to prevent diversion, theft, or loss. All approved safes, vaults or any 

other approved equipment or areas used for the manufacturing or storage of marijuana and approved 

medical marijuana products will be securely locked or protected from entry, except for the actual time 

required to remove or replace marijuana or approved medical marijuana products. 

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH
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Keys will not be left in the locks, and will be stored or placed in an electronic key cabinet, which will 

be accessible only individuals who are authorized access to marijuana or manufactured medical 

marijuana products. All security measures, including combination numbers, passwords, biometric 

security systems, etc. will only be accessible to individuals that are specifically authorized to access 

marijuana or manufactured medical marijuana products. 

 

Prior to transporting any approved medical marijuana product, a shipping manifest will be completed. 

A copy of the shipping manifest will be transmitted to the dispensing facility that will receive the 

products and to the Department at least two business days prior to transport.  All shipping manifests 

will be maintained and made available to the Department for inspection upon request, for a period of 5 

years. A transport team member will possess a copy of the shipping manifest at all times when 

transporting or delivering approved medical marijuana products and will produce it to the 

commissioner, the commissioner’s authorized representative or law enforcement official upon request.  

 

Approved medical marijuana products will be transported in a locked, safe, and secure storage 

compartment that is part of the vehicle transporting the marijuana. This storage compartment will not 

be visible from outside of the vehicle. When transporting approved medical marijuana products, the 

designated employees will travel directly from the registered organization’s manufacturing facility to 

the dispensing facility and will not make any unnecessary stops in between. A vehicle GPS will 

provide information about the movements, location, and timing of the vehicle, in real time, on all 

transportation of approved medical marijuana products.  

 

All approved medical marijuana product delivery times will be randomized, and all transport vehicles 

will be staffed with a minimum of two employees.  At least one transport team member will remain 

with the vehicle at all times when the vehicle contains approved medical marijuana products.  At least 

one transport team member will have access to a secure form of communication with employees at the 

manufacturing facility at all times that the vehicle contains approved medical marijuana products. 

 

Diversion Prevention Procedures  

Employee Background Check 
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We will not employ anyone with a history of theft or diversion based on a background check report. If 

an employee is identified who has been convicted of a felony involving theft or diversion or any felony 

of sale or possession of drugs, narcotics, or controlled substances in accordance with the law, he or she 

will be terminated. 

 

Employee Training 

Extensive training of all employees will ensure that all staff is both knowledgeable of security and 

diversion issues and properly trained to comply with all required security measures.  

Access to Facilities 

No person, will be allowed on the premises of any facility unless they are an authorized employee or 

visitor, or in the case of a dispensing facility, a certified patient or designated caregiver with a valid 

registry identification card issued by the Department. 

 

Employee Access to Medical Marijuana Products 

Control against diversion begins at our manufacturing facility.  All employees with access to marijuana 

must travel thru the employee locker room in order to gain access to areas where marijuana plants are 

being grown, harvested, and processed into medical marijuana.  They will be required to change into 

company uniforms that do not have pockets. Similar to airport TSA procedures, all employees 

including security staff and executives will be randomly searched upon leaving the facility 

 

Manufacturing Facility 

 

Access to cultivation areas is restricted to employees and regulators and based on their granted level of 

security access. Access to each separate functional area is granted to an employee based on his or her 

experience, tenure, and level of responsibility. All marijuana that is not part of a finished product will 

be stored in a secure area or location and will be accessible only to the minimum number of employees 

essential for efficient operation.  

 

All plant material from propagation to the transfer to manufacturing is tracked throughout the 

cultivation process. Transfers of marijuana must be: 
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 Visual inspections of growing plants and harvested plant material will be 

performed to ensure there is no visible mold, mildew, pests, rot or grey or black 

plant material that is greater than an acceptable level as determined by the 

Department. 

☒ ☐ 

 A system to monitor, record, and regulate temperature, humidity, ventilation, 

lighting and water supply will be installed. 

☒ ☐ 

 

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: 

 

Not Applicable 

 

B. PLEASE PROVIDE A SUMMARY OF WHICH PESTICIDES, IF ANY, WILL BE USED IN THE GROWING PROCESS: 

 

We do not use pesticides. Rather, we use a Biological Pest Control process. As part of this process, we 

control pests by introducing natural predators, or “beneficials”, to the plant in order to rid the plant of 

pests. The “beneficial” utilized is dependent on the type of pest that appears. A detailed summary is 

included in Section 17, Subsection C of this application. 

 

C. PLEASE ALSO PROVIDE A DETAILED SUMMARY OF THE METHODS AND PROCEDURES THAT WILL BE USED FOR THE 

GROWING OF MEDICAL MARIJUANA AT THE PROPOSED GROWER/PROCESSOR FACILITY. FOR EXAMPLE: THE INCLUSION 

OF GROWING MEDIUMS OR HYDROPONICS, THE PHYSICAL CONDITION FOR MAINTAINING THE IMMATURE MEDICAL 

MARIJUANA PLANTS AND MEDICAL MARIJUANA PLANTS, NUTRIENT PRACTICE, PARTICULAR LIGHTING STRATEGIES, ETC. 

 

 

1. Introduction 

 

Controlling quality, care and safety for certified patients begins with a strong cultivation 

plan. Our plan includes facility design, crop management, genetic diversity, sustainability, 

quality control and inventory control.  

 

The facility will utilize MyMedMen unless the Department mandates another specific 
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software that must be used. While this plan focuses on the features available in 

MyMedMen, if another software is ultimately implemented it will have the same basic 

features. The software will allow us to, at any given time, have a clear understanding of 

exactly what inventory we have on hand and the precise location of that inventory within 

our facility. 

 

2. Facility Design 

 

The facility is designed to facilitate maximum crop growth and production. We will utilize 

Good Agricultural Practices (GAPs) in every step of the cultivation plan, as well as 

stainless steel food-grade tables. We believe in doing things the right way from the 

beginning.  

  

There are several stages in the medical marijuana crop cycle. Each stage of the crop cycle 

will be separated into isolated growing environments. Each variable within these growing 

environments will be precisely controlled, which decreases unnecessary waste and 

increases efficiency. The HortiMax Syntopia system is a state-of-the-art hardware and 

software solution to control virtually every aspect of plant care—lighting, climate, 

irrigation, fertigation, etc.—from seed-to-harvest. The climate will be computer 

controlled, and every input will be monitored, measured, recorded, and updated by the 

integrated control program with a refresh rate of three (3) seconds.  

 

We strongly believe in maintaining the quality assurance of the marijuana grown in our 

facility. The growing environments are constructed from non-porous, non-reactive and 

easy to sanitize materials. Depending on the crop stage, each room will have crop growth 

systems designed to facilitate both maximization of the growth process as well as 

cleanliness and ease of sanitation. Each room will have electronic access locks on the 

doors to increase the security of the marijuana inside. In addition to security, the 

controlled access reduces the chance of a cross-contamination event and instances of 

diversion.  

 

Marijuana crops need several key inputs to maximize health and production. As a 

photosynthesizing plant, marijuana requires water, light, and carbon dioxide to create 



Pennsylvania Department of Health 
Medical Marijuana Grower/Processor Permit Application 

98 

 

sugars. Each room will be equipped for the management of light, temperature, humidity, 

irrigation, nutrition, and carbon dioxide concentration, using Hortimax. Temperature and 

humidity will be controlled using a custom designed HVAC and dehumidification system. 

Humidity control not only aids in maximizing crop growth, but also helps to reduce the 

risk of foliar pathogens like botrytis and powdery mildew. Carbon dioxide enrichment will 

be precisely controlled and monitored using the climate control computer system. 

Irrigation and nutrition will be delivered using a fully automated fertilizer injection 

system. This ensures that only the required amount of fertilizers are given to the crop, with 

each growth stage receiving their specific needs at all times. We will increase efficiency 

and increase our sustainability by recirculating the drain water. Any drainage that comes 

from the crop after the irrigation cycle is captured and reused. Our system design helps 

reduce water and fertilizer usage.  

 

Our Cultivation Plan encompasses every detail in the production of a marijuana crop from 

clone to dispensing of approved medical marijuana products. 

 

3. Mother Plants 

  

Only the leaves and flowers from the female marijuana plant will be utilized for further 

processing. Mother plants will be used as the starting genetic material for the crop. The 

mother plants are all female marijuana plants, ensuring that all clones harvested will also 

be female. They will be selected based on the desired characteristics for each brand. The 

mother plants will be the plant material used for clone production. This allows for 

consistent results. The growing environment will be set to maximize the amount of 

vegetative growth. Relative humidity is to be maintained within a range of 55-60% and a 

temperature of 75-80ºF. The photoperiod in the Mother Room will be set to vegetative 

light cycle of 18 hours ON and 6 hours OFF. This room will feature specialized black-out 

curtains in order to simulate a night period when needed.  

  

4. Clones 

 

Our chosen method of propagation for the production of our transplants is cloning. Clones 

are harvested from the mother plants in the Mother Room in the form of cuttings. The 
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cuttings are then transferred to the Clone Room where they are allowed to form a root 

system, thus creating a new plant from the cutting. This process provides consistency of 

genetics and ensures well managed and controlled results of the final approved medical 

marijuana product. The growing environment will be maintained at a relative humidity of 

85% with a temperature range of 70-75ºF. The photoperiod in the Clone Room will be set 

to a vegetative light cycle of 18 hours ON and 6 hours OFF.  

 

5. Vegetative Growth 

 

Once the clones have established a strong root system, they will be transplanted into the 

vegetative growth phase, which takes place in the Vegetative (Veg) Room. The crop will 

be allowed to grow in a vegetative growth pattern for 21-42 days, depending on strain 

characteristics, in order to gain physical size. A larger, healthier crop contains the 

resources to produce higher quality and potency in the final approved medical marijuana 

product. During the vegetative growth phase, the temperature in the growing environment 

will be maintained at 70-75ºF and a relative humidity of 60%. The photoperiod will be set 

to a vegetative light cycle of 18 hours of ON and 6 hours OFF.  

 

6. Flowering 

 

Marijuana plants that have reached sufficient biomass will be induced into the flowering 

stage. In nature, this occurs in the fall when days begin to get shorter. This is 

accomplished by reducing the amount of light provided to the crop. The photoperiod will 

be reduced to 12 hours of light per day to simulate fall. The change in photoperiod triggers 

a hormonal change in the crop, and flower production commences. During this time the 

crop will begin to divert all of the energy produced during photosynthesis to producing 

flowers. Along with a change in the photoperiod, during this stage of the growth cycle, the 

humidity is decreased in order to reduce the risk of foliar pathogens. A relative humidity 

level of 45-50% will be maintained along with a temperature range of 65-75°F. A typical 

marijuana crop takes 8-10 weeks for flowers to fully mature and ripen. Once the flowers 

are mature, the crop will be harvested.  

 

7. Harvesting, Trimming, Drying 
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During the harvesting phase, the entire crop will be harvested and transported to the Trim 

Room for the trim process. This process entails removal of non-target plant material such 

as fan leaves and some plant stem, ensuring that only the female flower material is 

retained for further processing. For drying, the crop is allowed to dry in a uniform fashion, 

ensuring the highest quality and potency possible. During this time, as the plant loses 

moisture, chlorophyll in the plant tissues begins to break down. It is important to allow 

sufficient time for all of the chlorophyll to degrade as it can affect the overall quality of 

the marijuana. The rack system that is used in the drying process is designed to allow for 

easy visual inspection and monitoring of the plant material. The Drying Rooms will be set 

at a temperature range of 68-72°F and a relative humidity level of 45-55%.  

 

8. Curing 

 

The final stage of the crop cultivation cycle is the curing stage. Curing is essential as it 

reduces the moisture content further, and increases the oil and terpene concentration of the 

flower material. It also helps to develop the flavor of the marijuana, much like the curing 

process in fine meats and cheeses. Curing is best done in a container and will take place in 

the storage area in the safe. Once the marijuana finishes curing, it is transferred to Bulk 

Inventory for further processing.  

 

9. Genetic Diversity 

 

Each and every brand of marijuana has its own unique set of benefits. Often times a brand, 

or strain, is evaluated on parameters such as taste, flavor, smell, potency, and cannabinoid 

content. Each certified patient will have different needs, and it is essential that we 

produce, at a minimum, 5 different brands of marijuana to accommodate those needs. 

Using our strain catalogue, we can select specific strains to meet the needs of the market 

we will serve. Whether it is a high CBD strain or a mild sativa, we can deliver solutions. 

Strains we have worked with in the past and which are similar to what we anticipate will 

be needed are found in Exhibit 3.1.1(a).doc. We will offer at least one brand of marijuana 

that has low THC content with a high CBD content; and at least one brand that has 

approximately equal amounts of THC and CBD.  



Pennsylvania Department of Health 
Medical Marijuana Grower/Processor Permit Application 

101 

 

 

10. Sustainability 

 

By incorporating technology like the automated drip irrigation system and drain 

recirculation system, we can achieve a high level of sustainability and efficiency. The drip 

irrigation system delivers the irrigation water directly to the root zone, and in doing so, it 

reduces the amount of loss by evaporation. As the crop is irrigated on a regular basis, 

100% of the drainage that leaks off the grow bag can be collected, stored, and re-

circulated into the subsequent irrigation cycles. The drain water still contains residual 

fertilizer that can be re-applied to the crop. This greatly reduced fertilizer cost and usage, 

along with lessening our impact on the environment.  

 

The nutrients for the plants are received via the fertilized water. Occasionally, if a plant 

needs additional nutrients, our trained cultivation technicians will spray the appropriate 

nutrient onto the plant, depending on the deficiency the plant is showing. The Fertilizer 

Recipe 0.1.5.1.DOC shows each of the nutrients used in our fertilizer. 

 

Additionally, we pride ourselves in not using any pesticides, rather we utilize a process 

called “Biological Pest Control” 0.1.6.1.SOP which utilizes natural predators, or 

beneficials, that feed on the pest. Each type of pest is assigned a specific beneficial that 

will control the pest and ensure quality yield.  

11. Quality Assurance 

  

Quality Assurance is based on the production of a system that can ensure consistent and 

reproducible outcomes. By utilizing environmentally-controlled crop growing methods, 

we can create a viable production system that assures quality and potency. Such refined 

and exacting methods, methods that approach the complete control of variables, will not 

only allow extreme control over the high quality product produced, but will also protect us 

against unpredictable and costly failures.  

 

We do not add any additional active ingredients or materials to medical marijuana that 

alters the color, appearance, smell, taste, effect or weight of the medical marijuana. Any 

excipient utilized in the cultivation or production process would be pre-approved by the 
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 No additional active ingredients or materials will be added to the medical 

marijuana that alters the color, appearance, smell, taste, effect or weight of the 

medical marijuana, unless the grower/processor has first obtained the prior 

written approval of the Department. 

☒ ☐ 

 Excipients will be pharmaceutical grade, unless otherwise approved by the 

Department. 

☒ ☐ 

 

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: 

 

Not Applicable  

 

B. PLEASE PROVIDE DETAILS OF ALL NUTRIENT AND GROWTH ADDITIVES THAT WILL BE UTILIZED AT YOUR FACILITY: 

 

Irrigation and nutrition will be delivered using a fully automated fertilizer injection system. This 

ensures that only the required amount of fertilizers are given to the crop, with each growth stage 

receiving their specific needs at all times. We will increase efficiency and increase our 

sustainability by recirculating the drain water. Any drainage that comes from the crop after the 

irrigation cycle is captured and reused. Our system design helps reduce water and fertilizer usage. 

By incorporating technology like the automated drip irrigation system and drain recirculation 

system, we can achieve a high level of sustainability and efficiency. The drip irrigation system 

delivers the irrigation water directly to the root zone, and in doing so, it reduces the amount of loss 

by evaporation. As the crop is irrigated on a regular basis, 100% of the drainage that leaks off the 

grow bag can be collected, stored, and re-circulated into the subsequent irrigation cycles. The drain 

water still contains residual fertilizer that can be re-applied to the crop. This greatly reduced 

fertilizer cost and usage, along with lessening our impact on the environment.  

The nutrients for the plants are received via the fertilized water. Occasionally, if a plant needs 

additional nutrients, our trained cultivation technicians will spray the appropriate nutrient onto the 

plant, depending on the deficiency the plant is showing.  
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All this amount X 50 gall of water stock solution, injector ratio 1: 100 

 

 

A Mix Fertilizer    Amount Units 
Calcium Nitrate    30 Lbs 
Potassium Nitrate    11 Lbs 
Iron Chelate (13%)    2 Lbs 
Citric Acid     2 Lbs 

 

B Mix Fertilizer 
Potassium Nitrate    11 lbs 
Monopotassium phosphate   20 lbs 
Magnesium Sulphate    24 lbs 
Manganese Sulphate    151 grams 
Zinc Sulphate     21 grams 
Boron      74 grams 
Copper Sulphate    6 grams 
Sodium Molybdate    2 grams 
Citric Acid     2 lbs 

 

C Mix 

Phosphoric Acid    10 liters 

 

Cultivation Plan 

 

1. Introduction 

 

Controlling quality, care and safety for certified patients begins with a strong cultivation plan. Our plan 

includes facility design, crop management, genetic diversity, sustainability, quality control and 

inventory control.  

 

The facility will utilize MyMedMen unless the Department mandates another specific software that 

must be used. While this plan focuses on the features available in MyMedMen, if another software is 

ultimately implemented it will have the same basic features. The software will allow us to, at any given 

time, have a clear understanding of exactly what inventory we have on hand and the precise location of 

that inventory within our facility. 

On the following page is an example of our fertilizer recipe showing each of the nutrients used in 

our fertilizer. 
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2. Facility Design 

 

The facility is designed to facilitate maximum crop growth and production. We will utilize Good 

Agricultural Practices (GAPs) in every step of the cultivation plan, as well as stainless steel food-grade 

tables. We believe in doing things the right way from the beginning.  

There are several stages in the medical marijuana crop cycle. Each stage of the crop cycle will be 

separated into isolated growing environments. Each variable within these growing environments will 

be precisely controlled, which decreases unnecessary waste and increases efficiency. The HortiMax 

Syntopia system is a state-of-the-art hardware and software solution to control virtually every aspect of 

plant care—lighting, climate, irrigation, fertigation, etc.—from seed-to-harvest. The climate will be 

computer controlled, and every input will be monitored, measured, recorded, and updated by the 

integrated control program with a refresh rate of three (3) seconds.  

 

We strongly believe in maintaining the quality assurance of the marijuana grown in our facility. The 

growing environments are constructed from non-porous, non-reactive and easy to sanitize materials. 

Depending on the crop stage, each room will have crop growth systems designed to facilitate both 

maximization of the growth process as well as cleanliness and ease of sanitation. Each room will have 

electronic access locks on the doors to increase the security of the marijuana inside. In addition to 

security, the controlled access reduces the chance of a cross-contamination event and instances of 

diversion.  

 

Marijuana crops need several key inputs to maximize health and production. As a photosynthesizing 

plant, marijuana requires water, light, and carbon dioxide to create sugars. Each room will be equipped 

for the management of light, temperature, humidity, irrigation, nutrition, and carbon dioxide 

concentration, using Hortimax. Temperature and humidity will be controlled using a custom designed 

HVAC and dehumidification system. Humidity control not only aids in maximizing crop growth, but 

also helps to reduce the risk of foliar pathogens like botrytis and powdery mildew. Carbon dioxide 

enrichment will be precisely controlled and monitored using the climate control computer system. 

Irrigation and nutrition will be delivered using a fully automated fertilizer injection system. This 

ensures that only the required amount of fertilizers are given to the crop, with each growth stage 

receiving their specific needs at all times. We will increase efficiency and increase our sustainability by 
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recirculating the drain water. Any drainage that comes from the crop after the irrigation cycle is 

captured and reused. Our system design helps reduce water and fertilizer usage.  

Our Cultivation Plan encompasses every detail in the production of a marijuana crop from clone to 

dispensing of approved medical marijuana products. 

 

3. Mother Plants 

  

Only the leaves and flowers from the female marijuana plant will be utilized for further processing. 

Mother plants will be used as the starting genetic material for the crop. The mother plants are all female 

marijuana plants, ensuring that all clones harvested will also be female. They will be selected based on 

the desired characteristics for each brand. The mother plants will be the plant material used for clone 

production. This allows for consistent results. The growing environment will be set to maximize the 

amount of vegetative growth. Relative humidity is to be maintained within a range of 55-60% and a 

temperature of 75-80ºF. The photoperiod in the Mother Room will be set to vegetative light cycle of 18 

hours ON and 6 hours OFF. This room will feature specialized black-out curtains in order to simulate a 

night period when needed.  

  

4. Clones 

 

Our chosen method of propagation for the production of our transplants is cloning. Clones are 

harvested from the mother plants in the Mother Room in the form of cuttings. The cuttings are then 

transferred to the Clone Room where they are allowed to form a root system, thus creating a new plant 

from the cutting. This process provides consistency of genetics and ensures well managed and 

controlled results of the final approved medical marijuana product. The growing environment will be 

maintained at a relative humidity of 85% with a temperature range of 70-75ºF. The photoperiod in the 

Clone Room will be set to a vegetative light cycle of 18 hours ON and 6 hours OFF.  

 

5. Vegetative Growth 

 

Once the clones have established a strong root system, they will be transplanted into the vegetative 

growth phase, which takes place in the Vegetative (Veg) Room. The crop will be allowed to grow in a 

vegetative growth pattern for 21-42 days, depending on strain characteristics, in order to gain physical 

size. A larger, healthier crop contains the resources to produce higher quality and potency in the final 
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approved medical marijuana product. During the vegetative growth phase, the temperature in the 

growing environment will be maintained at 70-75ºF and a relative humidity of 60%. The photoperiod 

will be set to a vegetative light cycle of 18 hours of ON and 6 hours OFF.  

 

6. Flowering 

 

Marijuana plants that have reached sufficient biomass will be induced into the flowering stage. In 

nature, this occurs in the fall when days begin to get shorter. This is accomplished by reducing the 

amount of light provided to the crop. The photoperiod will be reduced to 12 hours of light per day to 

simulate fall. The change in photoperiod triggers a hormonal change in the crop, and flower production 

commences. During this time the crop will begin to divert all of the energy produced during 

photosynthesis to producing flowers. Along with a change in the photoperiod, during this stage of the 

growth cycle, the humidity is decreased in order to reduce the risk of foliar pathogens. A relative 

humidity level of 45-50% will be maintained along with a temperature range of 65-75°F. A typical 

marijuana crop takes 8-10 weeks for flowers to fully mature and ripen. Once the flowers are mature, 

the crop will be harvested.  

 

7. Harvesting, Trimming, Drying 

 

During the harvesting phase, the entire crop will be harvested and transported to the Trim Room for the 

trim process. This process entails removal of non-target plant material such as fan leaves and some 

plant stem, ensuring that only the female flower material is retained for further processing. For drying, 

the crop is allowed to dry in a uniform fashion, ensuring the highest quality and potency possible. 

During this time, as the plant loses moisture, chlorophyll in the plant tissues begins to break down. It is 

important to allow sufficient time for all of the chlorophyll to degrade as it can affect the overall 

quality of the marijuana. The rack system that is used in the drying process is designed to allow for 

easy visual inspection and monitoring of the plant material. The Drying Rooms will be set at a 

temperature range of 68-72°F and a relative humidity level of 45-55%.  

 

8. Curing 

 

The final stage of the crop cultivation cycle is the curing stage. Curing is essential as it reduces the 

moisture content further, and increases the oil and terpene concentration of the flower material. It also 
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helps to develop the flavor of the marijuana, much like the curing process in fine meats and cheeses. 

Curing is best done in a container and will take place in the storage area in the safe. Once the marijuana 

finishes curing, it is transferred to Bulk Inventory for further processing.  

 

9. Genetic Diversity 

 

Each and every brand of marijuana has its own unique set of benefits. Often times a brand, or strain, is 

evaluated on parameters such as taste, flavor, smell, potency, and cannabinoid content. Each certified 

patient will have different needs, and it is essential that we produce, at a minimum, 5 different brands 

of marijuana to accommodate those needs. Using our strain catalogue, we can select specific strains to 

meet the needs of the market we will serve. Whether it is a high CBD strain or a mild sativa, we can 

deliver solutions. Strains we have worked with in the past and which are similar to what we anticipate 

will be needed are found in Exhibit 3.1.1(a).doc. We will offer at least one brand of marijuana that has 

low THC content with a high CBD content; and at least one brand that has approximately equal 

amounts of THC and CBD.  

 

10. Sustainability 

 

By incorporating technology like the automated drip irrigation system and drain recirculation system, 

we can achieve a high level of sustainability and efficiency. The drip irrigation system delivers the 

irrigation water directly to the root zone, and in doing so, it reduces the amount of loss by evaporation. 

As the crop is irrigated on a regular basis, 100% of the drainage that leaks off the grow bag can be 

collected, stored, and re-circulated into the subsequent irrigation cycles. The drain water still contains 

residual fertilizer that can be re-applied to the crop. This greatly reduced fertilizer cost and usage, along 

with lessening our impact on the environment.  

 

The nutrients for the plants are received via the fertilized water. Occasionally, if a plant needs 

additional nutrients, our trained cultivation technicians will spray the appropriate nutrient onto the 

plant, depending on the deficiency the plant is showing. The Fertilizer Recipe 0.1.5.1.DOC shows each 

of the nutrients used in our fertilizer. 

 

Additionally, we pride ourselves in not using any pesticides, rather we utilize a process called 

“Biological Pest Control” 0.1.6.1.SOP which utilizes natural predators, or beneficials, that feed on the 
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pest. Each type of pest is assigned a specific beneficial that will control the pest and ensure quality 

yield.  

 

11. Quality Assurance 

  

Quality Assurance is based on the production of a system that can ensure consistent and reproducible 

outcomes. By utilizing environmentally-controlled crop growing methods, we can create a viable 

production system that assures quality and potency. Such refined and exacting methods, methods that 

approach the complete control of variables, will not only allow extreme control over the high quality 

product produced, but will also protect us against unpredictable and costly failures.  

 

We do not add any additional active ingredients or materials to medical marijuana that alters the color, 

appearance, smell, taste, effect or weight of the medical marijuana. Any excipient utilized in the 

cultivation or production process would be pre-approved by the Department.  

 

12. Inventory Control 

 

The MyMedMen integrated application software program will handle the tracking of plant and crop 

inventories. Every plant will be tracked in the system by a barcode plant label that is assigned to that 

plant. The transfer from the crop from one growth phase to the next will be recorded in MyMedMen. 

The software keeps track of each plant’s location along the crop cycle. Historical information about the 

cultivation (temperature, humidity, nutrition, irrigation, etc.) is also logged and recorded. Once the crop 

is harvested, the plant weights are entered into the program. Every detail of the crop cycle is measured, 

recorded, tracked, and managed by the MyMedMen program. Increasing certitude increases quality. 

 

13. Waste Management 

 

There will be a separate and secure area used for temporary storage of medical marijuana awaiting 

disposal. The medical marijuana will be stored in a locked dumpster. SOP Quarantine and Waste 

Disposal and the Waste Plan narrative explain the process. 

 

Section 19 – Processing and Extraction 

PLEASE DESCRIBE THE TECHNOLOGIES, METHODS, AND TYPES OF EQUIPMENT YOU WILL EMPLOY TO EXTRACT THE 
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CRITICAL COMPOUNDS FROM MEDICAL MARIJUANA PLANTS TO PRODUCE THE MEDICAL MARIJUANA AND MEDICAL 

MARIJUANA PRODUCTS, AND THE TYPES OF MEDICAL MARIJUANA PRODUCTS THAT WILL BE PRODUCED: 

 

      

Extraction Plan 

 

Introduction 

 

We set ourselves apart from the competition by hiring educated and experienced professionals in their 

respective fields. For instance, when dealing with extraction we have top tier chemists optimizing 

standard operating procedures to get the purest and safest extract on the market. While implementing 

carbon dioxide supercritical fluid extraction and analytical chromatography we plan on relinquishing 

the unfair stigma that has been placed on marijuana concentrates.  

 

The facility will utilize MyMedMen unless the Department mandates another specific software that 

must be used. While this plan focuses on the features available in MyMedMen, if another software is 

ultimately implemented it will have the same basic features. The software will allow us to, at any given 

time, have a clear understanding of exactly what inventory we have on hand and the precise location of 

that inventory within our facility. 

 

Extraction Overview 

 

Extraction is the chemical process by which an operator separates a compound, or mixture of 

compounds, from a matrix. The aim of extraction is to maximize the yield of compounds of interest, 

while minimizing the extraction of undesirable compounds. The extraction of phytochemicals is 

dependent on the dissolution of each compound in the plant material matrix and their diffusion into the 

external solvent, therefore the choice of extraction solvent is one of the most important matters to 

consider for a solid-liquid extraction. The factors that need to be considered when choosing the solvent 

or solvent system for extraction of phytochemicals are safety of the solvent, the potential for formation 

or extraction of undesirable compounds, and the solubility of the target compounds. 

 

The cannabinoid and terpene compounds found in marijuana are hydrophobic, nonpolar substances, so 

the most efficient extraction methods use hydrocarbon solvents, which are also hydrophobic. Examples 

of such hydrophobic hydrocarbon solvents are hexane, butane and propane. Once these hydrocarbon 

molecules mix with the cannabinoids and terpenes they form a homogeneous mixture. Although the 

percentage of cannabinoids and terpenes that can be extracted by hydrocarbons are typically higher 

than other extraction methods, there lies one underlying problem: the inability to remove the 

hydrocarbon solvents from the cannabinoids and terpenes. The inability to remove all the hydrocarbon 

solvent from the cannabinoids and terpenes causes the final product to have impurities. These 

impurities can cause detrimental health issues if consumed by the end users. 
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Extraction Method 

 

To avoid the issue of using hydrocarbon solvent we turn to a different method of extraction, carbon 

dioxide supercritical fluid extraction (CO2-SFE). CO2-SFE is an effective alternative technique. Carbon 

dioxide is non-flammable, inert and abundant. In the supercritical region, changing the temperature and 

pressure can vary the density of carbon dioxide and its solvent power. Supercritical carbon dioxide has 

properties between those of gases and liquids. Diffusivity and mass transfer are better than in liquids, 

whereas the solubility of many organic compounds is higher than in gases. The low critical temperature 

allows heat-sensitive materials to be processed without damage. Chemical substances show different 

solubility in supercritical CO2. This permits selective extraction, as its solubility power can be modified 

by small variations of pressure and temperature. When the pressure is released after an extraction, the 

carbon dioxide evaporates and pure extract without any remaining carbon dioxide is obtained. 

Therefore, supercritical extraction is a much safer route when extracting cannabinoids and terpenes, 

because it eliminates the possibility of leaving any toxic residues or organic solvents.  

 

Unfortunately, with carbon dioxide supercritical fluid, we will not be able to extract as high a 

percentage of cannabinoids and terpenes as with hydrocarbon extraction. In order to maximize yield, 

we will utilize an ethanol extraction, referred to as ethanol refinement, after the CO2-SFE to extract the 

rest of the cannabinoids and terpenes from the spent marijuana. Unlike hydrocarbons, ethanol is 

regarded as an excellent food-grade solvent and has an ability to extract cannabinoids and terpenes on 

an efficient level. The ethanol extraction involves a three-step process: (1) winterizing the solution; (2) 

evaporation; and (3) distilling the ethanol from the filtered mixture via short path distillation machine. 

 

Once we have our final extract from both the CO2-SFE and ethanol extraction methods, we then need 

to identify what cannabinoids and terpenes are in our extracts. This is where we implement 

chromatography into our extraction process. Chromatography is a powerful method for separating 

compounds. It gives us the ability to separate specific cannabinoids and terpenes, and with the help of 

detectors, we can then identify what compounds are in this specific extraction mixture. In addition to 

identifying the molecules, we can quantify them by building a calibration curve based on known 

concentrations of specific molecules. Using this technique, we will not only be able to identify over 60 

different cannabinoids and over 120 terpenes, but we will also have the ability to quantify them. This is 

done by running the oil through a chromatography machine at the end of the process. 

 

Decarboxylation 

 

Decarboxylation is a chemical reaction that removes a carboxyl group (from a carboxylic acid) and 

releases carbon dioxide (CO2). This process must be completed to activate the cannabinoids prior to 

ingestion. Some cannabinoids naturally exist as carboxylic acids. Unfortunately, the acid molecule 

cannot have a physiological effect on our body because the acid molecule cannot bind to the CB1/CB2 

receptors located on the membranes of our cells. One way to decarboxylate marijuana is by heating it 

for a finite amount of time. Decarboxylation is usually accomplished through heating in the smoking 

process, but because smoking is not an approved route of administration in New York, this step must 

be completed ahead of time. Although lighting the marijuana on fire can decarboxylate the flower bud, 
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it can also thermally degrade most of the cannabinoids. Thus, there is an optimal temperature at which 

the flower can be decarboxylated without thermally degrading the cannabinoids. We will accomplish 

this by placing the ground marijuana into a turkey bag, vacuum sealing the bag, and then placing it in 

the oven at 150
o
C for 30 minutes. This will allow us to decarboxylate the marijuana with minimal 

thermal degradation of the molecules we are trying to extract.  

 

CO2-SFE 

 

Once we have decarboxylated the ground marijuana we can now place the marijuana into the extraction 

vessel of the supercritical fluid extraction system. By manipulating the pressure and temperature of 

CO2 we are able to place the CO2 into a supercritical state, meaning the molecule exhibits 

physicochemical properties intermediate between those of a liquid and a gas. It causes CO2 to have a 

relatively high, liquid-like density at high pressure, which affords good solvent power, which in turn 

allows for a great mass transfer of a liquid-like solvent. Also, the viscosity is gas-like which means the 

CO2 can easily diffuse into the plant matter and dissolve the target compounds. The manipulation of 

both the temperature and pressure allow the density of the supercritical CO2 to change, which will in 

turn affect the solvating power of the supercritical CO2. Once the supercritical CO2, cannabinoids and 

terpenes form a mixture you can then depressurize the mixture allowing the CO2 to evaporate leaving 

no trace of CO2 in the final extract. Once the CO2 has evaporated we can then collect our final pure 

extract from the fractionating separators. Unfortunately, all solvents pose a problem. When using CO2-

SFE we are not able to get 100% yield. The spent marijuana, which went through the CO2-SFE, will 

have some left over cannabinoids and terpenes. Thus, left over marijuana will be put through an 

ethanol extraction.  

 

 

 

Ethanol Extraction 

 

The ethanol extraction involves a three-step process: (1) winterizing the solution; (2) evaporation; and 

(3) distilling the ethanol from the filtered mixture via short path distillation machine. Winterization is 

the process of mixing ethanol with the unrefined extract, then placing it in a freezer for 24 hours 

allowing a separation between the ethanol solution and the fats and waxes. Next the solution is placed 

into a refrigerated centrifuge to further separate the ethanol solution from the fats and waxes. Once the 

ethanol is decanted from we will then further refine the extract and terpene cut by a short path 

distillation machine. The short path distillation machine can manipulate pressure and temperature to 

refine unwanted pigments from both the refined extract as well as terpene cuts.  

 

 

Chromatography 

 

Once the final extract is obtained, chromatography is used to identify what compounds are in the 

extract. Using inexpensive and non-toxic compressed liquid CO2 as a primary mobile phase, an ultra-

performance convergence chromatography (UPCC) system gives us the ability to precisely vary mobile 
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phase strength, pressure, and temperature. With this ability to fine-tune the resolving power and 

selectivity of the system, we can exercise better control over the retention of cannabinoids and terpenes 

for separating, detecting, and quantifying structural analogs, isomers, and enantiomeric and 

diasteriomeric mixtures; all compounds that are often a challenge to separate by any other means. This 

gives us the ability to ensure consumer safety, optimize cultivation practices, and develop quality 

marijuana products.  This internal test does not replace external testing, which is further described in 

the Product Quality Assurance Narrative (9.3.1.NAR). 

 

 

Finished Product Production Plan 

 

Dosing and Quality Priority 

 

The single highest priority of our manufacturing process is to produce approved medical marijuana 

products with trustworthy, consistent effects. Regular dosing is the first part of this. Regardless of the 

method of administration, form or reason for consumption, every dose, every lot, and every approved 

medical marijuana product should strive to be the same every time. 

Medical marijuana products that have trustworthy dosing but have manufacturing defects, adverse 

health effects, or contaminants, do not satisfy our top priority. As such, quality and food safety are 

paramount throughout our standard operating procedures and manufacturing plan. Our Quality 

Assurance plan covers most of this theory. 

 

For the sake of this section, CBD, THC, and other cannabinoids are referred to jointly as 

“cannabinoids.” From a production standpoint, the difference in cannabinoid profiles only appears in 

the cultivation and extraction stages of manufacturing. For more information, please refer to the genetic 

diversity section in the cultivation narrative. 

The facility will utilize MyMedMen unless the Department mandates another specific software that 

must be used. While this plan focuses on the features available in MyMedMen, if another software is 

ultimately implemented it will have the same basic features. The software will allow us to, at any given 

time, have a clear understanding of exactly what inventory we have on hand and the precise location of 

that inventory within our facility. 

 

Mixing, Blending, and Pre-production of Finished Products 

 

To maintain consistent medical marijuana product dosing and quality, we will frequently test potency 

and quality through testing with an Ultra Performance Convergence Chromatography (UPCC) 

machine. 

 

After extraction, oils will be tested for potency in the UPCC machine. Based on the tested potency and 

the established recipes for each medical marijuana product, a member of our Science team will blend 

marijuana extracts. This process, like the process used for producing blended whiskey, produces 

reliable products. 
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As an additional step in the mixing and blending process, carrier oils may be added. Carrier oils, 

typically high quality oils like MCT oil, are used to dilute the marijuana oil to allow easier controlled 

dosing. Any excipients used will be pharmaceutical grade and will not be used unless approved by the 

Department. 

 

The blended oils are stored in the Extraction inventory until released by QA and moved into the 

production area.  No synthetic marijuana additives will be used in the production of any medical 

marijuana product. 

 

Marijuana Handoffs 

 

Throughout the production process, MyMedMen carefully tracks the location and ownership of 

marijuana, extracts and medical marijuana products. Each time the marijuana, extract or medical 

marijuana product is moved from one person or location to another, both involved parties have a 

handoff exchange using a scale, scanners, barcodes, and entries into MyMedMen. 

 

During processing, loss is expected. This “shrinkage” can be water weight, weight lost during cleaning, 

waste, or loss through re-work. Over time, loss in process numbers should be consistent or gradually 

decreasing as manufacturing becomes more efficient. Throughout processing, historical time in process 

and loss in process numbers are tracked by MyMedMen. If a trend of out of the ordinary loss is 

detected, an investigation that involves interviewing staff and reviewing security camera footage will 

immediately be launched. 

 

The Clean Zone and Non-Marijuana Handoffs 

 

Forklifts and pallet jacks represent a significant contamination hazard. Warehouses and shipping areas 

have a tendency to accumulate dirt and contamination despite regular sanitation routines. Since all 

goods held in the warehouse are sealed, this does not pose an immediate hazard. If forklifts and staff 

track that contamination from the warehouse to the production area, however, contamination can reach 

the final product and, finally, the consumer. 

 

To prevent this, we designed our manufacturing facility to prevent both people and transport vehicles 

that have been in the warehouse from ever entering a “clean zone” where medical marijuana products 

are produced without undergoing a sanitization routine. This keeps warehouse contaminates out of the 

rest of the facility. 

 

In the permanent facility, raw materials have a “warehouse handoff” procedure that involves 

warehouse staff placing the required materials on a specially sanitized pallet then placing that pallet in 

a specially sanitized transfer portal for pickup by production staff. Everything that enters the 

production area is sanitized for the protection of the medical marijuana products and consumers. 

Additional sanitation measures, to mitigate contamination include the following: 
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Only Authorized Personnel will be allowed into the Production Rooms 

Anyone entering the Production Room must wear the following protective gear: 

Long sleeve uniform with pants. These uniforms will be provided by the facility and 

Authorized Personnel will be required to change into the uniforms before entering the 

production room and upon leaving. No uniform will be worn more than once. The 

facility will contract with a local laundering service to pick up and clean the uniforms 

weekly. 

 

Hairnet 

 

Beard net (if applicable) 

 

Freshly changed booties  

 

Gloves 

 

Face Mask 

 

Safety Glasses 

 

Disposable Lab Coat 

Jewelry will not be allowed 

Food and drink will not be allowed 

A Production Room Specific Cleaning/Sanitization Checklist must be followed and 

documented daily.  

The cleaning and sanitization checklist will include: sweeping, mopping, removing garbage, wiping 

down stainless steel tables and sinks, ensuring all plant waste is placed is the locked dumpster, all 

protective gear containers are fully stocked, all equipment is disinfected and sanitized, all rooms are 

tidy and organized, all cleaning supplies are clearly labeled and stored in the appropriate area.  

 

At the end of production, after the medical marijuana product has been sealed in its packaging, it 

travels on a conveyor belt directly into the warehouse where it is palletized. In this way, the clean area 

remains clean and the product remains safe, sanitary, and reliable. 

 

Products, Devices, and Their Special Considerations 
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Brands Requirements 

 

Production will utilize approved brands of medical marijuana extracts. These brands will be tested for 

cannabinoid concentrations of: 

 

 Tetrahydrocannabinol (THC); 

 Tetrahydrocannabinol acid (THCA); 

 Tetrahydrocannabivarin (THCV); 

 Cannabidiol (CBD); 

 Cannabinadiolic acid (CBDA); 

 Cannabidivarine (CBDV); 

 Cannabinol (CBN); 

 Cannabigerol (CBG); 

 Cannabichromene (CBC); and 

 Any other cannabinoid with greater than a 0.1% concentration. 

 

Brands offerings will include at least one brand with a low THC-to-CBD ratio and at least one with an 

even THC-to-CBD ratio. All brands will be available for all administration devices. Approved medical 

marijuana products will be limited to the forms and routes of administration permitted by the 

Department.  No medical marijuana products will be incorporated into edible food products unless 

approved by the Department. Additional detail on brands is discussed in section nine (9) of this 

document. 

 

The final medical marijuana product will not contain less than 95% or more than 105% of the 

concentration of total THC or total CBD on the label for this brand.  Each brand will have a maximum 

of 10mg total THC per dose. 

 

Vape Pens 

 

Device 

The .5ML disposable stainless steel vape pen is made up of a battery, a chamber to store the oil, a coil, 

and a wick. The battery will heat the coil, which, in turn, vaporizes the oil. The vapor is inhaled 

through the tip. 

 

These disposable vape pens will be sourced from Vapor Connoisseur of Miami, FL. The battery is 

280mah, with an output voltage of 3.7V, and is capable of delivering 250 to 300 puffs.  

 

 

Consumption Method 

 

Using an auto draw battery allows a user to inhale from the tip of the vape pen. The coil will 

vaporize the oil and provide the required dosage to the user. 
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Advantages 

 

Vaporized oil has several key advantages. It significantly reduces the number of inhaled 

carcinogens versus smoking, and the exhaled product has significantly less odor and has no 

second hand risk. 

 

Vape pens are very easy to use regardless of experience. A user must only pick up a pen and 

inhale. 

 

The user feels the maximum effect in just two and a half minutes, providing users quick relief 

from symptoms and allowing users control over their consumption. 

 

Disadvantages 

 

There are a number of factors that are very difficult to control while using a vape pen. While 

we can control the cannabinoid concentration of the oil and the temperature of the coil, we 

cannot control the speed and force with which a user inhales or the length of time that the user 

keeps the vapor inside their lungs. We also cannot control the length of time that a user draws 

from the pen. 

 

Many of these same challenges are faced by other vapor-based medication distribution 

systems, such as emergency nebulizer inhalers for asthma sufferers. 

 

The effects of vaporizing typically last for about 90 minutes, although effects may vary 

depending on the physiology and tolerance of the user, as well as on the dosage and quantity 

consumed. 

 

From a cannabinoid usage perspective vaporizing is inefficient. The same user that might 

consume only 10mg per day through capsules might need several times that amount using 

vapor to achieve the same effects. The short duration of the effects and the fact that a portion of 

the cannabinoids is exhaled as waste contribute to this disadvantage. 

 

Our market size estimates assume that vapor consumers will use significantly more 

cannabinoids per day on average than capsule and tincture consumers. 

 

Production Narrative 

 

The vape pens will be loaded into a tray that holds them upright. The tray will be loaded into an 

automatic dual heated injection machine that is capable of filling up to 300 vape pens per minute. Once 

the machine is loaded with the oil and heated up, the machine will deliver the oil to the vape pens via 

multiple simultaneously filling syringes. Once filled, the tray will be removed and replaced with 

another tray full of empty vape pens. This process will continue until the extracted oil used to fill the 

pens is exhausted. 
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A member of the manufacturing team will then place each vape pen in its own individual box. The box 

will contain an information pamphlet, and will be sealed with tamper evident seals.  

 

 

Non-Alcoholic Tinctures 

 

Device 

 

Tinctures are marijuana oil dissolved into a carrier oil for sublingual consumption. 

 

Tinctures will be shipped in 30mL with dropper-type caps. The dropper will be graduated for 

metered dosing. The tinctures will be dosed so that one dose is 5mg of total cannabinoids. 

 

Consumption Method 

 

Users will place one dropper full of tincture under their tongue for rapid sublingual absorption.  

 

Advantages 

 

Sublingual absorption works faster than a capsule, providing users faster relief. Regular dosing 

is much easier than vape pens, but more difficult than capsule because patients still must 

measure one dose using the dropper top.  

 

Disadvantages 

 

The taste of the product can be unpalatable to some users.  

Production Narrative 

 

The tincture is mixed prior to production and loaded into a hopper for dispensing into bottles. 

 

Glass bottles are loaded onto a turntable that feeds onto a conveyor belt. 

 

Then the bottles run under a hydraulic piston-filling machine with 6 fill heads. The hydraulic 

piston-filling machine is more expensive than other options but is the best and most accurate 

only volumetric filling option for measuring tincture oil. 

 

The hydraulic piston-filling machine deposits the tincture oil into the bottles. A Neck Grabber/ 

Drip Tray Combination assembly ensures the bottles are stable, the bottles properly filled, and 

no oils are spilled onto the sides of the bottles. 

 

Operators will manually place child-safe dropper tops into the bottles, but will not tighten 

them. 
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In the permanent facility, a machine will “retort” or tighten the placed lids onto the bottles 

using six spindle heads. 

 

A label machine will apply food safe glue to a label and affix the label to the outside of the 

bottle. 

 

A lot coder will print applicable production information onto each bottle. 

 

A machine will drop a tamper evident shrink wrap seal onto the outside of the bottle. 

 

A shrink wrap tunnel will shrink the seal onto the bottles.  

 

The bottles will run down an accumulation conveyor where packers will then place the bottles 

into secondary packaging. 

 

Additional staff will seal the secondary packages and send them down a conveyor belt that will 

print applicable lot coding information and metal detect the packages for safety. 

 

The conveyor will run into the warehouse for palletizing, storage, and eventual shipping. 

 

In the temporary facility, this process will be conducted manually. 

 

Capsules 

Device 

 

Capsules are pills that can be either in a softgel or powder form. 

Capsules will be made in 10mg dosages and packed into blister packs. 

 

The blister packs will have individual blisters for each pill and child-resistant aluminum on 

plastic construction. 

 

Blister packs will be placed into boxes, which will, in turn, be shipped in secondary packaging. 

 

 

Consumption Method 

 

Capsules are removed from the blister pack then swallowed with a drink of water. 

 

Advantages 

 

Capsules provide pre-determined dosing. 

Capsules provide the user with a route of administration that is familiar, as many medications 
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appear in this same form. 

 

 

Disadvantages 

 

Capsules may take up to two (2) hours to take effect. This provides delays for users waiting for 

symptom relief. In this time, some users may become impatient and take additional dosages. 

This issue is best mitigated using warnings on packaging. 

 

Production Method 

 

Capsule production is a batch process. Each machine outputs onto trays, which are then poured 

into the next machine. Operators will visually check each batch between each machine and 

remove obvious defects. 

 

Oil is mixed prior to production. 

 

Gelatin mixture is added to a melting and mixing tank attached to the capsule production 

system and left for at least one (1) hour to melt and blend. 

 

The machine is turned on and runs. 

 

The liquid gelatin runs across a mold. 

 

Air is blown into a gap in the mold while the gelatin congeals. 

 

A dose of mixed oil is injected into the air gap created by the firing piston. 

The gelatin seals the capsule. 

 

A blade sheers the capsule from the mold. 

 

The capsule is dropped into a tumble dryer to firm until it can sit on its side without deforming. 

 

The capsules are ejected from the tumble dryer onto a drying tray that has been lined with 

absorbent paper. The absorbent paper makes leaky capsules immediately apparent. 

 

Once batched and logged, the trays of capsule are moved to a drying room with low humidity 

for at least 24 hours and up to 72 hours. 

 

Dry capsule are run through a polishing machine to remove any oils clouding the outer surface. 

 

Polished capsule are run through a printing machine that prints applicable dosage information 

on the capsule. 



Pennsylvania Department of Health 
Medical Marijuana Grower/Processor Permit Application 

121 

 

 

Printed capsules are run through an inspection machine. An inspector uses lights, mirrors, and 

rollers to look for defects like empty, discolored, mangled, poorly printed, or oddly shaped 

capsules. 

 

Inspected capsules are run through a metal detector. 

 

A blister packing machine packs the pills into blister packs. 

 

A primary packager places the blister packs into boxes, which travel down a conveyer, are lot 

coded, sealed by shrink-wrapping and placed into secondary boxes. 

 

The secondary boxes are lot coded then sent to the warehouse where they are palletized, stored 

and eventually shipped.  

 

 

Packaging, Labeling, Tamper Evidence, Child Safety, and Lot Coding 

 

Each process lot of medical marijuana will be identified by a unique identifier in MyMedMen. 

 

All approved medical marijuana products are packaged in packaging designed to prevent 

contamination or deterioration of the product from light, air, biological, chemical, or physical 

contaminants.  Packaging will be child-resistant, tamper-proof/tamper-evident, light-resistant, weather 

resistant, and in a re-sealable package that minimizes oxygen exposure.    

 

All packaging will be labeled in a conspicuous location and will include at least the following 

information: 

 

 Name, address, and permit number of the grower/processor; 

 Form, quantity and weight of medical marijuana included in the package 

 Amount of individual doses contained within the package 

 Species and percentage of THC and CBD 

 Unique identifier of batch and lot 

 Date medical marijuana was packaged 

 Employee identification number of the employee preparing the package 

 Employee identification number of employee shipping the package, if different form above 

 Name and address of the of the dispensary to which the package is to be sold 

 Expiration date of medical marijuana 

 Instructions for proper storage  

 Warning statement:  

o This product 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 

might impair the ability to drive or operate heavy machinery. Keep out of reach of 

children. Medical marijuana must be kept in the original container in which it was 

dispensed. Unauthorized use is unlawful and will subject the purchaser to criminal 

penalties. 

All approved medical marijuana products have at least one layer of tamper-evident seal via a branded 

shrink-wrap. Some products, like the blister packed capsules, are individually secured by the blister 

pack.  Original seals will not be broken except for quality testing at an approved laboratory, for adverse 

event investigations, by the Department, or by the certified patient or designated caregiver. 

 

All products have child safety features. 

 

All products are lot coded with a lot unique identifier on both the primary and secondary packaging. 

This will allow for traceability of entire cases of approved medical marijuana product as well as 

traceability of individual approved medical marijuana products. 

 

Independent Laboratory Testing 

 

While products will be tested internally, predetermined numbers of each final medical marijuana 

product produced will be sampled and tested by an independent laboratory approved by the Department 

of Health. 

 

Any lot not meeting the minimum standards or specifications for safety will be rejected and destroyed 

according to the disposal plan. 

 

Records will be maintained which document the submission of medical marijuana products to approved 

laboratories and the results of those tests. All records will be available to the Department of Health 

upon request. 

 

Stability Testing 

 

Stability and expiration date of the final distributed medical marijuana product will be validated and 

will be stable for a minimum of sixty (60) days under the specified storage conditions (light, 

temperature and humidity) when opened. 

 

Shelf-life of unopened medical marijuana products will be validated by ongoing stability testing 

according to a schedule determined by the Department and an expiration date for unopened products 

will be determined through this stability testing. 

 

Storage condition specifications must address storage at the manufacturing facility once the package is 

sealed, during transport, at the dispensing facility, in the patient’s home, and for samples retained for 

future testing. 
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A sample from each production lot will be stored at the production site according to storage 

instructions until the expiration date of that medical marijuana product. The safety seal on this product 

will not be broken unless necessary for testing according to the Returns, Complaints, Adverse, Effects, 

and Recalls Plan.  

 

Brand Detail 

 

Five (5) brands of medical marijuana product will be produced for all devices. These brands will be 

formulated as: 

THC, “Sleep” 

o Contains 100% Cannabis Concentrate, 60% THC and 40% Terpene or 

Phytochemical.  

o In a 5mg of total cannabinoid dose, there would be 5.0 mg of THC and 0.0 mg of 

CBD. 

CBD, “Wellness” 

o Contains 100% Cannabis Concentrate, 60% CBD, 40% Terpene or Phytochemical. 

o In a 5mg of total cannabinoid dose, there would be 5.0 mg of CBD and 0.0 mg of 

THC. 

50:50 THC:CBD Blend, “Harmony” 

o Contains 100% Cannabis Concentrate, 30% THC, 30% CBD, and 40% Terpene or 

Phytochemical.  

o In a 5mg of total cannabinoid dose, there would be 2.5 mg of THC and 2.5 mg of 

CBD. 

20:1 THC:CBD Blend, “Awake” 

o Contains 100% Cannabis Concentrate, 57% THC, 3% CBD, and 40% Terpene or 

Phytochemical.  

o In a 5mg of total cannabinoid dose, there would be 4.75 mg of THC and 0.25 mg 

of CBD. 

50:1 THC:CBD Blend, “Calm” 

o Contains 100% Cannabis Concentrate, 58% THC, 2% CBD, and 40% Terpene or 

Phytochemical.  

o In a 5mg of total cannabinoid dose, there would be 4.90 mg of THC and 0.10 mg 

of CBD. 

 

MCT Oil as an Excipient 

 

We use medium-chain triglycerides (MCT) oil as an excipient in our process for the production of non-

alcoholic tinctures.  We use this product for the following reasons: 

As discussed in our extraction plan, THC and CBD are both fat-soluble molecules that dissolve easily 

in oils. Due to the functional groups that these cannabinoids have they are able to form a homogeneous 

mixture with other oil molecules.  

 

MCT oil creates a denser delivery to the consumer because its more easily absorbed sublingually than 
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many other mainstream pharmaceutical grade oils. 

 

MCT oil is digested easily and sent directly to the liver, where it has a thermogenic effect and the 

ability to positively alter your metabolism. 

 

MCT oil is burned by the body for energy instead of being stored as fat. 

 

MCT oil contains antioxidant properties and has the capability to combat harmful bacteria, virus, fungi, 

and parasites. 

 

 

Section 20 – Sanitation and Safety 
PLEASE PROVIDE A SUMMARY OF THE INTENDED SANITATION AND SAFETY MEASURES TO BE IMPLEMENTED AT YOUR 

PROPOSED FACILITY AND SITE. THESE MEASURES SHOULD COVER, BUT ARE NOT LIMITED TO, THE FOLLOWING: A WRITTEN 

PROCESS FOR CONTAMINATION PREVENTION, PEST PROTECTION PROCEDURES, MEDICAL MARIJUANA HANDLER 

RESTRICTIONS, HAND-WASHING FACILITIES, AND INSPECTION SCHEDULES TO ENSURE THE ACCURACY OF OPERATIONAL 

EQUIPMENT. 

 

Sanitation 

We will establish, maintain and follow standard cleaning procedures for all equipment and utensils 

used in the manufacturing and packaging of all products. The Director of Quality Assurance will 

ensure all employees involved are trained to properly clean assigned equipment and document the 

process. In compliance with FDA and cGMP requirements, one or more qualified personnel 

will be assigned to supervise overall sanitation. Each of these supervisors will be qualified 

by education, training, or experience to develop and supervise sanitation procedures.  

The Director of Manufacturing will assign adequate personnel for the cleaning of all production 

equipment and oversee the proper performance of cleaning and sanitation SOPs to ensure sanitary 

production equipment. We will maintain SOPs addressing written procedures to be implemented for 

the cleaning of equipment, including utensils, used in the manufacture, processing, packing or holding 

of all products. These written procedures, schedules, checklists, and logbooks will include: 

 Assignment of responsibility for cleaning equipment 

 A description in sufficient detail of the methods and materials used for cleaning and the 

methods of disassembling and reassembling equipment to ensure proper cleaning 

 Removal of all previous batch identification prior to processing the next batch of material 
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 Measures for the protection of clean equipment from contamination prior to use 

 Required inspection of equipment for cleanliness immediately before use 

 

An example of the procedures will be the following in order to mitigate contamination: 

Only Authorized Personnel will be allowed into the Production Rooms 

Anyone entering the Production Room must wear the following protective gear: 

Long sleeve uniform with pants. These uniforms will be provided by the facility and  

Authorized Personnel will be required to change into the uniforms before entering the 

production room and upon leaving. No uniform will be worn more than once. The 

facility will contract with a local laundering service to pick up and clean the uniforms 

weekly. 

 

Hairnet 

 

Beard net (if applicable) 

 

Freshly changed booties  

 

Gloves 

 

Face Mask 

 

Safety Glasses 

 

Disposable Lab Coat 

Jewelry will not be allowed 

Food and drink will not be allowed 

All personnel will be required to maintain adequate personal hygiene including washing 

hands thoroughly before starting work and at any other time when hands may have become 

soiled or contaminated. 

A Production Room Specific Cleaning/Sanitization Checklist must be followed and 

documented daily.  

The cleaning and sanitization checklist will include: sweeping, mopping, removing garbage, wiping 

down stainless steel tables and sinks, ensuring all plant waste is placed is the locked dumpster, all 

protective gear containers are fully stocked, all equipment is disinfected and sanitized, all rooms are 

tidy and organized, all cleaning supplies are clearly labeled and stored in the appropriate area.  
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Based upon the individual equipment design, the following sequence of cleaning operations will be 

performed upon the completion of each batch of product. If applicable, a reduced written disassemble 

and cleaning procedure may be utilized between sequential batches of the identical product brand, 

strength, and dosage form. Upon the completion of a manufacturing or packaging operation, equipment 

will be disassembled and all moveable parts removed so that the equipment can be properly cleaned. 

All exterior surfaces will be sanitized and the interior cleaned with an appropriate sanitizing agent 

registered by the United States Environmental Protection Agency and then rinsed thoroughly with tap 

water.  Finally, all surfaces that come in contact with components will be sanitized with denatured 

alcohol and allowed to air dry. 

Upon completion, the employee will fill in the cleaning log and inform their immediate supervisor the 

equipment is ready for inspection. If the cleaning process has been performed properly, the supervisor 

will confirm the entry in the cleaning log and sign the cleaning log. If the process needs to be repeated, 

the supervisor will recheck the equipment after it has been re-cleaned and sign the cleaning log upon 

approval.  

This cleaning, inspection and approval sequence is also performed for all production utensils including 

cultivation tools, mixing paddles, spatulas or measuring devices except the individual utensils are not 

documented in a cleaning log. The Director of Quality Assurance will audit or check equipment 

cleaning and its documentation on a random basis several times a week. These reviews will include an 

inspection of the actual equipment cleanliness and the accuracy of all cleaning documentation. All 

cleaning records required by this procedure will be retained for at least five (5) years after distribution 

of the last batch of product manufactured, processed or packaged utilizing that equipment. 

All employees and visitors will have access to well-maintained lavatories kept in a sanitary condition 

and in good repair.  The facility will have hand washing stations in the processing area for employees 

to utilize any time their hands become soiled or contaminated in any way. Employees will also be 

trained on good sanitary practices, and how to properly wash their hands as part of all new employee 

onboarding processes.   

1. §1151.33. Sanitation and safety in a facility. 

A grower/processor shall ensure that its facility is provided with a water supply sufficient for its 

operations, which shall be derived from a source that is a public water system, or a nonpublic system 

that is capable of providing a safe, potable and adequate supply of water to meet the operational needs 
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of the facility. 

Pest Control Procedures Overview 

 

 

1. Objective 

 

1.1. We will employ and maintain adequate means to exclude rodents, insects, birds and any kind of 

pests from all processing and storage areas. These means will include, but not be limited to, mechanical 

traps, glue boards, and Fly light traps will involve in-house and contract inspections when necessary. 

Inspections will be made by the QUALITY Technician and/or the Pest Control Operator at the assigned 

frequencies, and be properly documented as defined in this program. Rodent burrows, rodent runs and 

any conditions consistent with the attraction of rodents, both inside and outside the facility, will be 

eliminated. 

 

 

2. Scope 

 

2.1. This prerequisite program describes the methods and requirements for pest control in the entire 

facility. 

 

 

3. Definitions 

 

3.1. EPA – Environmental Protection Agency 

 

3.2. FDA – Food and Drug Administration 

 

3.3. MSDS – Material Safety Data Sheet 

 

3.4. OSHA – Occupational Safety and Health Agency 

 

3.5. PCO – Pest Control Operator 

 

3.6. Pesticide(s) – Use to mean insecticides, avicides, herbicides, fungicides, and rodenticides. 

 

3.7. Residual Pesticide – A pesticide that continues to remain effective for an extended period of time – 

days, weeks or months. 

 

3.8. Restricted use pesticide – Pesticide restricted to use by a certified pest applicator or under direct 

supervision of a certified applicator. 

 

 

4. General Conditions 

 

4.1. We will minimize the risk of pests and vermin; and the use of chemicals inside or outside of the 

Plant by applying the Integrated Pest Management approach and maintaining appropriately: 

 

4.1.1. The exterior of the Building 
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4.1.2. Storage of Packaging materials, finished products, raw materials, and equipment 

 

4.1.3. Ground and vegetation maintenance 

 

4.1.4. Maintaining a good receiving inspection program to avoid cross infestation of pests and vermin 

from suppliers 

 

4.2. If activity is detected, it is our policy to minimize the application of pesticides (for the purpose of 

this program the term pesticides will be use to mean insecticides, rodenticides, avicides, herbicides, 

fungicides, and rodenticides) by reviewing the cleaning and sanitation of the area and following with 

the Corrective Actions as needed. 

 

4.3. All pest control chemicals will meet all USDA, FDA, EPA, OSHA, State, and local regulations. 

Only pesticides approved through the Chemical Control Program may be used for the program. These 

pesticides will be documented using the Approved Pesticide List Form. 

 

4.4. The Integrated Pest Management Program will be reviewed at least annually or when changes 

occur such as new chemicals or change in procedures. 

 

4.5. The Pest Control Service Supplier will submit a trend analysis at least every six months or when 

required by the Quality Manager. The facility will use the report as a tool to verify the effectiveness of 

the pest control program. 

 

4.6. The SQFP is responsible to measure the effectiveness of the program to verify the elimination of 

applicable pests as outlined in the Validation and Verification SOP. 

 

4.7. The Quality Manager or designee will measure the effectiveness of the program to verify the 

elimination or control of applicable pests according to the Validation and Verification SOP. 

 

4.8. Documentation 

 

4.8.1. A record of this pest control program will be made available for USDA/FDA inspection. All pest 

control documents will be kept in the Quality Assurance Department. 

 

4.8.2. We MUST keep copies of the permit(s) on file of all Pest Control Operator(s). 

 

4.8.3. Labels and MSDS forms will be available for the PCO applicator of the chemical being applied. 

A copy of the label will be kept on file. A pest sighting log will be maintained for all employees to 

document sighting of any pests within the facility. All employees including office, transportation, 

warehouse, maintenance will be trained on the use of the Pest Sighting Log. 

 

4.8.4. The plant will keep records of services performed at least for three years onsite and 5 more years 

stored off site. 

 

4.8.5. The plant will keep records of pesticide usage. The Pesticide Usage Log will include name of the 

person who is applying the pesticide, location of pesticide application, target pest, year, month, day, 

and time of application, amount of pesticide applied. 

 

4.8.6. We will provide all new and old employees training on Pest and Vermin prerequisite program in 
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order to make staff aware of the bait control program at the plant. 

 

4.9. Exterior Maintenance 

 

4.9.1. Sanitation considerations for the exterior of the plant will be kept neat, clean, and simple, 

without any decorative areas that might attract insects or rodents. 

 

4.9.2. Every effort will be made to remove the food and water supply that attract and support a pest 

population. 

 

4.9.3. This will also eliminate the debris that provides nesting and hiding places. 

 

4.9.4. Storing surplus equipment outside is strongly discouraged. 

 

4.9.5. Surplus equipment that must be stored outside will be at least 20 inches away from the building, 

at least 18 inches above the ground in an organized manner, covered and routinely inspected for pests. 

 

4.9.6. Any pipes within 20 feet of the building must have closed ends. 

 

4.9.7. A vegetation free zone of 30 inches of small (<1/4 inch) gravel or pavement around the outside 

perimeter of the plant will be maintained as a barrier. If gravel is used, this strip should have the gravel 

3 inches to 4 inches deep spread over a layer of heavy duty plastic sheeting. 

 

4.9.8. Grass and weeds are not recommended within 20 feet of the building and are kept cut to 

minimize harborage areas for pests. 

 

4.9.9. Trees and shrubs will not be planted closer than 30 feet to the building, if at all or if required by 

local city beautification programs. If plantings are made, they will be of the type that are not attractive 

to birds and will not produce any berries or other growth that would attract birds. 

 

4.9.10. Pavement cracks should be repaired and the pavement maintained to avoid harborage areas for 

pests. 

 

4.9.11. The area will be sloped for drainage away from the building. 

 

4.9.12. Dumpsters, compactors, or refuse containers will be kept closed to exclude pests. 

 

4.9.13. Inedible or feed loading areas will be kept clean to minimize pests. 

 

4.9.14. Lights at all entrances will be located away from the building to avoid flying insect attraction. 

 

 

5. Responsibility 

 

5.1. Direction – Operations Manager 

 

5.2. Execution – Pest Control Contractor 

 

5.3. Control – Quality Control 
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6. Procedure 

 

Integrated Pest Management Program 

• Manufacturing Plant: 

COMPANY ADDRESS 

 

• EMPLOYEE RESPONSIBLE FOR THE MANAGEMENT OF THE IPMP: 

Operations Manager: 

Tel: XXX XXX XXXX EXT. XXX 

e-mail: XXXX@XXXX.XXX 

 

A thorough inspection of the production facility will be conducted weekly to evaluate any pest activity. 

A record of each inspection will be documented and kept on file using the Interior Trap Monitoring 

Form in the Quality Assurance Department. 

 

6.1.1. Interior Monitoring Devices - Identify and capture rodents that gain access to the facility 

 

6.1.1.1. Based on a documented detailed survey, interior monitoring devices will be placed in sensitive 

areas specific to the rodent species, and other areas of pest activity including: 

 

6.1.1.1.1. Incoming materials warehouses or primary storage areas 

for raw materials 

 

6.1.1.1.2. Maintenance areas with exterior access 

 

6.1.1.1.3. Staging areas where raw materials are placed after delivery 

 

6.1.1.1.4. Finished product warehouse area 

 

6.1.1.1.5. Areas with potential for rodent access due to traffic patterns or other activities known to plant 

 

6.1.1.1.6. Overhead areas when roof rat activity is evident or likely 

6.1.1.1.7. High traffic areas 

 

6.1.1.1.8. Both sides of doors that open to exterior of the facility 

 

6.1.1.2. A current and accurate site map must be located in the Pest Control binder and list the locations 

of all rodent pest monitoring devices used inside the facility. Interior monitoring devices must be 

labeled/numbered and match the current site map locations. 

 

6.1.1.3. Exterior monitoring devices will be placed along the foundation walls on the exterior of the 

facility at maximum intervals of 50 feet. Areas with high rodent activity may have a higher 

concentration of devices on running walls and/or either side of all outside doors. 

 

6.1.1.4. Any temporary placement of rodent monitoring devices will be mapped on a separate 

document and located in the Pest Control binder. 

 

6.1.1.5. The Contracted PCO will record all services performed on rodent monitoring devices and keep 

them on file. Service records in monitoring devices must match documentation on file in the facility. 
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6.1.1.6. Interior monitoring devices will be placed along perimeter walls. Spacing and number of traps 

will be based on activity levels. Interior monitoring devices may be strategically placed in sensitive 

areas toward the interior of the facility. 

6.1.1.7. Interior monitoring devices are positioned, cleaned, and inspected at least weekly by a sub 

contracted PCO and/or plant Quality. 

 

Technician or designee. Inspections will be documented on the appropriate company inspection log 

6.1.1.8. Interior monitoring devices unless prohibited by regulation may include: mechanical traps, tin 

cats, extended trigger traps and glue boards. 

 

6.1.1.9. Any rodents found inside traps within the facility will immediately be properly removed in a 

manner that would prevent contamination to product or product contact surfaces. Operations employees 

should not attempt to capture/remove the animal. The sub contracted PCO will be contacted for 

removal of pests. If rodents, birds, or other animals are found inside the production area, operations 

must be reviewed for potential contamination and preventative actions taken up to stopping the 

operations in the respective area, and all ingredients, food, packaging materials in that area inspected 

for contamination and destroyed. The facility will contact sub contracted PCO in order to remove any 

live pests cited inside the plant. 

 

6.1.2. External Monitoring Devices - management of exterior monitoring devices deters rodents from 

entering the facility. 

 

6.1.2.1. Based on a documented detailed survey, exterior monitoring devices will be placed along the 

foundation walls on the exterior off the facility. 

 

6.1.2.2. A current and accurate site map must be located in the Pest Control binder and list the locations 

of all rodent pest monitoring devices used outside the facility. 

 

6.1.2.3. Any temporary placement of rodent monitoring devices will be mapped on a separate 

document and located in the Pest Control binder. 

 

6.1.2.4. The facility will record all services performed on rodent monitoring devices and keep on file 

either electronically or hard copy. Service records in monitoring devices must match documentation on 

file in the facility. 

 

6.1.2.5. These will be placed at intervals of between 50-100 ft and areas with high rodent activity may 

have a higher concentration of devices on running walls and on either side of all outside doors. 

 

6.1.2.6. Any exterior bait station that contains rodenticides will be locked with either single-use plastic 

ties, padlocks or devices provided by the bait station manufacturer, such as key systems. 

 

6.1.2.7. Exterior bait stations used are tamper resistant and are positioned, anchored in place and in line 

to the wall, locked, and labeled. 

 

6.1.2.8. Baits used will be those approved by the EPA or that are labeled for use in a food facility are 

used in the exterior bait stations. 

 

6.1.2.9. Baits must be secured inside bait stations, in good condition and replaced as needed based on 

the label directions or manufacturer recommendation to avoid deterioration. 
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6.1.2.10. Exterior bait stations will be inspected at least monthly by the Sanitation Supervisor or 

designee. These devices will be checked more often when or if activity levels increase. Inspections will 

be documented on the appropriate company inspection log. 

6.2. Crawling Insects 

 

6.2.1. Internal spraying for crawling insects will be performed as needed by the Pest Control Operator 

based on documented findings during inspections. Pesticide application will be performed only by 

trained personnel or by certified applicator. 

 

6.2.2. The Operation Director and/or Production Manager will be notified of all pesticide applications 

in writing within 24 hrs prior to commencement. 

 

6.2.3. All exposed products will be either covered or removed from the area of application. 

 

6.2.4. Monitoring traps or glue boards may be used in office, locker room, dry storage warehouse, and 

cafeterias to observe for insect activity. If used, these devices must be indicated on a diagram showing 

their placement, date of placement etc. 

 

6.2.5. Insect Light Traps – assist in the identification and monitoring of flying insects 

 

6.2.5.1. Insect light traps are used and must be 10 ft from any food contact surfaces, exposed products, 

packaging, and raw materials in processing or storage areas 

 

6.2.5.2. Insect lights are placed/installed in a manner not to attract insects to the facility 

 

6.2.5.3. During the active season all Insect light traps are inspected by aQuality Technician and/or the 

sub contracted PCO or designee on a weekly basis and biweekly during colder less active seasons. 

Checks should include: 

 

6.2.5.3.1. Emptying collection devices 

 

6.2.5.3.2. Cleaning units as necessary 

6.2.5.3.3. Make any repairs or replace lights 

 

6.2.5.3.4. Check for light tube breakage 

 

6.2.5.3.5. Document all inspections on the appropriate company log 

 

6.2.5.3.6. Shatter-resistant lights must be used in all units or otherwise explained in the facility Glass 

and Brittle Plastics program. 

 

6.2.5.4. All insect light trap tubes are changed at least annually at the beginning of the active season. 

 

6.3. Birds 

 

6.3.1. Birds should be controlled by exclusion. 

 

6.3.2. Netting, screening, or mechanical traps should only be used as an interim measure. 
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6.3.3. As a preventative measure all food sources will be removed from the exterior of the facility or 

properly contained. 

 

6.3.4. Access to the inside of the facility will be denied by keeping all exterior doors closed, proper 

curtaining of loading facilities and scheduled maintenance of the outside walls 6.3.5. In case, avicides 

are used according to label directions and local regulations. 

 

6.4. Inspection – in-house inspections are noted in the pest categories above. 

 

6.4.1. Contract 

 

6.4.1.1. A certified pest control service will inspect as required or requested by the facility. They will 

be licensed to apply pesticides and rodenticides and will make recommendations as needed. They are 

required to provide the following documents prior to any service. 

 

6.4.1.1.1. A contract describing specific services to be rendered, including chemicals, methods, 

precautions and Material Safety. 

 

Section 21 – Quality Control and Testing for Potential Contamination 

By checking “Yes,” you affirm that quality control measures and testing efforts must be 

in place to track active ingredients (THC and CBD) and potential contamination of 

medical marijuana products. 

  ☒ 
Yes 

☐ 
  No 

 

Section 22 – Recordkeeping 

PLEASE PROVIDE A SUMMARY OF THE RECORDKEEPING PLAN THAT WILL BE IN PLACE AT YOUR PROPOSED FACILITY AND 

SITE. THE PLAN SHOULD COVER, BUT IS NOT LIMITED TO, THE FOLLOWING: A SYSTEM FOR MONITORING, RECORDING, AND 

REGULATING TEMPERATURE, HUMIDITY, VENTILATION, WATER SUPPLY, AND LIGHTING THAT AFFECTS THE GROWTH OF 

MEDICAL MARIJUANA PLANTS, AN EQUIPMENT MAINTENANCE LOG, AND RECORDS OF INVENTORY AND ALL 

TRANSACTIONS. 

 

Introduction 

 

In the medical marijuana industry, it is paramount that regulations are in place to prevent mishandling 

of product and/or allow adequate investigation if mishandling is suspected. Record keeping helps 

facilitate both of these goals by either deterring individuals from jeopardizing their integrity or 

allowing management to trace missing products or other problems to those responsible.  

The facility will utilize MyMedMen unless the Department mandates another specific software that 

must be used. While this plan focuses on the features available in MyMedMen, if another software is 

ultimately implemented it will have the same basic features. The software will allow us to, at any given 
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time, have a clear understanding of exactly what inventory we have on hand and the precise location of 

that inventory within our facility. 

At MMMG LLC we will go to great lengths to ensure that records are kept safe and secure and that 

records will be available to the Department upon request. 

 

General Record Keeping 

 

Records will all be maintained digitally both locally at each facility and on a redundant cloud server. 

Any paper records will be scanned by administrative staff and filed electronically as soon as it is 

convenient. This provides an additional safeguard to records. Despite any catastrophic incident at any 

facility, records will be maintained. The Department will have access to the cloud server to maximize 

transparency. All print records will be maintained for a period of not less than five years, and all video 

surveillance will be kept for a period of not less than ninety days. 

 

Packaging Records 

 

Records of all packaging inputs used, all products packaged, and all labels placed on packaged 

products will be maintained for a period of no less than five years. 

 

Transport Records 

 

All records of transportation from the manufacturing facility to any dispensing facility will be 

maintained digitally for at least five years. These records will include shipping manifests, 

transportation plans, shipping routes, shipping times, shipping conditions, any emergencies, any 

deviations from transportation plans, and any other relevant, traceable information. See 3.2.1.NAR 

Transportation Plan for further details regarding the transport records procedures. 

 

Dispensary Records 

 

Access to our facility will be limited to registered organization employees and those with certified 

patient or designated caregiver registry identification card issued by the Department.  

 

Records of all entries to the facility will be maintained on MyMedMen with details comprising the 
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following categories, at minimum: 

 Name of the Certified Patient and Designated Caregiver (if applicable); 

 Certifying practitioner’s name; 

 Dispensary name; 

 Dispensary address; 

 Dispensary phone number; 

 Dosing instructions; 

 Administration instructions; 

 Quantity of approved medical marijuana product(s) dispensed; 

 Date dispensed; and 

 Any recommendation or limitation by the practitioner as to the use of medical marijuana (if 

applicable). 

 Patient date of birth and sex. 

 Patient address 

o Street 

o City 

o State 

o ZIP code 

 Date written certification was issued by the registered practitioner. 

 

Patients and caregivers will also have information stored according to each purchase to ensure that no 

patient or caregiver is dispensed more than a thirty day supply and that no dispensing will take place 

until the patient has exhausted all but a seven day supply according to previous purchases and 

practitioner’s dosing guidelines. Data saved for each sale includes, among other items. 

 Serial numbers for the products dispensed. 

 Quantity dispensed. 

 Medical Marijuana product drug code number. 

 Number of days supply dispensed. 

 Payment method. 

 

Visitors  

Any person not meeting the requirements of employee, patient, or caregiver must strictly follow visitor 
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procedures outlined in the following steps. 

 

 Permission. Request to visit the dispensary must be submitted to the Director of Security or his 

designee at least 72 hours prior to the visit. This will give enough time to request permission from 

the Department to grant visitor access. 

 

In a rare emergency (e.g. a plumber responding to a water leak), this requirement will be waived, 

but the following requirements remain. 

 

 Visitor log. Provided permission is granted, a valid government issued identification will be 

presented to the Director of Security or his Designee upon arrival and the visitor will fill out and 

sign the visitor log. 

 

 Identification badge. Upon arrival to receive an identification badge. The identification badge will 

be worn at all times while on the premises and will be returned to the Director of Security or his 

designee upon exiting the premises. 

 

 Escort. An escort will accompany every visitor, every time.  

 

Security Records 

 

Security cameras will monitor  

 

 

 

 

 

 

 Additional lighting will be installed as 

needed to ensure clear images. 

 

Efforts will be taken to eliminate all backlighting and obstructions so that images will be clear at all 

times and in all areas. There will be sufficient lighting to ensure the cameras capture 24 daily hours of 

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH
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visible footage, including keeping the perimeter of the facility illuminated at all times. 

 

All camera feeds will be recorded digitally with date and time stamps on the video. The video storage 

equipment will be capable of producing digital video discs that can be played on any Windows PC and 

which will be made available to the Department upon request. Any required media player software will 

be included on each disc.  

 

 

The surveillance equipment will allow for the exporting of still images of at least 9600 dpi in an 

industry standard image format, including but not limited to .jpg, .bmp, and .gif. Exported video will 

have the ability to be archived in a format that ensures authentication of the video and guarantees that 

no alteration of the recorded image has taken place. Exported video will also have the ability to be 

saved in an industry standard file format that can be played on a standard computer operating system. 

All recordings will be erased or destroyed prior to disposal. This footage will be recorded and kept 

onsite for a minimum of 90 days. Footage will be maintained at a Department approved offsite location 

for five years. In the event we are made aware of a pending criminal, civil, or administrative 

investigation or legal proceeding for which a recording may contain relevant information, we will 

retain an unaltered copy of the recording until the investigation or proceeding is closed or the entity 

conducting the investigation or proceeding notifies us that it is not necessary to retain the recording. 

The recording equipment and all recording data storage will be kept in a locked, tamper-proof 

compartment in a secure security room. This room will be locked and will only be accessible to 

personnel essential to security operations, law enforcement agencies, security system service personnel, 

the Department, or any others approved by the Department. A list of these essential personnel will be 

available to the Department upon request. 

 

No storage will be taped over until the video on the disc/tape has been kept long enough to meet 

Department standards. Live and recorded video will be available on a monitor, no smaller than 19 

inches, inside the facility, as well as through the offsite server. All footage will be accessible 24/7 via a 

secure web-based portal to authorized personnel and the Department, the State Police, and local 

authorities. There will also be a printer connected to the system which will be capable of immediately 

producing a clear still photo from any camera image. 

While the facilities are designed for ease of access, they will be laid out so that access to each area is 

restricted to authorized persons. Security doors will implement  

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOH
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. Employee access will be restricted to areas where 

each particular employee is essential. Even in secure areas, medical marijuana will be secured in safes 

to ensure an extra level of security. 

 

The facility will be outfitted with  

 

 

 

 

 

Security systems will be maintained in good working order at all times and will be tested at least every 

month. Records of those tests will be maintained for five years and will be made available to the 

Department of Health upon request. Each agent responsible for overseeing the functioning of the 

surveillance system will be trained to immediately report any malfunction or technical problems to the 

dispensary manager. The surveillance system will have a failure notification system that will provide a 

notification of any failure in the surveillance system within five minutes of said failure. 

 

 

 

Requests by the Department 

 

Any request for records from the Department will be fulfilled within twenty-four hours unless fulfilling 

the request in that timeframe is onerous. In that case, the Department will be advised of the delay and 

the reason for the delay. 

 

The Department will have constant cloud access to all records, so no requests should be necessary. 

 

Pricing Records 

 

The Department or the Department’s authorized representative will be granted access to all records 

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOHDOH

DOHDOHDOHDOHDOHDOHDOHDOHDOHDOH
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MedMen Management Group, MMMG, LLC, the corporate name for the management division of 

“MedMen”, a nationally leading Medical Marijuana and cannabis cultivator and processor, with 

current operations or joint venture license grants to operate in five states.   MedMen’s national 

operations include the support of a licensed medical marijuana grower-processor facility and associated 

dispensaries in the highly regulated New York market.   MedMen will assist in planning, design and 

development of the Kai proposed temporary and permanent facilities and will execute daily operations.  

As such, the Kai CannaPharm team melds the General Partners experience in local development and 

growing business operations with a team from MedMen that brings unparalleled medical marijuana 

cultivation and processing experience. 

 

In addition to combining local General Partners with a best in class national operating partner, the Kai 

plan will facilitate commencement of operations in a proven temporary construct within 150 days of 

permit grant, while also affording a longer cycle development of an expandable, world-class, 

permanent hybrid greenhouse cannabis growing facility.  The phased concept allows for sustainable 

application of capital so that initial operations are not stressed by limited ramp up revenues, while 

preserving an ability to expand as rapidly as necessary to address Pennsylvania’s patient demand.   

 

The balance of this section of the application addresses the applicant’s business history and capacity to 

operate in the following subsections: 

 

1. Business History of the General Partners 

2. Business History of the Operating Partner, MedMen 

3. Allocation of Obligations  

4. First to Market Plan  

5. Scalable Capital Investment and Depth of Capital Resources  

 

1. Business History of the General Partners 

 

Upon award of a permit, the General Partners will be devoted full time to ensuring that Kai achieves 

operational excellence within the Department’s timeline.  

 

General Partner Andrew Kleeman is a 54 year old, life-long Pennsylvania resident who has launched, 

grown and managed multiple successful Pennsylvania small businesses – often in new and highly 

regulated fields, analogous to the current Medical Marijuana field.   As an example, Mr. Kleeman was 

the founder and General Partner of Eos Energy Solutions, LLC (“Eos”), which was the largest solar 

power EPC company in the Southeast region of the state.   Mr. Kleeman served on Governor Ed 

Rendell’s Solar Advisory Committee, during development of the Pennsylvania solar rebate program.   

With a later influx of secondary Wall Street capital, Eos was restructured as Mercury Solar, Inc., and 

grew to be the second largest solar EPC company on the east coast, employing 240 solar professionals.    

Just after divestiture from Eos/Mercury, Mr. Kleeman served as the interim Executive Director of the 

state and municipally funded Energy Coordinating Agency.  Just prior to Eos/Mercury, Mr. Kleeman 

was a partner in the Pennsylvania-based AMC Delancey Group, a commercial real estate development 

and investment firm.  While at the AMC Delancey Group, Mr. Kleeman was directly responsible for a 
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$400 million portfolio, and more than $100 million in project development, including new commercial 

fit-outs for the State’s Department of Corrections, and the Pennsylvania Lottery. 

 

General Partner Michael Malloy is a 45 year old, life-long Pennsylvania resident, and an attorney who 

has for nearly 10 years held the position of General Counsel for Hankin Group, a privately-owned real 

estate company, that manages hundreds of millions of dollars’ worth of holdings across multiple 

sectors including: multifamily rental, office, laboratory, hospitality, industrial and residential-for-sale 

product; develops large scale, multimillion dollar, mixed-use real estate projects; and builds over 

$100MM in annual construction.  Hankin Group is perhaps best known for its award winning 

Eagleview development in Chester County – an 800 acre, mixed use master planned development 

containing over three million square feet of facilities.  Before joining Hankin Group, Mr. Malloy 

practiced litigation and real estate, land use and zoning law at several prestigious firms in Philadelphia 

and its surburbs.    

 

Messrs. Kleeman and Malloy have worked collaboratively on numerous projects and concepts since 

2010.   In 2010, Messrs. Kleeman and Malloy, representing Eos Energy and the Hankin Group, 

respectively, developed a set of roof-top solar projects that were, at the time, among the largest in the 

Commonwealth of Pennsylvania.    Messrs. Kleeman and Malloy jointly conceived the Kai 

CannaPharm concept in April  of 2016 and have consistently collaborated on its development since 

then. 

 

 

2. Business History of the Operating Partner, MedMen 

 

Kai has selected MedMen as its turnkey operating partner.  Conversely, MedMen has selected Kai as 

its exclusive partner in Pennsylvania, such that MedMen’s diverse resources can be focused on the 

Pennsylvania Kai project, if a permit is granted.   Founded in 2010, Medmen has consistently been at 

the forefront of the nascent legal cannabis industry.    Medmen is comprised of two divisions; MedMen 

Management Group (“MMMG”) and MedMen Capital.   MMMG provides turnkey management 

services to cannabis permit holders in the areas of cultivation, extraction, production and retail 

operations.    MedMen currently manages operations for license/permit holders and for its own 

accounts in four states and Canada, plus was part of a winning permit application team in Maryland.   

Pennsylvania will be the sixth US state for MMMG, and the third Medical-only state. 

MMMG’s 2016 entry into the regulated New York market is particularly noteworthy herein.  One of 

the original licensed growers in New York (Bloomfield Industries) was unable to create and sustain 

operations that complied with all of the New York regulations, while remaining a financially viable 

enterprise.    Bloomfield subsequently sought the expertise of MMMG to improve its operations.   In 

addition to application of Best Practices and documented Standard Operating Procedures, MMMG 

determined that a substantial capital investment was needed to optimize the Bloomfield operations.  

MedMen subsequently provided that capital via a stock purchase through its MedMen Opportunity 

Fund.   

MMMG’s policies, standard operating procedures, and methodologies were subjected to intense 

regulatory scrutiny before the New York Department of Health would permit the restructuring and 
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recapitalization of Bloomfield by MedMen.   New York Department of Health determined that MMMG 

was capable not only of launching a successful cannabis operation, but of the more difficult task of 

absorbing and fixing an operation that was not on a success path. 

MMMG’s successfully developed and deployed a proprietary temporary facility at Bloomfield, and 

intends to pursue the same strategy in Coatesville to meet the Department’s 6-month operational 

requirement. Upon grant of a permit, MMMG intends to become operational within between 90 and 

150 days of permit award.  As discussed elsewhere in this application, and below in the “First to 

Market” subsection of this section, Kai will deploy a set of 14 custom modified cargo containers at the 

Coatesville site, so that operations can commence in under the six month target established by the 

Department.  This is precisely how MMMG achieved an almost immediate “reboot” of the 

aforementioned Bloomfield operations.   While the Kai budget provides for all new cargo container fit-

outs, it may be possible to remobilize the existing cargo containers from the Bloomfield site for an 

even quicker turn-around than the planned 150 days for commencement of operations (depending upon 

when the Pennsylvania permits are actually granted, and the status of the build out of a new permanent 

NY facility where Bloomfield eventually will relocate).     

In 2015, Fortune Magazine named MedMen a “Top Five” in the Cannabis field.   MMMG operates 

scalable, highly-efficient growing facilities that maximize yield and quality, without sacrificing 

consistency and safety of the medical marijuana products it produces.  MMMG always uses the latest 

in agronomic technology and sustainable growing and processing techniques.  MMMG’s production 

and extraction techniques adhere strictly to the Safe Quality Foods (SQF 2008) standard, and the 

testing upholds qualifications similar to that of the biotech and pharmaceutical industries, and as 

defined more specifically in Sections 10 through 22 of this application. 

Since May of 2016, the Kai General Partners have been developing the plan presented herein with 

selected senior managers at MMMG, including but not entirely limited to: 

 Adam Bierman, CEO:  Mr. Bierman is one of the two founders of MedMen and is its strategic 

leader.  He has worked with the General Partners for nearly a year to develop the optimal grow 

facility plan for the Pennsylvania program.  Mr. Bierman is a leading voice for institutional 

practices and clear regulations, and is at the forefront of capital formation in the cannabis 

space. He is co-chair of the Policy Council at the National Cannabis Industry Association, the 

industry’s leading trade organization.    He has been featured on various news outlets including 

CNBC, Bloomberg News, Forbes, Time Magazine, MarketWatch and others. 

 Kellen O’Keefe,  Senior Vice President:   Mr. O’Keefe has been and will remain engaged in 

every key financial and public-facing aspect of the venture planning and initial 

implementation.   He was primarily responsible for the successfully restructuring of the New 

York operation discussed above.  Previously, Mr. O’Keefe was the co-creator of Oakley’s 

groundbreaking experiential marketing program “Learn to Ride”,  a multimedia campaign that 

generated billions of earned media impressions. He also has built and managed custom brand 

campaigns for Anheuser-Busch, Chipotle, Crown Imports, Wheels Up, T-Mobile, Starbucks, 

and Virgin. 
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 Morgan Sokol,  Director of Regulatory Compliance:  Ms. Sokol has been, and will remain 

actively engaged to development and implementation of the Kai operating plan, particularly 

with respect to Regulatory Compliance and on going SoP refinements.   Prior to joining 

MedMen, Ms. Sokol was a grants and quality assurance manager for the Los Angeles Family 

Housing Corporation. She also helped organizations like the Los Angeles Unified School 

District, the Los Angeles County Commission on Human Relations and the American Civil 

Liberties Union develop programs to better serve their constituents. 

 Damian Solomon, National Director of Cultivation:   Ms. Solomon has final responsibility for 

all aspects of the cultivation process at cannabis facilities at all MMMG facilities, coast-to-

coast.  He has been pivotal in development of the final plans for both the temporary and 

permanent grow facilities proposed herein.   He will be responsible to directly oversee Kai’s 

local director of cultivation to ensure that Kai’s first crop and products meet yield and quality 

standards. Prior to MedMen, Mr. Solomon spent nearly two decades in commercial grow 

environments for industry leaders like Eurofresh Farms and Monsanto. His expertise includes 

Dutch-style greenhouses and various modes of plant nutrition, irrigation and fertilization 

systems. His work focuses on plant genetics, breeding and seed production, as well as sales and 

marketing of final products. 

 

 Sean Akhavan is chief science officer of MedMen. He is responsible for MedMen’s testing lab 

and product development efforts, as well as final quality control and operational efficiency of 

extraction processes  at all MMMG facilities.  Mr. Akhavan honed his skills in analytical 

chemistry and extraction in the forensic toxicology and petroleum arenas before entering the 

cannabis business. By applying technology and institutional practices from established 

industries to the cannabis space, Mr. Akhavan is now one of the field’s leading experts in 

extraction, fractionation and analysis of phytocannabinoids.  Prior to joining MedMen, Mr. 

Akhavan built the infrastructure for extraction preparations at MedReleaf, Canada’s leading 

medical marijuana producer and distributor.  Mr. Akhavan will oversee the local extraction and 

production teams. 

 

  

3. Allocation of Obligations  

 

MMMG and Kai have executed a management agreement, the structure of which allows the Kai 

General Partners to maximum the value of their expertise in real property development and 

construction, as well as ongoing senior-most level management, while MMMG provides turnkey 

management and staffing of all aspects of daily operations.    

 

Immediately upon permit award, four parallel start-up initiatives will commence: 

 

Task Allocation Comment or Notes 

1) Management Joint 
 

All managerial positons delineated in Section 9 of this 
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Personnel Selection 

and Training 

Obligation application will be jointly evaluated by MMMG and Kai 

General Partners, and hired by MMMG.    

 

For most of the positions delineated in Section 9, MMMG 

and Kai have already identified one or more credible 

applicants, based on a combination of direct past experience 

and compliance with the Kai Diversity and Inclusion Plan.  

No Offers of Employment have been made, or will be made, 

prior to the grant of the permit.  MMMG employees 

currently “stationed” at Cannabis facilities in other states 

will have a physical presence at the Kai site to direct initial 

operations and begin the hiring process. 

 

The final selections will be trained in MMMG’s Standard 

Operating Procedures (“SoPs”) (a set of which is included 

with this Application) and the unique attributes of the 

Pennsylvania program by an extended custom training and 

mentoring program that will be more detailed than the 

Department’s mandatory training.  The Managerial Training 

program will rely heavily on documented SoPs and direct 

mentorships.   Selected managerial applicants who are not 

already experienced MMMG employees will complete 6 to 

10 week mentorships (depending upon position) with the 

corresponding subject matter experts at MedMen’s other 

facilities.   For example, our final selection for Director of 

Cultivation will have direct Cannabis and or protected 

commercial crop cultivation experience, but they will also 

spend the first 6 to 10 weeks of their employment with 

Damian Solomon, MMMGs National Director of 

Cultivation, both at remote existing MMMG facilities and at 

the Kai Coatesville facility as its development comes on line.       

2) Line Staff 

Recruitment and 

Initial Training 

Kai Lead with 

MMMG 

Support  

Kai’s General Partners will lead the recruitment efforts and 

MMMG will provide the subsequent training in an approach 

similar to that discussed above for the managerial staff, 

albeit with a greater emphasis on in-situ and local training.    

 

Kai CannaPharm’s host, the City of Coatesville, presents a 

unique opportunity to recruit management and line staff 

employees in accordance with Kai Diversity and Inclusion 

Plan.  Kai will offer job opportunities first to the residents of 

Coatesville, one of the Commonwealth’s most diverse and 

economically distressed municipalities.   MMMG will then 

provide specialized training, beyond the mandated 2 hour 

training, to teach employees how to grow and care for 

medical marijuana plants, and how to produce and distribute 

the vital medical products manufactured at the facility.     
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The fundamental conundrum for Kai (and all other applicants) is the desire to operate out of a custom 

designed high-tech hybrid greenhouse structure, versus the time necessary to permit, construct, and 

outfit such a facility.  Restated, to ensure the highest yields, best quality, and most consistency 

possible, no facility form factor has greater potential than the high-tech hybrid greenhouse, but 

permitting, constructing and outfitting such a facility is simply not feasible within the Department’s six 

month target, given the State’s environmental permitting process.    

 

The permitting and construction of similarly sized facilities is within the special real estate 

development expertise of both Kai General Partners – the six month time table is not attainable for an 

all-new, high-tech hybrid greenhouse.  NPDES permitting alone will require at least three months, even 

under the expedited program for properties in disadvantaged locations, and could require upwards of 6 

to 8 months.  In total, and for a new build high-tech hybrid greenhouse, we project an 18-24 month 

time table from permit grant to commencement of operations in Phase Two of our project, which is the 

initial section of the high-tech hybrid greenhouse. 

 

Subsequently, Kai will deploy a three phase project strategy that will ensure operational status in no 

more than five months, while preserving the mid term goal of operating from a new build high-tech 

hybrid greenhouse by the end of Year Two of the plan.   

 

The initial accelerated development is attained by deployment of a set of custom modified cargo 

containers that will be fabricated off site and shipped to the site in a virtual “plug and play” operational 

status.  The property where the project is situated, is a Pennsylvania Brownfield that is already 

environmentally characterized, backfilled and leveled.  The site contains useable remnants of a 

vehicular access road and a PennDOT approved curb cut from Route 30 already exist (see plans under 

Attachment D). Subsequently, the custom modified containers (“modules”) can be staged on site with 

no material ground disturbance.  Kai has had several meetings with City staff, including the City 

Engineer, who agree that given the lack of disturbance and the temporary nature of the modules, City’s 

ordinances permit installation of the modules under grading, stormwater and building permit, instead of 

an NPDES and full land development.  

 

The custom fitted module concept was initially developed and deployed by our operating partner, 

MMMG, for their Bloomfield project in Utica, New York.  Those modules are in place and fully 

operational at the time of Kai’s submission of this Application.  The Kai will replicate this tried and 

proven method for timely deployment in Pennsylvania.  At the Kai Coatesville site, the modules will be 

fully enveloped by a semi-custom, steel truss framed, industrial fabric wrapped structure (a “tent”).  

The specified and priced industrial tent is engineered and warranted as a semi-permanent structure, but 

its installation method continues to allow us to circumvent long time duration permitting.   See 

illustration below and additional plans and diagrams for the module concept in Attachment D.  The 

module deployment will be subject to the same security features of the permanent facility.  
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If the Department grants permits in 90 days, and if Kai is selected for a permit, turn-key replica of the 

module concept for the Kai Coatesville site can be completed in five months.    If permits are delayed, 

some or all of MMMG’s modules in-place in New York could to be available for remobilization at the 

Kai Coatesville site.  If that timing proves to be the reality, we believe we can go from permit grant to 

operational in at little as ten weeks to three months. 

 

Concurrent with the development of the temporary module-based facility, Kai and MMMG will 

commence the full permitting process for Phase Two of the project, which is the first 12,000 square 

feet of the 45,000 square foot permanent facility.  Similar to Phase One (temporary facility from pre-

fitted modules) being a replication of a proven method, Phases Two and Three are based closely on a 

near identical concept facility that MMMG has designed and constructed in Nevada.   Even after 

adjustments for climate differentials and regulatory requirements, the facilities are essentially the same, 

affording Kai the material advantage of “lessons learned” from the prototype facility in Nevada. 

 

 
 

As discussed above, the fast deployment Phase One of the project is a set of 14 custom fitted cargo 

containers staged within the industrial tent illustrated above, top left corner of image.   Attached D of 

this application contains detailed diagrams and plans for the set of temporary modules that will 

comprise Phase One of the project. 

 

The permanent facility is comprised of two stages, which we refer to as Phase Two and Phase Three of 

the full project.  Phase Two is a 12,000 square foot portion of the flex space 20,000 square foot head 

house illustrated above.  Upon permit grant, the plans and specifications included in Attachment D will 

be augmented and the permit process of the permanent facility will commence.   We anticipate actual 

construction commencement of Phase Two approximately when fast deployment Phase One of the 

project is completed, five months from permit grant.   Completion of Phase Two and commencement 

of operations therein will occur approximately 18 months after permit grant. 

 

The final and largest facility expansion (Phase Three) will be triggered by patient need.  Phase Three 

construction could commence as early as Year Three, or at some time beyond the five year investment 

pro forma.   See additional discussion of market trajectories and the Kai Scalable Capital plan below. 

 

5. Scalable Capital Investment and Depth of Capital Resources  
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Kai believes the greatest threat to the success of program operators, after fundamental operational 

capability, will be rigid capital structures, at both ends of the spectrum.    We believe that prospective 

Grow-Process operators who are planning 100,000+ square foot Phase One projects are dangerously 

and grossly overestimating the market trajectory.  We believe those operators will face long term 

viability challenges by being over-invested in the venture, relative to probable free cash flows and 

attainable Returns On Investment (ROIs).   

 

At the other end of the spectrum, and more commonly, we believe some prospective operators are 

underestimating initial capital investment needs and/or the prolonged time necessary to move into a 

positive cash flow operation.  We believe every credible Grow-Process operator will require 

substantially more capital than the $2 million minimum threshold established by the Department.  

 

Kai’s phased and scalable capital needs plan, in combination with the capital already committed and 

the resource depth of the primary investor, MedMen Opportunity Fund, LP, ensures that ample capital 

will be available for all growth scenarios.  

 

The Kai plan is based on detailed budgeting derived from actual similar past projects executed by the 

operating partner, MedMen, plus 40 years of real estate development budgeting experience between the 

two General Partners.  The initial, post application, $5.5 million funding also includes greater than 

standard allocations for contingency.   See Sources and Uses Schedule attached to the end of this 

application section.  The Kai General Partners and their operating partner MedMen have a high degree 

of certainty that the committed $5.5 million budget is sufficient to fully fund development of Phases 

One and Two, and to provide ample working capital for the first two to five quarters, in which 

operating deficits are anticipated. 

 

Nonetheless, prior to opening of the Pennsylvania Medical Marijuana program, the future capital needs 

of the Kai enterprise beyond development of Phases One and Two are only speculative.  Kai’s 

projection of the growth of the Pennsylvania Medical Marijuana market is more conservative than that 

of the Commonwealth – at least based on the 2016 data presented by the Pennsylvania Senate 

Appropriations Committee as part of the analysis of Senate Bill 3.    Kai anticipates total market 

demand by the end of Year Three of the program to be between $72 million and $163 million, with a 

Kai pro forma target of $117 million (retail).   The Senate Appropriations Committee estimate is $332 

million to $665 million (retail).  The fundamental difference in the projections is the estimate of 

probable spend per program participant; we believe the Senate Appropriations Committee 

overestimated that value by a factor of two, basing it solely on the 2015 data from Colorado.   
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table of Attachment I, Affidavit of Capital Sufficiency.   All past expenses and debts incurred in 

development of the Kai plan and this application to date are paid in full or funded outside of the $5.56 

million.   The $5.56 million in liquid funds will be sufficient to fund initial operational cash flow deficits 

and all capital needs through Year Three.   A consolidated Sources and Uses schedule is included at the 

end of Kai’s response in Section 24.  

Fundamental to the Kai business plan is the concept of deploying a three phase project build-out 

strategy that (a) most efficiently deploys capital in parallel with market growth; and (b) will ensure 

operational status in no more than five months, while preserving the mid-term goal of operating from 

a new build high-tech hybrid greenhouse by the end of Year Two of the plan.  The initial accelerated 

development (5 month) is attained by deployment of a set of custom modified cargo containers that 

will be fabricated off site and shipped to the site in a virtual “plug and play” operational status.  The 

location of the project is a Pennsylvania Brownfield that is already backfilled and leveled, plus useable 

remnants of a vehicular access road and a PennDOT approved curb cut from Route 30 already 

exist.  Please see site development plan diagrams and illustrations under Attachment D for more detail 

on the phased facility development plan.   

Concurrent with the development of the temporary module-based facility, Kai will commence the 

permit process for Phase Two of the project, which is the first 12,000 square feet of the 45,000 square 

foot permanent facility.  Subsequently, some capital will be invested in ongoing architectural and 

engineering costs for Phase Two, and on-going site development work beyond the needs of Phase 

One.   Nonetheless, capital reserves in cash will remain ample;  Kai’s phased and scalable capital needs 

plan means that Kai will use less than one half of its total cash assets to become fully 

operational within six months of the  permit grant. 

Remaining responsive to the specific time table of this application question, Kai anticipates drawing 

$2.51 million of the $5.56 million in cash assets during the first six months after permit grant, including 

a projected first 6 month operating cash flow deficit of $372,068.   Schedule 27.1 on the following page 

provides substantial detail on the first six months’ cash flows. 

 

Part F – Community Impact 
(Scoring Method: 100 Points) 

 

SECTION 28 – COMMUNITY IMPACT 
PLEASE BE ADVISED, LETTERS OF RECOMMENDATION OR SUPPORT 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: 
 
Background 

 

To fully understand the enormous potential for positive impact on the communities and neighborhoods 
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that comprise the City of Coatesville, through implementation of the Kai CannaPharm grower/processor 

facility (“Facility”), it is important to place the project in context with Coatesville’s history and its long-

standing need for sustainable economic revitalization.   To reverse the decades-long trend of economic 

decline, Coatesville must to believe in Coatesville again, and Medical Marijuana could be an impactful 

catalyst for overdue, positive economic and community growth.   

 

 

The City of Coatesville – A Brief History 

 

The City of Coatesville, Chester County’s only City, is located in West-Central Chester County. The City 

occupies an area of approximately 1.6 square miles and had a population of 13,120 as of the 2015 

American Communities Survey.  

 

Coatesville was founded in 1787, when Moses Coates, a prosperous farmer and the area’s first postmaster, 

purchased the land that now comprises the center of town. Like many of Pennsylvania’s cities, 

Coatesville’s early days were full of promise and promises on the banks of the west branch of the 

Brandywine River.   Access to the river made Coatesville a center for trade in the late 18
th
 century, and 

with the completion of the Philadelphia-Lancaster turnpike in 1794 and the 1834 construction of the 

Philadelphia & Columbia Railroad, all major modes of transportation that provided access to the City.  

 

By the 1950s, the City of Coatesville had become the economic center of western Chester County, with 

nearly 6,000 jobs in the steel industry.   As highways and roads became the main source of transportation 

for people and goods in the 20
th
 century, America’s reliance on waterways and railroad transportation 

declined.  Coatesville was left to compete with its once isolated suburban neighbors as the construction of 

the U.S. 30 bypass in the 1960s made surrounding municipalities more accessible. The collapse of the US 

steel industry in the late 1970s led to the loss of jobs and caused a virtual standstill in economic 

development activity in the City that has lasted more than 30 years. Once an employer of almost 6,000 

local residents, Lukens Steel saw employment drop to just over 1,000 in less than 5 years.  In 1998, 

Bethlehem purchased the Lukens Steel Mill. Five years later the International Steel Group, Inc. acquired 

the mill, which was sold again recently to Arcelor Mittal.  The plant operates today with less than 300 

onsite employees, and is a witness to the City’s decline, rather than its economic driver of yore. 

 

 

 

 

Current Community Conditions 

 

Economic Health 

 

Dramatic growth in Chester County has made it the wealthiest county in the Commonwealth; however, 

Coatesville has not shared in that prosperity.  Coatesville’s 13,000 residents are sharply divided along 

racial and socioeconomic lines, and they struggle with rising unemployment, income inequality, and 

educational disparity.  Recent challenges with crime have engendered a public perception that masks the 

community’s vibrant culture. 

 

At the same time, Coatesville is blessed with a number of assets.  Its downtown is a National Landmark 

Historic District, and many employment sectors have grown since 2000.  Coatesville’s resilient residents 

remain the City’s greatest strength, and the City has the opportunity to channel their power, particularly 

through projects like the development of this Facility. 
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After decades of decline, the City now  struggles to provide its residents a higher level of services, with 

uncertain support from a shrinking economic base. The City struggles with high crime rates, deteriorating 

physical infrastructure, and an increasingly impoverished population.  In certain parts of Coatesville, the 

poverty level exceeds 40%.   The City annually faces a structural budget deficit, as expenses have 

exceeded its revenue year after year since 2003.  The City has been forced to borrow annually from a 

Reserve Trust Fund, and to raise taxes on its already over-taxed residents.  This present method of 

balancing the City budget is unsustainable and disastrous in the long-term.  It is widely understood that 

new tax revenue and new employment opportunities are needed to help bring the City finances into the 

black.  New, tax-generating development such as the proposed Kai Facility are absolutely critical to the 

City’s ability to continue to provide even the most basic municipal services to its residents.  Plainly stated, 

without new, sustainable tax revenue, the City will have no option other than entry into Act 47 and the 

protections it affords municipalities (see below). 

 

All of these factors contribute to an enduring, negative image of the City, which for decades has frustrated 

local leaders and stifled the City’s ability to attract new businesses and investment.  As nearly every part 

of Chester County continues to experience sustained growth and development year over year, Coatesville 

has been consistently left behind.  Pennsylvania’s Medical Marijuana program and the ancillary jobs and 

community benefits will not be the single answer to Coatesville’s problems, but it could be the beginning 

of a sustainable solution.   Kai’s proposed Facility is poised to occupy a portion of a priority 

redevelopment site in the City owned by its Redevelopment Authority.  Commonly called, “The Flats” 

this environmentally degraded parcel of land has been long-vacant and is not demonstrating its highest 

and best use.  Immediately adjacent the City’s Downtown Revitalization District, the Flats is a highly 

visible redevelopment site anchoring the City’s northern gateway.  Kai plans to kick start the City’s 

economic engine with its significant investment in its people and its under utilized land.   

 

Early Intervention Program 

 

Coatesville has been enrolled in Pennsylvania’s Early Intervention Program (EIP) since 2008.  Early 

Intervention is a voluntary program administered by the Commonwealth of Pennsylvania and its 

Department of Community and Economic Development (DCED), under which a municipality’s expenses, 

processes, revenue, business practices, etc. are studied in order to make corrective recommendations.   If 

the municipality fails to meet the goals of the Early Intervention study, it becomes a candidate for Act 47. 

The Financially Distressed Municipalities Act (Act of 1987, P.L. 246, No. 47), also known as Act 47, 

empowers DCED to declare certain municipalities as financially distressed.  Despite nearly a decade of 

Early Intervention and the adoption of many of its recommendations, Coatesville has continued to decline 

and is likely to enter Act 47 unless it can demonstrate the possibility of improvement.  

 

Key to that improvement is economic development, which has been wholly lacking in the City.  As 

Coatesville’s 2008 Early Intervention Study concluded with respect to the importance of economic 

development as factor in Coatesville’s recovery:  

 

“The future of Coatesville rests in the City’s ability to successfully implement a long 

range strategy to stimulate community and economic development and improve the 

overall quality of life for its residents. The City cannot continue to provide the current 

level of services without increasing the capacity of the tax base and generating new 

revenue. Without increased growth in revenues through economic development, the City 

will continue to struggle with budget deficits . . . 

 

If the City is not able to expand the tax base and economic development benchmarks 

are not reached, more severe action will be required. The City will have to consider 
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drastic cuts across all departments, most of which are already operating with fewer 

resources than previous years. If finances continue to worsen without the support of 

new revenues, the City may be forced to consider, as a last resort, the Commonwealth’s 

Distressed Municipality Program, commonly known as Act 47.”
1
 

 

 Early Intervention Program, Phase II Economic Development Strategy, Fairmount 

Capital, 2011. 

 

Avoiding entry into Act 47 is vitally important to Coatesville’s future economic and community health.  

Act 47 is commonly viewed as a program from which there is no exit – very few beleaguered 

municipalities that have entered Act 47 have been officially released from it.   Ultimately, the Secretary of 

DCED must approve a municipality's exit from the program. Several years ago, Pittsburgh sought to leave 

the program but was denied.  Fiscal stability is the key.  Municipalities must show they can meet the 

health, safety and welfare needs of residents while instituting the financial measures that will hopefully 

lead to financial stability in the present and future.  Sustainable development in an emerging industry like 

the proposed Kai Medical Marijuana Facility can provide such financial stability well into Coatesville’s 

future. 

 

Population and Income 

 

Understanding Coatesville’s economic, demographic, and housing statistics and placing that information 

within the larger regional, state, and national contexts demonstrates Coatesville’s dire need for the 

benefits that the Facility can bring. 

 

Coatesville’s current residents have much different needs than those of its industrial past. The City’s 

population has steadily increased in recent years, growing from 10,838 in the 2000 Census to 13,100 in 

the 2010 Census. The population is organized into slightly more than 4,500 households, yielding an 

average household size of approximately 2.9 persons. 

 

The City’s residents are rather young compared to those of Chester County and Pennsylvania.  Whereas 

the greatest proportion of persons in the county and state are 45 to 54 years old, the largest age cohort in 

Coatesville is 25 to 34 years old. Coatesville has comparatively higher proportions of residents below the 

age of 35, and comparatively lower proportions of residents above the age of 35. According to the 2012 

American Community Survey 5-year estimate, Coatesville has maintained an equal proportion of women 

and men as its population has grown. 

 

Coatesville is rather spatially segregated. About 90 percent of the total population identifies as either 

African American or white (U.S. Census Bureau).  Of the four Census tracts within Coatesville, two have 

a significantly higher proportion of white residents and the other two have significantly more African 

American residents (U.S. Census Bureau). The northwest part of Coatesville can be defined as mostly 

white, while the southeast part of the City can be characterized as mostly African American. 

 

Compared with its immediate neighbors, Coatesville's population has a lower median age and lower 

median income. Further, the lower median income is likely caused by more than just the lower median 

age. Coatesville residents have lower educational attainment than residents of surrounding jurisdictions. 

This is important because leveraging the economic development potential for any given location is largely 
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driven by developing and linking a supply of skilled workers to meet employer demands. We understand 

that close to half of all federal affordable housing vouchers (commonly referred to as "Section 8" 

vouchers) issued for Chester County residents are used in Coatesville. 

 

Coatesville’s median income level and income per capita is substantially lower than the averages across 

the Commonwealth, and over one third of Coatesville’s population lives in poverty. As might be expected 

for a post-industrial city, Coatesville’s residents earn comparatively low incomes and a greater proportion 

of them experience poverty. According to the 2012 American Community Survey 5-year estimate, the 

average household in Coatesville earns approximately two-fifths of its counterpart in Chester County.  In 

fact, the average Coatesville household earns 10% less than even the average Philadelphia household, 

demonstrating the significant economic inequality present in Coatesville versus not just Chester County, 

but metropolitan Philadelphia as well.  

 

Focusing on average income, however, obscures the severe reality of economic inequality within 

Coatesville. In both the 2009 and 2012 American Community Survey 5-year estimates, the largest share 

of Coatesville’s households earned less than $10,000, and this proportion increased from 11.3% to 14.3%.  

However, the second largest proportion of Coatesville’s households in these surveys, 9.7% and 9.9% 

respectively, earned $75,000 to $99,999. In addition, the 2009 survey showed that 9.7% of Coatesville’s 

residents earned between $20,000 and $24,999; by 2012, this proportion had decreased significantly. 

Together, these figures suggest that the middle class is disappearing from Coatesville, and that income 

inequality amongst its residents continues to worsen. 

 

Similarly, Coatesville’s residents are increasingly living below the poverty line, and poverty is much more 

pronounced in the City than in the rest of Chester County. In 2000, only 9% of Coatesville’s population 

lived below the poverty line, but by 2012 this figure had increased to 12% (Social Explorer, U.S. Census 

Bureau) a concerning upward trend. Children are particularly affected by poverty in Coatesville: the 

amount of the population under 18 years of age living in poverty increased by 80% during this period. In 

contrast, the number of children living in poverty in Chester County increased by only 36% during this 

period. These trends suggest that Coatesville’s most dependent residents—its children—are bearing the 

consequences of the City’s economic decline. 

 

Built Environment 

 

Coatesvilleis more densely developed than the surrounding townships, and its housing stock, which 

consists generally of small lot attached housing, is considerably older. When new housing has been built, 

it has mostly been constructed in isolated areas. There are not many opportunities within City limits for 

additional housing on undeveloped land.   

 

The City’s most prominent single use isArcelor Mittal steel mill, which fronts on Coatesville's main 

commercial street, Lincoln Highway, immediately to the west of the Brandywine Creek and next to our 

proposed Facility site. The retail and commercial center of Coatesville is on Lincoln Highway to the east 

of the Brandywine Creek and First Avenue. 

 

Downtown Coatesville lacks sit down restaurants, a coffee shop, or even a luncheonette.  Very few 

services currently exist in downtown Coatesville to support new development such as the proposed Kai 

Facility.  However, a $25.0 M commercial redevelopment project, to be called the Coatesville Gateway 

Redevelopment, is proposed for the City’s main intersection of Lincoln Highway and First Avenue, PA 

Route 82.  The project seeks to remediate contaminated property at this gateway to the City, and reclaim 

nearly a full City block with planned, new commercial development. It is proceeding towards a late 2017 

construction start, with completion in the fall of 2018.  Its planned neighborhood commercial aspects 
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would be a supportive benefit and provider of services to the Kai Facility, its operations and employees.  

Because these projects’ development timelines align, it is highly likely that their operations and 

employees would exist in a mutually beneficial, symbiotic environment.  Employees increasingly demand 

services in proximity to their places of employment. Kai would find itself better able to attract local 

residents to work at its Facility if their employees could in fact walk to work, then remain in the City 

during lunch and dinner time by walking across First Avenue to the new downtown restaurant and 

commercial center.   

 

Tax Rates 

 

Coatesville's earned income tax and real estate tax rates are greater than any of its immediate neighbors. 

Coatesville's resident Earned Income Tax rate, two and a half percent (including the school portion), is 

greater than any neighboring jurisdiction. Coatesville's municipal property tax rate is also greater than 

neighboring municipal property tax rates.  

Tax Constraints  

 

Tax rates are known to strongly influence location decisions, and the high tax rates in Coatesville already 

harm its ability to attract and retain business and residents. Further raising tax rates will hamper economic 

development. Further, in the long run high taxes can cause a jurisdiction to collect less revenue than it 

would with lower rates because of the supply side effect.  

 

 The majority of the City’s tax revenue comes from its loyal residents, either in property or earned income 

taxes. The EIT in particular stands out from neighboring jurisdictions (2.5 percent compared to 1.0 

percent). The high EIT discourages people with higher earned incomes from living in Coatesville, but 

does not discourage people who with low or no earned income. 

  

Implications  

 

The lack of developable land means that any growth in tax revenue must come from development like the 

proposed Facility on the Flats. Further, the City’s already high tax rates leave little room for further 

increases. Therefore, a strong element of any strategy will include an effort to increase the property values 

of existing property, and thus increasing the tax base. Our Facility development will align with the City’s 

current economic development strategy to clean up Lincoln Highway and rebuild commercial activity.  

 

While Chester County leads the Commonwealth as the wealthiest county, Coatesville, its only City, is one 

of the Commonwealth’s and the Southeast Medical Marijuana Region’s poorest places.    Coatesville 

needs an economic catalyst, like this proposed grower/processor Facility that will bring jobs, tax revenue 

and confidence back to the City.   Simply stated, after 30+ years of stagnation, Coatesville needs a win.  

The City needs to rekindle its industrial spirit again.  Depending on the patient number and usage, Kai 

CannaPharm’s Facility eventually could employ over 150 people, a significant boon to the City’s 

economic base.  And as Kai’s Community Benefits Agreement with the City of Coatesville states, our 

company always will look to Coatesville’s population first to fill jobs.     

 

Planning Consistency and Alignment 

 

The City has relied heavily upon recommendations contained in its EIP Phase II Economic Development 

Strategy, completed by Econsult/Fairmount Group in 2011, to plan for future growth since adopting the 

plan that same year.  Our proposed Facility development site on the Flats property is in direct alignment 

with the plan’s implementation recommendations for economic development and growth.  According to 

that plan,  
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“Economic development in Coatesville has two main thrusts - developing a deeper tax base and 

turning the most visible part of Coatesville, Lincoln Highway between the Flats and Third 

Avenue, into a lively, viable destination.  

 

To develop the deeper tax base, Coatesville needs to attract additional commercial facilities and to 

attract and retain income-earning residents. Therefore, a major focus of the City's development 

efforts should be on making Coatesville a place people want to live and conduct business. 

Increased attractiveness boosts taxes in two ways - new taxes from the new residents and 

businesses, and increased property taxes as a result of increased property values throughout the 

rest of the City. In addition, large commercial properties can generate meaningful property tax 

revenue.  

 

The City should also pursue serious, well thought out development proposals. Prominent parcels 

should receive dense development to maximize their tax generating potential. Relatively small 

development will not add significant direct incremental tax revenue, but appropriate small scale 

development can support larger revitalization efforts.” 

 

 

The Proposed Kai CannaPharm Facility 

 

Coatesville is surrounded by the fast-growing suburban and exurban parts of Chester County. These areas 

have much higher income and housing values than Coatesville, and in general have newer housing. The 

edge of exurban expansion from Philadelphia, King of Prussia and Great Valley is approaching the eastern 

side of Coatesville, while the area to the west is more rural. Further, though Philadelphia is the largest 

nearby city, Wilmington, Reading and Lancaster are closer to Coatesville than Philadelphia.   

 

Figure 3 – Location Map 

 
 

Plans regarding future development patterns suggest that government policy over the next twenty years 

will focus more energy on channeling growth to existing urban areas, such as Coatesville, than has been 
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Facility Status and Community Benefits 

 

The City has reviewed a sketch or “concept” drawing of the proposed Facility, which was produced by 

Kai’s professional engineers and is attached to this application under Attachment D.  The City and Kai 

have also executed the Community Benefits Agreement (CBA) attached as Additional Attachment #1.   

The CBA will be the basis of what hopefully will be a long-standing, enduring partnership between Kai 

and the City. The CBA, in part, acknowledges that Coatesville is economically depressed and is in serious 

need of economic development and job opportunities.  The CBA further indicates that Kai and the City 

jointly seek to improve the quality of life of the residents of Coatesville.  The CBA and the City’s 

endorsement of it, demonstrates that the City is highly supportive of the Facility, and recognizes the 

strong potential for job creation and other community benefits. 

 

Kai CannaPharm will have a positive impact on Coatesville in a number of important, and quantifiable 

ways:    

 

(a) Creation of permanent and temporary jobs and their related net effect on the regional 

economy;  

(b) Preferred hiring and retention of Coatesville based companies;  

(c) Voluntary monetary contribution to the City based on the facility’s net revenue;  

(d) Rent payment to the RDA under the Redevelopment Agreement and Lease, and money from 

Kai’s purchase of the Property if its option to purchase is exercised after year 3 of the ground 

lease; and  

(e) Generation of significant, new tax revenue. 

Permanent and Temporary Jobs 

 

According to the 2012 American Community Survey (ACS) 5-year year estimate, 84.6% of Coatesville’s 

workers commute to locations outside the City limits, but within Chester County. With the development 

of our Facility within the City proper, we aim to decrease the percentage of residents who leave the City 

to other employment centers. 

 

Kai’s plan meets both the Department’s 6-month operational requirement and maximizes economic and 

employment opportunity to the Coatesville community.   To meet the Department’s 6-month start up 

operational requirement, Kai has proposed securing, installing and fitting out a temporary Facility.   Kai 

expects to be fully operational at this temporary Facility within 3 to 5 months from approval of a 

grower/processor permit.    That Facility is expected to employ between 18 and 24 people in  this 

temporary phase of operation and up to 64 people in Phase II.  Kai plans to operate the temporary Facility 

for an approximately 18 to 24-month period before moving the operation into the Phase II permanent, 

approximately 12,000 SF Facility.  The final proposed buildout is 45,000 square feet, with the possibility 

to add up to between 30,000 to 35,000 square feet of production space.  

  

This also will allow Kai to manage the potential problem of initially slow patient demand for Medical 

Marijuana in Pennsylvania. After operating for approximately 2 years in the temporary facility, Kai will 

relocate the operation into the newly constructed Phase II permanent, 12,000 SF Facility.  Upon full 

buildout at Phase III, Kai expects the Facility to expand to at least 45,000 square feet, and to employ over 

150 full and part time employees. 

 

Economic Impact of Job Creation 

 

According to an IMPLAN analysis conducted on behalf of the project, the economic impact of the project 
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Construction Employment 

 

While Kai is producing Medical Marijuana Products in its temporary Facility, Kai will complete 

development of its permanent, Stage Two Facility.  By committing to “ground up” construction, as 

opposed to only a retrofit of an existing structure, Kai ensures that the City and Region will receive 

maximum economic benefit through construction hiring and from the purchase of building materials and 

supplies from local businesses.   Ground-up construction also ensures that the Medical Marijuana 

Products will be free from contaminants and that employees will not be exposed to residual hazards that 

potentially could be found in repurposed industrial sites.  

 

Kai expects its Permanent Facility to cost approximately $2.5MM in hard construction costs, and another 

$220,000 in soft costs, such as design, engineering and permitting costs.  Wherever available and 

practicable, Kai intends to utilize the services of qualified suppliers and contractors local to Coatesville 

and the surrounding communities, and to prioritize the services of diverse vendors and contractors as part 

of that endeavor. 

 

Recruitment Plan and Preferred Hiring Plan  

 

The City of Coatesville is richly diverse, and desperately in need of the type of job opportunities like the 

Facility can provide.   The majority of the jobs require only a positive attitude, aptitude to learn, and a 

sense of responsibility.  Kai and its best in class management team will provide the specialized training to 

teach employees how to grow and care for Medical Marijuana plants, and how to produce and distribute 

the vital medical products manufactured at the Kai Facility.    

 

The Chester County Economic Development Council (CCEDC) and local legislators have committed to 

assisting Kai in administering a Coatesville Job Fair to identify and hire qualified applicants for the 

positions listed above.   At each Phase in development, Kai is expected to add an additional 27 to 35 jobs. 

Kai will look first to the local job fair method to give Coatesville residents the first job opportunities.   

 

Preference for Coatesville Residents and Contractors 

 

As stated in the Community Benefits Agreement, Kai will give preference to Coatesville residents, 

contractors and suppliers in all hiring and bidding processes.   We feel strongly that the economic 

opportunities available in this new Medical Marijuana industry should be shared directly by the people 

and businesses who live in the host community.  

 

Voluntary Monetary Contribution 

 

In recognition of the City’s long-standing economic challenges, Kai has volunteered and committed to 

make an unrestricted annual contribution to the City equal to the greater of $10,000 or 2% of Kai’s net 

revenue.   Upon license award, Kai has committed to giving the City its first $10,000 contribution. This 

commitment is memorialized in the executed Community Benefits Agreement attached as Additional 

Attachment #1. 

 

Revenue to Redevelopment Authority of Coatesville 

 

The Property where Kai plans to construct and operate the Facility is owned by the Redevelopment 

Authority of the City of Coatesville (“RDA”).   The lease commits Kai to leasing the Property from the 

RDA for at least 3 years prior to having the ability to exercise an option to purchase the ground from the 

RDA for a fair market value to be determined at the time of the sale.  
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The RDA will collectively receive a base rent of $120,000  in Lease Year 1, with .5% increases in Lease 

Years 2 and 3 before Kai has the ability to exercise its option to purchase. At sale, the RDA likely will 

receive a substantially more money for the land as a result of the economic development, based upon 

increased fair market value created by the Facility’s operations.  The RDA has voiced that it likely will 

use these revenues to pay down a portion of the substantial sums it currently owes the City of Coatesville.  

In this manner, the Facility’s operations will bring additional, unanticipated revenue to the City in support 

of its budget and operations.  

 

Tax Revenue Generation 

 

We used IMPLAN to calculate the project’s annual tax impact for the state and federal levels through a 

combination of taxes on employee compensation, excise taxes, custom taxes, corporate profits taxes and 

personal income taxes. 

 

In terms of the Federal impacts, the total tax from employee compensation from the 64 jobs created by the 

project would be $349,480. A total of $318,304 in personal income taxes would be collected through the 

job creation associated with the project. Corporate profits tax would total $183,035 annually. 

 

At the state level, the 64 jobs created by the project would see employee contributions taxed, providing 

annual revenue of $2,968. These employees would also generate $74,485 in income taxes, fees, motor 

vehicle licenses and other taxes for the state. Tax on production and imported materials would contribute 

$175,231 in new tax revenue. Corporate profits tax would generate $31,205 annually in state revenue. 

 

Kai expects to operate at a fiscal loss for several years until the patient population matures.  In operational 

year 3, Kai expects to generate positive cash flow.  Based on the Year 3 projected income, it is likely that 

Kai will pay approximately $352,500 under the State’s 5% gross receipts tax on growers and processors.  

By year 6, Kai has projected to pay approximately $906,584 in the 5% gross receipts tax to the 

Commonwealth. 

 



 
 

Attachment A: Signature Page 

 

 

 

By checking “Yes,” you acknowledge that you have read the Medical 
Marijuana Organization Permit Application Instructions before 
completing an application for a medical marijuana organization permit. 

☒ 

Yes 

☐ 

No 

 

The applicant hereby submits this application for a Medical Marijuana Organization Permit to the 

Pennsylvania Department of Health, which consists of the completed application parts and attachments 

listed below:    

FEES: 

☒ Initial Application Fee  

☒ Initial Permit Fee 

 

APPLICATION: 

☒ Completed Application 

 

OTHER ATTACHMENTS: 

☒ Attachment B: Organizational Documents 

☒ Attachment C: Property Title, Lease, or Option to Acquire Property Location  

☒ Attachment D: Site and Facility Plan 

☒ Attachment E: Personal Identification 

☒ Attachment F: Affidavit of Business History 

☒ Attachment G: Affidavit of Criminal Offense 

☒ Attachment H: Tax Clearance Certificates  

☒ Attachment I: Affidavit of Capital Sufficiency  

☒ Attachment J: Sample Medical Marijuana Product Label 

☒ Attachment K: Release Authorization 

☒ Attachment L: Applicant Priorities for Multiple Applications  

 

BACKGROUND CHECKS: 

☒ The applicant has requested background checks, as described in the instructions. 

  

Instructions:   
This attachment is the signature page for your application and all other attachments.  

 Please review the application 

 By checking the appropriate boxes, indicate the sections that are included in your submission 

 Print this attachment 

 Sign the document (primary contact or registered agent) 

 Scan this sheet and save it as a file called “Attachment A,” using the appropriate file name 

format 





 
 

A false statement made in this application is punishable under the applicable provisions 

of 18 Pa. C.S. Ch. 49 (relating to falsification and intimidation). 

 

_____________________________________________________    _________ 

Signature    Title in Applicant’s Business  Date 

____________________________________________  

Printed Name 
 

A photocopy, facsimile or other electronic version of this document shall be accepted as an original 

signature. 

  



 

 

Kai CannaPharm I, LLC 

 

Attachment A: 

COMMUNITY BENEFITS AGREEMENT 

AND 

LETTER OF SUPPORT 











































Section 9 – Employee Qualifications, Description of Duties and Training (CONTD) 

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

1. Irrigation Technician – Responsible for monitoring the automated drip irrigation system. If needed, 
he/she will mix new fertilizer stock solutions using the provided recipe to specified stock tanks. The 
technician will also perform daily irrigation “field checks” to ensure the accuracy of the irrigation 
delivery system. 

2. Trimming Technician – Responsible for trimming, weighing, and disposing marijuana leaves. 

3. Mother Care Technician – Responsible for monitoring and caring for mother plants. 

4. Clone Technician – Responsible for planting and monitoring clones. 

5. Plant Care Technician – Responsible for providing care to the crop in the vegetative and flower 
production growth stages. Everything from planting the rooted clones to harvesting the ripened 
flowers will be done by this employee. 

6. IPM Technician – Monitor crop for pests and disease. Perform appropriate procedures to ensure the 
highest level of plant health possible. 

7. Production Manager – Responsible for the supervision and control of production processes. Must 
have Food Systems and Safety training. Observe production activities including extraction, refining, 
ingredient storage and monitoring, batch preparation, mixing, and packaging to assure consistency 
and conformance with all necessary standards. During these observations, verify personnel 
conformance to, SQF, GMPs, and allergen control programs through daily supervision and internal 
audit results. Train, evaluate, motivate, and lead employees. Assign duties to the Production team 
and evaluate all needed work procedures to expedite work flow. Will have separate extraction and 
finished product production P&L responsibility. 

8. Maintenance Supervisor – Responsible for ensuring machines are clean and well maintained. Must 
ensure labor laws, safety regulations, and companies policies are adhered to. Maintain up-to-date 
critical parts inventory. Direct workers in electrical, mechanical and hydraulic maintenance and 
repair of machinery. Train, evaluate, motivate, and lead employees. Assigns duties to the 
Maintenance team and evaluate all needed work procedures to expedite work flow. 

9. Maintenance Shift Lead – Second in command when Maintenance supervisor is not present. Must 
ensure labor laws, safety regulations and companies policies are adhered to. Perform preventative 
maintenance procedures on mechanical equipment on a scheduled basis; inspect machines and 
performs repairs and replaces broken parts. Complete daily, weekly and monthly checklists on 
building equipment maintenance procedures and maintains records of scheduled maintenance 
procedures. May obtain estimates for supplies, repair parts; orders parts as needed. Train, evaluate, 
motivate, and lead employees. Assigns duties to the Maintenance team and evaluate all needed 
work procedures to expedite work flow. 

10. Maintenance Team – Perform preventative maintenance procedures on mechanical equipment on 
a scheduled basis; inspect machines and performs repairs and replaces broken parts. General 
maintenance/up-keep, ensuring grounds and facilities are in good condition. Complete daily, weekly 
and monthly checklists on building equipment maintenance procedures and maintains records of 
scheduled maintenance procedures. 

11. Chemist – Manages standard operation procedure, routine laboratory activities and personnel in 
the analysis and extraction of cannabinoid oil through ultra-performance convergence 
chromatography and carbon dioxide supercritical fluid extraction, respectively. Accountable for 



ensuring that appropriate and timely specimen handling, delivery, specimen testing, results 
reporting in an efficient and cost effective manner in accordance with laboratory policies and 
procedures. Responsible for ensuring that all laboratory procedures being performed in areas of 
responsibility will comply with all regulatory, accrediting, and licensure requirements. Strictly 
adhere to company health, safety and regulatory policies, including correct handling of Hazardous 
Materials and wearing proper PPE (personal protective equipment). Responsible for training, 
evaluating, motivating, and leading laboratory employees. Assign duties to the laboratory team and 
evaluate all needed work procedures to expedite work flow. 

12. Extraction Shift Lead – Second in command along with Grinder/Stock Controller when Chemist is 
not present. Manage standard operation procedure, routine laboratory activities, and personnel in 
the analysis and extraction of cannabinoid oil through ultra-performance convergence 
chromatography and carbon dioxide supercritical fluid extraction, respectively. Accountable for 
ensuring that appropriate and timely specimen handling, delivery, specimen testing, results 
reporting in an efficient and cost effective manner in accordance with laboratory policies and 
procedures. Responsible for ensuring that all laboratory procedures being performed in areas of 
responsibility will comply with all regulatory, accrediting, and licensure requirements. Strictly 
adhere to company health, safety and regulatory policies, including correct handling of Hazardous 
Materials and wearing proper PPE (personal protective equipment). Responsible for training, 
evaluating, motivating, and leading laboratory employees. Assign duties to the laboratory team and 
evaluate all needed work procedures to expedite work flow. 

13. Grinder/Stock Controller – Second in command along with Grinder/Stock Controller when Chemist 
is not present. Manage standard operation procedure, routine laboratory activities, and personnel 
in the analysis and extraction of cannabinoid oil through ultra-performance convergence 
chromatography and carbon dioxide supercritical fluid extraction, respectively. Accountable for 
ensuring that appropriate and timely specimen handling, delivery, specimen testing, results 
reporting in an efficient and cost effective manner in accordance with laboratory policies and 
procedures. Responsible for ensuring that all laboratory procedures being performed in areas of 
responsibility will comply with all regulatory, accrediting, and licensure requirements. Strictly 
adhere to company health, safety and regulatory policies, including correct handling of Hazardous 
Materials and wearing proper PPE (personal protective equipment). Responsible for training, 
evaluating, motivating, and leading laboratory employees. Assign duties to the laboratory team and 
evaluate all needed work procedures to expedite work flow. 

14. Extraction Team – Manual operator of laboratory activities and personnel in the analysis and 
extraction of cannabinoid oil through ultra-performance convergence chromatography and carbon 
dioxide supercritical fluid extraction respectively. Aid the Chemist in all areas of the extraction 
process, including grinding, weighing, decarbing, extracting, analyzing, and blending cannabis and 
oils. Operates CO2 extraction machines and any related machines related to the extraction process. 
Adhere to company health, safety and regulatory policies, including correct handling of Hazardous 
Materials and wearing proper PPE (personal protective equipment). 

15. Production & Packaging Supervisor – Supervise and coordinate activities of workers engaged in 
packaging products and materials for storage or shipment. Study production orders to ascertain 
type and quantity of product, containers to be used, and other packaging requirements. Observes 
packaging operations to verify conformance to specifications. Train workers in the operation of 
equipment. Must ensure labor laws, safety regulations and companies policies are adhered to. 
Troubleshoot issues with Production and Packaging staff. Assign duties to the Production and 
Packaging team and evaluate all needed work procedures to expedite work flow. 



16. Production & Packaging Lead – Second in command when the Production & Packaging supervisor is 
not present. Must ensure labor laws, safety regulations and company policies are adhered to. 
Responsible for packaging and labeling products before distribution. Examine and inspect 
containers, materials, and products to ensure that packing specifications are met. Record product, 
packaging, and order information on specified forms and records. Remove completed or defective 
products or materials, placing them on moving equipment such as conveyors or in specified areas 
such as loading docks. Train, evaluate, motivate, and lead employees. Assigns duties to the 
Production and Packaging team. Evaluate all needed work procedures to expedite work flow. 

17. Production & Packaging Team – Responsible for packaging and labeling products before 
distribution. Examine and inspect containers, materials, and products to ensure that packing 
specifications are met. Record product, packaging, and order information on specified forms and 
records. Remove completed or defective products or materials, placing them on moving equipment 
such as conveyors or in specified areas such as loading docks. Adhere to labor laws, safety 
regulations and company’s policies. 

18. Warehouse Supervisor – Responsible for the Warehouse department. Must ensure labor laws, 
safety regulations and company policies are adhered to. Meet warehouse operational standards by 
contributing warehouse information to strategic plans and reviews; implementing production, 
productivity, quality, and customer-service standards; resolving problems; identifying warehouse 
system improvements. Maintain inventory by conducting monthly physical counts; reconciling 
variances; inputting data. Update job knowledge by participating in educational opportunities; 
reading technical publications. Train, evaluate, motivate, and lead employees. Assigns duties to the 
Warehouse team and evaluate all needed work procedures to expedite work flow. 

19. Warehouse Shift Lead – Second in command when the Warehouse Supervisor is not present. Must 
ensure labor laws, safety regulations and companies policies are adhered to. Meet warehouse 
operational standards by contributing warehouse information to strategic plans and reviews; 
implementing production, productivity, quality, and customer-service standards; resolving 
problems; identifying warehouse system improvements. Maintains inventory by conducting 
monthly physical counts; reconciling variances; inputting data. Update job knowledge by 
participating in educational opportunities; reading technical publications. Train, evaluate, motivate, 
and lead employees. Assign duties to the warehouse team and evaluate all needed work procedures 
to expedite work flow. 

20. Warehouse Team – Completes shipments by processing and loading orders. Prepare orders by 
processing requests and supply orders; pulling materials; packing boxes; placing orders in delivery 
area. Maintain quality service by following organization standards. Maintain safe and clean work 
environment by keeping shelves, pallet area, and workstations neat; maintaining clean shipping 
supply area; complying with procedures, rules, and regulations. 

21. Director of Quality Assurance – Direct all quality assurance activities for the company. Perform 
duties that support the company’s QA and operational key indicators as well as verify all products to 
ensure Food Safety, Quality and SQF 2000 standards and specifications are met. Work directly with 
manufacturing to schedule and control inspection activities and to enforce requirements as 
specified by raw materials, ingredients, products and package specifications, and regulatory 
agencies. Review documentation for completeness and accuracy. Work with research and 
development during new product start-ups and establishes checkpoints for testing new products 
and processes. Initiate corrective action for procedural product or process deficiencies. 

22. Quality Assurance Supervisor – Second in command when Quality Manager is not present. Assist in 
directing all quality assurance activities for the company. Perform duties that support the 



company’s QA and operational key indicators as well as verify all products to ensure Food Safety, 
Quality and SQF 2000 standards and specifications are met. Work directly with manufacturing to 
schedule and control inspection activities and to enforce requirements as specified by raw 
materials, ingredients, products and package specifications, and regulatory agencies. Review 
documentation for completeness and accuracy. Works with research and development during new 
product start-ups and establishes checkpoints for testing new products and processes. Initiate 
corrective action for procedural product or process deficiencies.  

23. Quality Assurance Technician – Responsible for analysis and verification activities required in Safe 
Quality Food (SQF) System as well as ensuring all production process control. Conduct analytical 
testing of products and raw materials; sample during process and conduct QA/QC tests; coordinate 
sensory analysis. Maintain, clean and calibrate laboratory equipment, operating and training 
manuals. Assist with establishment of Standard Operating Procedures relevant to the factory. 

24. Sanitation Lead – Responsible for managing and maintaining daily, weekly, and monthly sanitation 
needs and operations. Manage sanitation workers. Responsible for ensuring that all sanitation 
procedures being performed will comply with all sanitation regulation and policy. Train, evaluate, 
motivate, and lead employees. 

25. Accounting – Responsible for all transactions regarding general ledger work, accounts receivable, 
accounts payable, payroll and other accounting transactions as necessary, along with monthly 
balance sheet reconciliations. Report to CFO. 

26. Customer Support Team – Perform a variety of customer service duties necessary for the Company 
to run efficiently. Provide support to Marketing and Sales staff, President, CFO, and VP of 
Operations. The customer service representative will project a professional company image and 
optimize customer’s experience through in-person and phone interaction. Expected to maintain a 
friendly, courteous, and positive attitude. 

27. Human Resource Team – Maintain and enhance the organization's human resources by planning, 
implementing, and evaluating employee relations and human resources policies, programs, and 
practices. 

28. Marketing Team – Responsible for creating and delivering marketing ideas and activities. Concept 
and creates marketing materials, manages projects, and ensures company messages are consistent. 

29. Public Relations Team – Responsible for the public relations initiatives within a company. Create, 
manage, and implement PR campaigns with the goal of enriching a company's position within the 
public eye. Maintain and develop strong relationships with media outlets. 

30. Director of Security and Security Team – Responsible for patrolling the premises of building to 
detect suspicious activity and ensures the safety of employees and product. Provide the first line 
response to emergencies. Permit authorized persons to enter the facility and monitor entrances and 
exits. Regulate and monitor building systems. Provide courteous assistance to customers and 
employees. 

 

 

 

 

 



B.   PLEASE DESCRIBE THE QUALIFICATIONS OF EACH PRINCIPAL AND EMPLOYEE 

1. Irrigation Technician – Experience in cultivation/horticulture preferred. Ability to work effectively in 
an individual and team environment. Highly motivated and dedicated self-starter with proven 
dependability. 

2. Trimming Technician – Experience in cultivation/horticulture preferred. Ability to work effectively in 
an individual and team environment. Highly motivated and dedicated self-starter with proven 
dependability. 

3. Mother Care Technician – Experience in cultivation/horticulture preferred. Ability to work 
effectively in an individual and team environment. Highly motivated and dedicated self-starter with 
proven dependability. 

4. Clone Technician – Experience in cultivation/horticulture preferred. Ability to work effectively in an 
individual and team environment. Highly motivated and dedicated self-starter with proven 
dependability. 

5. Plant Care Technician – Experience in cultivation/horticulture preferred. Ability to work effectively 
in an individual and team environment. Highly motivated and dedicated self-starter with proven 
dependability. 

6. IPM Technician – Experience in cultivation/horticulture preferred. Ability to work effectively in an 
individual and team environment. Highly motivated and dedicated self-starter with proven 
dependability. 

7. Production Manager – Bachelor’s Degree in a technical field is preferred. Must have at least three 
years of management experience in a similar role. Excellent communication and interpersonal skills. 
Must be knowledgeable about various cannabis strains. Excellent ability to exercise initiative, 
problem-solving, and decision-making skills. Must have a minimum of one year experience in Good 
Manufacturing Practices (GMP). 

8. Maintenance Supervisor – Must have a degree or technical training in electrical maintenance or at 
least five years of experience in maintenance. Must have supervisorial experience in a similar role. 
Excellent communication and interpersonal skills. Excellent initiative, problem-solving, and decision 
making skills. Good Manufacturing Practices (GMP) experience a plus. 

9. Maintenance Shift Lead – High school diploma or GED required. Minimum of two years of 
experience in a warehouse management role. Must have good communication, analytical, reading, 
and mathematical skills. Must be knowledgeable about standard warehouse operational methods, 
policies, and regulations. 

10. Maintenance Team – Must have a high school degree or GED. Ability to work effectively in an 
individual and team environment. Highly motivated and dedicated self-starter with proven 
dependability. Must be able to perform physical activities such as lifting, walking, stooping, kneeling, 
crawling, handling, and moving objects up to 50 pounds. 

11. Chemist – Must have a Masters in chemistry, biochemistry, molecular biophysics, bioengineering, 
chemical engineering, or related field. Must have at least five years of managerial experience. Must 
be knowledgeable in extraction techniques. Must be knowledgeable about various cannabis strains. 
Excellent initiative, problem-solving, and decision-making skills. 

12. Extraction Shift Lead – Must have a Masters in chemistry, biochemistry, molecular biophysics, 
bioengineering, chemical engineering, or related field. Must have at least three years of managerial 
experience. Must be knowledgeable in extraction techniques. Must be knowledgeable about various 
cannabis strains. Excellent initiative, problem-solving, and decision-making skills. 



13. Grinder/Stock Controller – Must have at least five years of supervisorial experience. Must be able 
to operate grinding machine. Must be knowledgeable about various cannabis strains. Excellent 
initiative, problem-solving, and decisionmaking skills. 

14. Extraction Team – Bachelor’s Degree in chemistry or related field. Must have previous experience in 
extraction. Experience in extraction preferred. Must be knowledgeable about various cannabis 
strains. Ability to exercise initiative, problem-solving, and decision-making. 

15. Production & Packaging Supervisor –Must have at least five years of supervisorial experience in a 
similar role. Excellent communication and interpersonal skills. Excellent initiative, problem-solving, 
and decision-making skills. 

16. Production & Packaging Lead – Must have at least two years of supervisorial experience in a similar 
role. Excellent communication and interpersonal skills. Excellent initiative, problem-solving, and 
decision-making skills. 

17. Production & Packaging Team – Must have high school diploma or GED. Previous experience 
working in production or related field preferred. Effective communication and interpersonal skills. 
Ability to work effectively in an individual and team environment. Highly motivated and dedicated 
self-starter with proven dependability. 

18. Warehouse Supervisor – High school diploma or GED required. Minimum of five years of experience 
in a warehouse management role. Must have good communication, analytical, reading, and 
mathematical skills. Must be knowledgeable about standard warehouse operational methods, 
policies, and regulations. 

19. Warehouse Shift Lead – High school diploma or GED required. Minimum of two years of experience 
in a warehouse management role. Must have good communication, analytical, reading, and 
mathematical skills. Must be knowledgeable about standard warehouse operational methods, 
policies, and regulations. 

20. Warehouse Team – Must have a high school degree or GED. Previous warehouse experience 
preferred. Ability to work effectively in an individual and team environment. Highly motivated and 
dedicated self-starter with proven dependability. Must be able to perform physical activities such as 
lifting, walking, stooping, kneeling, crawling, handling, and moving objects up to 50 pounds. 

21. Director of Quality Assurance  – Bachelor’s degree in chemistry, biochemistry, food science, or 
related field. Master’s degree in related discipline preferred. Must have a minimum of five years of 
experience in project management or quality assurance. Must have a minimum of three years’ 
experience managing a quality assurance team for a large scale operation. Two years of SQF or BRC 
management experience required. 

22. Quality Assurance Supervisor – Bachelor’s degree in chemistry, biochemistry, food science, or 
related field. Master’s degree in related discipline preferred. Must have a minimum of three years of 
experience in project management or quality assurance. Must have a minimum of one year 
experience managing a quality assurance team for a large scale operation. One year of SQF or BRC 
management experience required. 

23. Quality Assurance Technician – Bachelor’s degree in a science discipline preferably in food science, 
or 2+ years of quality assurance experience. 

24. Sanitation Lead – Must have high school diploma or GED. Must have at least four years of sanitation 
experience and two years of supervisorial experience. 

25. Accounting – Bachelor’s degree in accounting, business, economics, or related field. Minimum of 
two years of experience as an accountant. Excellent communication, planning, organizational, 



analytical, and time management skills. Must possess strong mathematical aptitude. Must be 
computer literate. 

26. Customer Support Team – Must have a high school degree or GED. Must be positive, energetic, self-
motivated, and proactive. Must have strong communication and interpersonal skills. Prior customer 
service experience preferred. 

27. Human Resource Team – Bachelor’s degree in human resources, business, or related field. Can be 
substituted for 2 or more years of human resources experience. Demonstrated success in working in 
a team environment. Excellent organizational, communication, analytical, multi-tasking, and 
problem-solving skills. 

28. Marketing Team – Bachelor’s degree in marketing, communications, or related field. Can be 
substituted for 2 or more years of marketing experience. Excellent organizational, communication, 
analytical, multi-tasking, and problem-solving skills. 

29. Public Relations Team – Bachelor’s degree in marketing, communications, or related field. Can be 
substituted for 2 or more years of public relations experience. Excellent organizational, 
communication, analytical, multi-tasking, and problem-solving skills. Ability to multi-task and 
prioritize responsibilities. 

30. Director of Security and Security Team – Must have high school degree or GED. Must have a 
security guard license. Have at least one year of experience as a security guard, police officer, 
correctional officer, national guard, or similar. CPR license a plus. Works well under pressure. 

 



  1  

  
  
  
  
  

    
  
  
  
  

West Hollywood  

Employee Handbook  
  
  
  
  
  
  
  
  
  
  

Draft: February 20, 2016  
  

      

 
 
 
 
 
 

 
 



  2  

1.Introduction  
  
1.1 Handbook Disclaimer  
  
The contents of this handbook serve only as guidelines and supersede any prior handbook. 
Neither this handbook, nor any other policy or practice, creates an employment contract, or 
an implied or express promise of continued employment with the Organization. Employment 
with MedMen is "AT--WILL.” This means employees or MedMen may terminate the 
employment relationship at any time, for any reason, with or without cause or advance 
notice. As an at-will employee, it is not guaranteed, in any manner, that you will be employed 
with MedMen for any set period of time.  
  
The Organization has the right, with or without notice, in an individual case or generally, to 
change any of the policies in this handbook, or any of its guidelines, policies, practices, 
working conditions or benefits at any time. No one is authorized to provide any employee 
with an employment contract or special arrangement concerning terms or conditions of 
employment unless the contract or arrangement is in writing and signed by the president and 
the employee.  
  
1.2 Welcome Message  
  
Dear Valued Employee,  
  
Welcome to MedMen! We are pleased with your decision to join our team.  
  
MedMen is committed to providing superior quality and unparalleled customer service in all aspects 
of our business. We believe each employee contributes to the success and growth of our 
Organization.  
  
This employee handbook contains general information on our policies, practices, and benefits. 
Please read it carefully. If you have questions regarding the handbook, please discuss them with 
your supervisor or the Director of Human Resources.  
  
Welcome aboard. We look forward to working with you!  
  
Sincerely,  
  
The Director of Human Resources  
  
1.3 Changes in Policy  
  
Change at MedMen is inevitable. Therefore, we expressly reserve the right to interpret, modify, 
suspend, cancel, or dispute, with or without notice, all or any part of our policies, procedures, and 
benefits at any time with or without prior notice. Changes will be effective on the dates determined 
by MedMen, and after those dates all superseded policies will be null and void.  
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No individual supervisor or manager has the authority to alter the foregoing. Any employee who is 
unclear on any policy or procedure should consult a supervisor or the Director of Human  
Resources.    

2.General Employment  
  
2.1 At-Will Employment  
  
Employment with MedMen is "at-will." This means employees are free to resign at any time, with 
or without cause, and MedMen may terminate the employment relationship at any time, with or 
without cause or advance notice. As an at-will employee, it is not guaranteed, in any manner, that 
you will be employed with MedMen for any set period of time.  
  
The policies set forth in this employee handbook are the policies that are in effect at the time of 
publication. They may be amended, modified, or terminated at any time by MedMen, except for 
the policy on at-will employment, which may be modified only by a signed, written agreement 
between the President and the employee at issue. Nothing in this handbook may be construed as 
creating a promise of future benefits or a binding contract between MedMen and any of its 
employees.  
  
2.2 Immigration Law Compliance  
  
MedMen is committed to employing only United States citizens and aliens who are authorized to 
work in the United States.  
  
In compliance with the Immigration Reform and Control Act of 1986, as amended, each new 
employee, as a condition of employment, must complete the Employment Eligibility Verification 
Form I-9 and present documentation establishing identity and employment eligibility. Former 
employees who are rehired must also complete the form if they have not completed an I-9 with 
MedMen within the past three years, or if their previous I-9 is no longer retained or valid.  
  
MedMen may participate in the federal government's electronic employment verification system, 
known as “E-Verify.” Pursuant to E-Verify, MedMen provides the Social Security Administration, 
and if necessary, the Department of Homeland Security with information from each new employee's 
Form I-9 to confirm work authorization.  
  
2.3 Equal Employment Opportunity  
  
MedMen  
  
MedMen is an Equal Opportunity Employer. Employment opportunities at MedMen are based on 
one's qualifications and capabilities to perform the essential functions of a particular job. All 
employment opportunities are provided without regard to race, religion, color, sex, national origin, 
age, military status, veteran status, disability, genetic information, ancestry, medical condition, 
marital status, gender identity, gender expression, sexual orientation, or any other characteristic 
protected by law.  
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This Equal Employment Opportunity policy governs all aspects of employment, including, but not 
limited to, recruitment, hiring, internships, selection, job assignment, promotions, transfers, 
compensation, discipline, termination, lay off, access to benefits and training, and all other 
conditions and privileges of employment.  
    
MedMen strongly urges the reporting of all instances of discrimination and harassment, and 
prohibits retaliation against any individual who reports discrimination, harassment, or participates 
in an investigation of such report. Appropriate disciplinary action, up to and including immediate 
termination, will be taken against any employee who violates this policy.  
  
2.4 Employee Grievances  
  
It is the policy of MedMen to maintain a harmonious workplace environment. MedMen encourages 
its employees to express concerns about work-related issues, including workplace communication, 
interpersonal conflict, and other working conditions.  
  
Employees are encouraged to raise concerns with their supervisors. If not resolved at this level, an 
employee may submit, in writing, a signed grievance to the Director of Human Resources.  
  
Justin Bunton  
Justin@medmen.com  
310-666-8176  
  
After receiving a written grievance, MedMen may hold a meeting with the employee, the immediate 
supervisor, and any other individuals who may assist in the investigation or resolution of the issue. 
All discussions related to the grievance will be limited to those involved with, and who can assist 
with, resolving the issue.  
  
Complaints involving alleged discriminatory practices shall be processed in accordance with 
MedMen's Sexual and other Unlawful Harassment Policy, listed in section 6.6 below.  
  
MedMen assures that all employees filing a grievance or complaint can do so without fear of 
retaliation or reprisal.  
  
2.5 Internal Communication  
  
Effective and ongoing communication within MedMen is essential. As such, the Organization 
maintains systems through which important information can be shared among employees and 
management.  
  
Bulletin boards are posted in designated areas of the workplace to display important information 
and announcements. In addition, MedMen uses the Intranet and email to facilitate communication 
and share access to documents.   
  
All employees are responsible for checking internal communications on a frequent and regular 
basis. Employees should consult their supervisor with any questions or concerns on information 
disseminated.  
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2.6 Outside Employment  
  
Employees may hold outside jobs as long as the employee meets the performance standards of their 
position with MedMen and does not create a conflict of interest.  
  
Unless an alternative work schedule has been approved by MedMen, employees will be subject to 
the Organization's scheduling demands, regardless of any existing outside work assignments; this 
includes availability for overtime when necessary.   
MedMen's property, office space, equipment, materials, trade secrets, and any other confidential 
information may not be used for any purposes relating to outside employment.  
  
2.7 Anti-Retaliation and Whistleblower Policy  
  
This policy is designed to protect employees and address MedMen's commitment to integrity and 
ethical behavior. In accordance with anti-retaliation and whistleblower protection regulations, 
MedMen will not tolerate any retaliation against an employee who:  
  

• Makes a good faith complaint, or threatens to make a good faith complaint, regarding the 
suspected Organization or employee violations of the law, including discriminatory or 
other unfair employment practices;  

• Makes a good faith complaint, or threatens to make a good faith complaint, regarding 
accounting, internal accounting controls, or auditing matters that may lead to incorrect, or 
misrepresentations in, financial accounting;  

• Makes a good faith report, or threatens to make a good faith report, of a violation that 
endangers the health or safety of an employee, patient, client or customer, environment or 
general public;  

• Objects to, or refuses to participate in, any activity, policy or practice, which the employee 
reasonably believes is a violation of the law;  

• Provides information to assist in an investigation regarding violations of the law; or  
• Files, testifies, participates or assists in a proceeding, action or hearing in relation to alleged 

violations of the law.  
  
Retaliation is defined as any adverse employment action against an employee, including, but not 
limited to, refusal to hire, failure to promote, demotion, suspension, harassment, denial of training 
opportunities, termination, or discrimination in any manner in the terms and conditions of 
employment.  
  
Anyone found to have engaged in retaliation or in violation of law, policy, or practice will be subject 
to discipline, up to and including termination of employment. Employees who knowingly make a 
false report of a violation will be subject to disciplinary action, up to and including termination.  
  
Employees who wish to report a violation should contact their supervisor or Director of Human 
Resources directly. Employees should also review their state and local requirements for any 
additional reporting guidelines.  
  
MedMen will promptly and thoroughly investigate and, if necessary, address any reported violation.  
  



  6  

Employees who have any questions or concerns regarding this policy and related reporting 
requirements should contact their supervisor, the Director of Human Resources or any state or local 
agency responsible for investigating alleged violations.  
  

    
3.Employment Status & Recordkeeping  
  
3.1 Employment Classifications  
  
For purposes of salary administration and eligibility for overtime payments and employee benefits, 
MedMen classifies employees as either exempt or non-exempt. Non-exempt employees are entitled 
to overtime pay in accordance with federal and state overtime provisions. Exempt employees are 
exempt from federal and state overtime laws and, but for a few narrow exceptions, are generally 
paid a fixed amount of pay for each workweek in which work is performed.  
  
If you change positions during your employment with MedMen or if your job responsibilities 
change, you will be informed by the Director of Human Resources of any change in your exempt 
status.  
  
In addition to your designation of either exempt or non-exempt, you also belong to one of the 
following employment categories:  
  
Full-Time:  
  
Full-time employees are regularly scheduled to work greater or equal to 40 hours per week. 
Generally, regular full-time employees are eligible for MedMen's benefits, subject to the terms, 
conditions, and limitations of each benefit program.  
  
Part-Time:  
  
Part-time employees are regularly scheduled to work less than 40 hours per week. Regular parttime 
employees may be eligible for some MedMen benefit programs, subject to the terms, conditions, 
and limitations of each benefit program.  
  
Temporary:  
  
Temporary employees include those hired for a limited time to assist in a specific function or in the 
completion of a specific project. Employment beyond any initially stated period does not in any 
way imply a change in employment status or classification. Temporary employees retain temporary 
status unless and until they are notified, by MedMen Management, of a change.  
  
3.2 Personnel Data Changes  
  
It is the responsibility of each employee to promptly notify their supervisor or the Director of 
Human Resources of any changes in personnel data. Such changes may affect your eligibility for 
benefits, the amount you pay for benefit premiums, and your receipt of important company 
information.    
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If any of the following have changed or will change in the coming future, contact your supervisor 
or the Director of Human Resources as soon as possible:  
  

• Legal name  
• Mailing address  
• Telephone number(s)  
• Change of beneficiary  
• Exemptions on your tax forms  
• Emergency contact(s)  
• Training certificates  
• Professional licenses  

  
3.3 Termination of Employment  
  
Termination of employment is an inevitable part of personnel activity within any organization, and 
many of the reasons for termination are routine. Common circumstances under which employment 
is terminated include the following:  
  

• Resignation - Voluntary employment termination initiated by an employee.  
• Termination - Involuntary employment termination initiated by MedMen. In most cases, 

MedMen will use progressive disciplinary actions before dismissing an employee. 
However, certain actions warrant immediate termination.  

• Layoff - Involuntary employment termination initiated by MedMen for non-disciplinary 
reasons.  

• Retirement - Voluntary employee termination upon eligibility for retirement.  
  
Employees who intend to terminate employment with MedMen, shall provide MedMen with at least 
two weeks of written notice. Such notice is intended to allow the Organization time to adjust to the 
employee's departure without placing undue burden on those employees who may be required to 
fill in before a replacement can be found.  
  
Since employment with MedMen is based on mutual consent, both the employee and MedMen have 
the right to terminate employment at-will, with or without cause, at any time.  
  
In the case of employee termination, the employee will receive their accrued pay in accordance with 
all federal, state and local laws.  
  
Any employee who terminates employment with MedMen shall return all files, records, keys, and 
any other materials that are the property of MedMen.  
  
    
Employee benefits will be affected by employment termination in the following manner:  
  

• All accrued vested benefits that are due and payable at termination will be paid in 
accordance with applicable federal, state and local laws.  
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• Some benefits may be continued at the employee's expense, if the employee elects to do 
so, such as healthcare coverage.  

• The employee will be notified of the benefits that may be continued and of the terms, 
conditions, and limitations of such continuation.  

  
If you have any questions or concerns regarding this policy, direct them to the Director of Human 
Resources.  
  
3.4 Expense Reimbursement  
  
MedMen reimburses employees for necessary expenditures and reasonable costs incurred in the 
course of doing their jobs. The MedMen management must approve expenses incurred by an 
employee in advance.  
  
Some expenses that may warrant reimbursement include, but are not limited, to the following: 
mileage costs, air or ground transportation costs, lodging, meals for the purpose of carrying out 
company business, and any other reimbursable expenses as required by law. Employees are 
expected to make a reasonable effort to limit business expenses to economical options.  
  
To be reimbursed, employees must submit expense reports to the Director of Human Resources for 
approval. Receipts or other documentation substantiating the expenses must accompany the report. 
Questions regarding this policy should be directed to your supervisor.  
  

    
4.Working Conditions & Hours  
  
4.1 Company Hours  
  
MedMen is open for business:  
  

• Monday - Friday 10:00 AM to 8:00 PM  
• Saturday 10:00 AM to 8:00 PM  
• Sunday 12:00 PM to 7:00 PM  

  
This excludes holidays recognized by MedMen.  
  
Supervisors will advise employees of their scheduled shift, including starting and ending times. 
Business needs may necessitate a variation in your starting and ending times as well as in the total 
hours you may be scheduled to work each day and each week.  
  
4.2 Emergency Closing  
  
At times, emergencies such as severe weather, fires, or power failures can disrupt company 
operations. In extreme cases, these circumstances may require the closing of a work facility. The 
decision to close or delay regular operations will be made by MedMen management.  
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When a decision is made to close the office, employees will receive official notification from their 
supervisor.  
  
4.3 Safety  
  
MedMen is committed to providing a clean, safe, and healthful work environment for its employees. 
Maintaining a safe work environment, however, requires the continuous cooperation of all 
employees. MedMen and all employees must comply with all occupational safety and health 
standards and regulations established by the Occupational Safety and Health Act and state and local 
regulations. In addition, all employees are expected to obey safety rules and exercise caution and 
common sense in all work activities.  
  
Employees must immediately report any unsafe conditions to their supervisor. Employees who 
violate safety standards, cause hazardous or dangerous situations, or fail to report or, where 
appropriate, remedy such situations may be subject to disciplinary action, up to and including 
termination of employment.  
  
In the case of an accident that results in injury, regardless of how seemingly insignificant the injury 
may appear, employees must notify their supervisor.  
  
Questions regarding this policy should be directed to your supervisor or the Director of Human 
Resources.  
  
    
4.4 Security  
  
The purpose of MedMen's security policy is to protect Organization assets and to maintain a safe 
working environment for all employees.  
  
Facility Access:  
  
Only specific MedMen employees will be issued a key to gain access to MedMen facilities. 
Employees who are issued keys are responsible for their safekeeping. All lost or stolen keys must 
be reported to your supervisor as soon as possible.  
  
Upon separation from MedMen, and at any other time on MedMen's request, all keys must be 
returned to your supervisor.  
  
Employees are not permitted on company property after hours without prior written authorization 
from the dispensary manger.  
  
4.5 Meal & Break Periods  
  
Employees working 5 or more hours in a workday are entitled to at least a 30-minute meal period. 
Employees working 10 or more hours in a workday are entitled to a second 30-minute meal period. 
For non-exempt employees, the fist meal period is unpaid, but MedMen pays for the second meal 
break. Non-exempt employees must record the beginning and ending of their meal periods using 
MedMen's timekeeping system.  
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Non-exempt employees must be fully relieved of their job responsibilities and are not permitted to 
work during unpaid meal periods.  
  
In the limited circumstances described below, with the employee's and the Organization's mutual 
consent; employees may waive their meal periods:  
  

• If an employee's workday ends within six hours;  
• If an employee's workday will not exceed twelve hours, then the employee may waive their 

second meal period but only if the first meal period was not waived.  
  

If an employee voluntarily waives a meal period, the employee must submit a written request and 
receive written authorization from their supervisor to do so.  
  
In very limited situations, non-exempt employees may take a paid on-duty meal period. Nonexempt 
employees may only do so when the nature of their work requires it, and only after the employee 
and MedMen agree in writing. Employees may revoke this agreement in writing at any time.  
  
    
Non-exempt employees are also entitled to paid break periods in accordance with the following 
schedule:  
  

• One 10 minute break period for shifts from 3.5 to 6 hours in length;  
• Two 10 minute break periods for shifts of more than 6 hours and up to 10 hours; • 

 Three 10 minute break periods for shifts of more than 10 hours and up to 14 hours.  
  
Supervisors will schedule meal and break periods in order to accommodate the Organization's 
operating requirements. Where possible, breaks will be scheduled in the middle of each work 
period. Employees must take their meal and break periods, but if for any reason a non-exempt 
employee does not take the applicable meal or break period, the employee must notify his or her 
supervisor immediately.  
  
If a non-exempt employee is discouraged, deterred, or otherwise impeded from taking a meal or 
break period they are entitled to, notify the Director of Human Resources immediately.  
  
For questions regarding this policy, please speak with the Director of Human Resources.  
  
4.6 Break Time for Nursing Mothers  
  
MedMen accommodates employees who wish to express breast milk during the workday by 
providing reasonable break times to do so. The Organization will provide a designated room, other 
than a bathroom, that is shielded from view, free from intrusion from coworkers and the public and 
is in compliance with all other applicable laws for this purpose.  
  
Employees who use regularly scheduled rest breaks to express breast milk will be paid for the break 
time. If the lactation break does not run concurrently with the employee’s regularly scheduled 
compensated break, the lactation break time will be unpaid.  
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For questions related to this policy, please contact the Director of Human Resources.  
  
4.7 Meal & Break Periods  
  
In accordance with state and local laws, non-exempt employees will be provided with meal and 
break periods. Break periods of less than 20 minutes will be paid. Break periods lasting longer than 
20 minutes will be unpaid.  
  
Non-exempt employees must be fully relieved of their job responsibilities and encouraged not to 
work during unpaid break and meal periods of more than 20 minutes. If for any reason a nonexempt 
employee does not take the applicable meal and rest period that they are provided, the employee 
must notify his or her supervisor immediately.  
  
MedMen will schedule meal and break periods in order to accommodate Organization operating 
requirements.  
  

    
5.Employee Benefits  
  
5.1 Paid Sick Leave  
  
Eligible employees may be entitled to paid sick leave under the Healthy Workplaces, Healthy 
Families Act. Below is a summary of rights and obligations under the Act.  
  
Eligible Employees:  
  
To be eligible for paid sick leave, employees must work in California for MedMen for 30 or more 
days within a year of their hire date. Employees are eligible to begin using accrued paid sick leave 
after 90 days of service with MedMen.  
  
Basic Leave Entitlement:  
  
Eligible employees may take up to 24 hours or three days of accrued paid sick leave per year for:  
  

• The diagnosis, care, or treatment of an existing health condition of, or preventive care for, 
an employee or an employee's family member; or  

• To attend legal proceedings, or to obtain care, counseling or other victims’ services for 
domestic violence, sexual assault, or stalking.  
  

Employees accrue paid sick leave at a rate of one hour for every 30 hours worked, up to a maximum 
of 24 hours or three days per year. Accrued leave may generally be carried over into the following 
year; however, employees may not use more than three days of paid sick leave per year. Upon 
separation from MedMen, employees are not entitled to be compensated for accrued, but unused 
paid sick days.  
  
Notice:  
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To the extent possible, employees must provide reasonable advance notice of their need for leave 
under this policy. If the need for leave is not foreseeable, an employee must provide notice as soon 
as practicable.  
  
Benefits Continuation:  
  
Leave under this policy will not constitute a break in the employee's continuous service for the 
purpose of MedMen benefits and seniority.  
  
Relationship with Other Leave Policies:  
  
If a law, regulation or policy provides for greater accrual or use of sick days, the law, regulation or 
policy with the greater protection may apply. For questions regarding the interplay between your 
entitlement to leave under other laws, regulations or Organization policies and your entitlement to 
leave under the Act, please contact the Director of Human Resources.  
  
Job Restoration:  
  
Up on expiration of the leave, an employee will generally be reinstated to his or her position with 
equivalent seniority, benefits, pay and other terms and conditions of employment.  
5.2 Military Leave  
  
MedMen grants employees time off for service, training and other obligations in the uniformed 
services in accordance with the Uniformed Services Employment and Reemployment Rights Act 
(USERRA) and any other applicable state law.  
  
All employees requesting time off for military service must provide advance notice to their 
immediate supervisor, unless military necessity prevents such notice or it is otherwise 
impracticable. Continuation of health insurance benefits is available during military leave subject 
to the terms and conditions of the group health plan and applicable law.  
  
Employees are eligible for reemployment for up to five years from the date their military leave 
began. The period an individual has to apply for reemployment or report back to work after military 
service is based on time spent on military duty and on applicable law. For reinstatement guidelines, 
contact the Director of Human Resources.  
  
Employees who qualify for reemployment will return to work at a pay level and status equal to that 
which they would have attained had they not taken military leave. They will be treated as though 
they were continuously employed for purposes of determining benefits based on length of service.  
  
MedMen complies with all rights and protections under all applicable state laws granting time off 
for service, training and other obligations in the uniformed services. This includes, but is not limited 
to, benefits entitlement and continuation, notice and recertification requirements, and 
reemployment application requirements.  
  
Questions regarding this policy should be directed to the Director of Human Resources.  
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5.3 Jury Duty  
  
MedMen encourages employees to fulfill their civic responsibilities when called up on to serve as 
a juror. Employees must provide their immediate supervisor with a copy of their jury summons as 
soon as possible so that the supervisor may make arrangements to accommodate their absence.  
  
Employees on jury duty must report to work on workdays, or parts of workdays, when they are not 
required to serve. Either MedMen or the employee may request an excuse from jury duty if it is 
determined that the employee's absence would create serious operational difficulties.  
  
5.4 Workers' Compensation  
  
Employees who are injured on the job at MedMen are eligible for Workers' Compensation benefits. 
Such benefits are provided at no cost to employees and cover any injury or illness sustained in the 
course of employment that requires medical treatment.  
  
Employees who sustain work-related injuries or illnesses must notify their supervisor immediately 
so that MedMen can notify the workers' compensation insurance carrier as soon as possible.  
  
    
Lost time or medical expenses incurred as a result of an accident or injury which occurred while an 
employee was on the job will be compensated accordance with workers' compensation laws. This 
protection is paid for in full by MedMen. No premium is charged for this coverage and no individual 
enrollment is required. MedMen will provide medical care and a portion of lost wages through our 
insurance carrier.  
  
All job-related accidents or illnesses must be reported to an employee's supervisor immediately up 
on occurrence. Supervisors will then immediately contact the Director of Human Resources to 
obtain the required claim forms and instructions.  
  
5.5 Crime Victims Leave  
  
An employee may be entitled to leave if the employee, or his or her immediate family member, is 
a victim of a serious or violent felony, or a felony related to theft or embezzlement. Such leave may 
be taken to attend legal and court proceedings related to the crime. For purposes of this policy, 
immediate family member means spouse, registered domestic partner, child, child of registered 
domestic partner, stepchild, sibling, stepbrother, stepsister, parent, and stepparent.  
  
The employee must provide MedMen with a copy of the notice of each scheduled proceeding that 
is provided to the victim, unless advance notice is not feasible. When advance notice is not feasible, 
the employee must be prepared to provide MedMen with certification of the judicial proceeding 
from the proper authority within a reasonable time following the leave. The documentation may be 
from the court or government agency setting the hearing, the district attorney or prosecuting 
attorney 's office, or the victim/witness office that is advocating on behalf of the victim.  
  
Crime victim’s leave is unpaid; however, employees may use accrued paid time off for this purpose.  
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Upon expiration of the leave, an employee will generally be reinstated to his or her position with 
equivalent seniority, benefits, pay and other terms and conditions of employment.  
  
5.6 Domestic Violence Leave  
  
An employee may be entitled to a reasonable amount of leave if the employee is a victim of 
domestic violence, sexual assault or stalking. This leave may be used:  
  

• To seek medical attention for injuries caused by domestic violence, sexual assault or 
stalking;  

• To obtain services from a domestic violence shelter, program, or crisis center as a result of 
domestic violence, sexual assault or stalking;  

• To obtain psychological counseling related to an experience of domestic violence, sexual 
assault or stalking; or  

• To participate in safety planning and take other actions to increase safety from future 
domestic violence, sexual assault or stalking, including temporary or permanent relocation.  

  
Except in cases of imminent danger to the health or safety of the employee, or unless impractical, 
an employee requesting domestic violence leave must provide his or her supervisor with reasonable 
notice prior to the need for leave.  
Employees must be prepared to provide MedMen with certification to verify the employee's 
eligibility for the leave requested, such as a police report, a court order, or documentation from a 
medical professional, domestic violence advocate, health care provider, or counselor.  
  
Domestic violence leave is unpaid; however, employees may use accrued paid time off for this 
purpose.  
  
5.7 Voting Leave  
  
MedMen requests that, whenever possible, employees vote before or after work hours to avoid 
interference with business operations. However, if an employee does not have sufficient time 
outside of work hours to cast his or her ballot, the employee may be eligible for up to two hours of 
paid time off to vote on Election Day.  
  
MedMen may specify the hours during which the employee may take leave to vote. Such time will 
generally be limited to the beginning or end of a working shift, whichever allows the most time for 
voting and the least time off from a regular working shift, unless otherwise mutually agreed.  
  
To the extent possible, employees must provide at least two working days' notice of their need for 
leave under this policy.  
  
Employees must be prepared to provide MedMen with certification, such as a voter's receipt, to 
prove that he or she voted.  
  
5.8 Pregnancy Disability Leave & Pregnancy Accommodation (California Employees)  
  
Employees who are temporarily disabled because of pregnancy, childbirth, or related medical 
conditions may take up to 4 months of leave either before or after childbirth.  
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Intermittent or Reduced Schedule Leave:  
  
Leave may be taken on an intermittent basis or the employee may work a reduced work schedule if 
advised by their health care provider. MedMen may require the employee to transfer temporarily 
to an alternative position with equivalent pay and benefits that would better accommodate recurring 
periods of leave.  
  
Notice:  
  
To the extent possible, employees must provide 30 days advance notice of their need for leave under 
this policy. MedMen will respond to the request made by the employee as soon as practical but no 
later than 10 days after receiving the request. MedMen will make every effort to respond to such 
request prior to the date leave is due to begin.  
  
Medical Certification:  
  
Employees must be prepared to provide MedMen with medical certification by a health care 
provider to verify the employee's eligibility for the leave requested.  
  
    
Benefits Continuation:  
  
Employees taking pregnancy disability leave are entitled to maintain the same level of benefits and 
seniority with MedMen for the duration of the leave as if the employee continued employment.  
  
Reasonable Accommodation:  
  
Employees who are limited in their abilities to perform their jobs because of pregnancy, childbirth, 
and related medical conditions may request a reasonable accommodation as is necessary. 
Reasonable accommodations include, but are not limited to:  
  

• Modifying work duties, practices or policies  
• Modifying work schedules  
• More frequent breaks  
• Transfer to a less strenuous position  
• Providing furniture, or acquiring or modifying equipment or devices  
• Providing a reasonable amount of break time to express breast milk  
• Time off to recover from pregnancy, childbirth or related medical condition  

  
Compensation:  
  
Leave under this policy is unpaid; however, employees may use accrued paid time off for this 
purpose.  
  
Return to Work:  
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Employees returning from leave will be reinstated to the same position or a comparable position to 
the position held when leave began unless doing so is not possible due to legitimate business reasons 
unrelated to the employee taking such leave. Employees may be required to submit a release to 
return to work by their health care provider.  
  
Relationship with Federal Family and Medical Leave and Other Leave Policies:  
  
To the extent allowed by law, pregnancy disability leave must be taken concurrently with leave 
taken under the federal Family and Medical Leave Act. Employees are entitled to take pregnancy 
disability leave in addition to any leave entitlement provided under the California Family Rights 
Act. To the extent the Organization offers the employee leave through another plan or policy, the 
plan or policy with the greatest protection will apply.  
  
Questions Regarding this Policy:  
  
MedMen will not retaliate against an employee for requesting or using leave or a reasonable 
accommodation under this policy. Employees should speak with the Director of Human Resources 
to discuss their need for leave or reasonable accommodation, or if they have questions about this 
policy.  
  
    
5.10 Employee Discount Program  
  
MedMen offers all merchandise for purchase at wholesale price + 10%. Flower is limited to 7 grams 
a week. All item availability is subjects to manager's discretion.  
  
Only a manger or manager designee can apply employee discount.   
  
This employee discount extends to MedMen employees only. Prohibited use of employee discounts 
may result in disciplinary action, up to and including termination of employment.  
  
Questions regarding this policy should be directed to human resource or the store manager.  
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6.Employee Conduct  
  
6.1 Standards of Conduct  
  
MedMen's rules and standards of conduct are essential to a productive work environment. As such, 
employees must familiarize themselves with, and be prepared to follow, the Organization’s rules 
and standards.  
  
While not intended to be an all-inclusive list, the examples below represent behavior that is 
considered unacceptable in the workplace. Behaviors such as these, as well as other forms of 
misconduct, may result in disciplinary action, up to and including termination of employment:  
  

• Theft or inappropriate removal/possession of property  
• Falsification of timekeeping records  
• Possession, distribution, sale, transfer, manufacture or use of alcohol or illegal drugs in the 

workplace  
• Fighting or threatening violence in the workplace  
• Making maliciously false statements about co-workers  
• Threatening, intimidating, coercing, or otherwise interfering with the job performance of 

fellow employees or visitors  
• Negligence or improper conduct leading to damage of company owned or customer owned 

property  
• Violation of safety or health rules  
• Smoking in the workplace  
• Sexual or other unlawful or unwelcome harassment  
• Excessive absenteeism  
• Unauthorized use of telephones, computers, or other company owned equipment on 

working time. Working time does not include break periods, meal times, or other specified 
periods during the workday when employees are not engaged in performing their work 
tasks.  

• Unauthorized disclosure of any “business secrets” or other confidential or non-public 
proprietary information relating to the Organization’s products, services, customers or 
processes. Wages and other conditions of employment are not considered to be 
confidential information.  

  
This policy is not intended to restrict an employee’s right to discuss, or act together to improve, 
wages, benefits and working conditions with co-workers or in any way restrict employees’ rights 
under the National Labor Relations Act.  
  
Other forms of misconduct not listed above may also result in disciplinary action, up to and 
including termination of employment. If you have questions regarding MedMen's standards of 
conduct, please direct them to your supervisor or the Director of Human Resources.  
  
    
6.2 Disciplinary Action  
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Disciplinary action at MedMen is intended to fairly and impartially correct behavior and 
performance problems early on and to prevent reoccurrence.  
  
Disciplinary action may involve any of the following: verbal warning, written warning, suspension 
with or without pay, and termination of employment, depending on the severity of the problem and 
the frequency of occurrence. MedMen reserves the right to administer disciplinary action at its 
discretion and based up on the circumstances.  
  
MedMen recognizes that certain types of employee behavior are serious enough to justify 
termination of employment, without observing other disciplinary action first.  
  
These violations include but are not limited to:  
  

• Workplace violence  
• Harassment  
• Theft of any kind  
• Insubordinate behavior  
• Vandalism or destruction of company property  
• Presence on company property during non-business hours  
• Use of company equipment and/or company vehicles without prior authorization  
• Indiscretion regarding personal work history, skills, or training  
• Divulging MedMen business practices or any other confidential information  
• Any misrepresentation of MedMen to a customer, a prospective customer, the general 

public, or an employee  
  
6.3 Confidentiality  
  
MedMen takes the protection of Confidential Information very seriously. “Confidential 
Information” includes, but is not limited to, computer processes, computer programs and codes, 
customer lists, customer preferences, customers’ personal information, company financial data, 
marketing strategies, proprietary production processes, research and development strategies, 
pricing information, business and marketing plans, vendor information, software, databases, and 
information concerning the creation, acquisition or disposition of products and services.  
  
Confidential Information also includes the Organization’s intellectual property and information that 
is not otherwise public. Intellectual property includes, but is not limited to, trade secrets, ideas, 
discoveries, writings, trademarks, and inventions developed through the course of your 
employment with MedMen and as a direct result of your job responsibilities with MedMen. Wages 
and other conditions of employment are not considered to be Confidential Information.  
  
To protect such information, employees may not disclose any confidential or non-public proprietary 
information about the Organization to any unauthorized individual. If you receive a request for 
Confidential Information, you should immediately refer the request to your supervisor.  
  
The unauthorized disclosure of Confidential Information belonging to the Organization, and not 
otherwise available to persons or companies outside of MedMen, may result in disciplinary action, 
up to and including termination of employment. If you leave the Organization, you may not disclose 
or misuse any Confidential Information.  
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This policy is not intended to restrict an employee’s right to discuss, or act together to improve, 
wages, benefits and working conditions with co-workers or in any way restrict employees’ rights 
under the National Labor Relations Act.  
  
Questions regarding this policy should be directed to the Director of Human Resources.  
  
6.4 Workplace Violence  
  
MedMen strictly prohibits workplace violence, including any act of intimidation, threat, 
harassment, physical violence, verbal abuse, aggression or coercion against a coworker, vendor, 
customer, or visitor.  
  
Prohibited actions, include, but are not limited to the following examples:  
  

• Physically injuring another person  
• Threatening to injure another person  
• Engaging in behavior that subjects another person to emotional distress  
• Using obscene, abusive or threatening language or gestures  
• Bringing an unauthorized firearm or other weapon onto company property  
• Threatening to use or using a weapon while on company premises, on company-related 

business, or during job-related functions  
• Intentionally damaging property  

  
All threats or acts of violence should be reported immediately to your supervisor or security 
personnel. Employees should warn their supervisors or security personnel of any suspicious 
workplace activity that they observe or that appears problematic. Employee reports made pursuant 
to this policy will be kept confidential to the maximum extent possible. MedMen will not tolerate 
any form of retaliation against any employee for making a report under this policy.  
  
MedMen will take prompt remedial action, up to and including immediate termination, against any 
employee found to have engaged in threatening behavior or acts of violence.  
  
6.5 Drug & Alcohol Use  
  
MedMen is committed to maintaining a workplace free of substance abuse. No employee is allowed 
to consume, possess, sell, purchase, or be under the influence of alcohol or illegal drugs on any 
property owned by or leased on behalf of MedMen, or in any vehicle owned or leased on behalf of 
MedMen.  
  
The use of over-the-counter drugs and legally prescribed drugs is permitted as long as they are used 
in the manner for which they were prescribed and provided that such use does not hinder an 
employee's ability to safely perform his or her job. Employees should inform their supervisor if 
they believe their medication will impair their job performance, safety or the safety of others, or if 
they believe they need a reasonable accommodation when using such medication.  
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MedMen will not tolerate employees who report for duty while impaired by the use of alcohol or 
drugs. All employees should report evidence of alcohol or drug abuse to their supervisor or the 
Director of Human Resources immediately. In cases in which the use of alcohol or drugs creates an 
imminent threat to the safety of persons or property, employees are required to report the violation. 
Failure to do so may result in disciplinary action, up to and including termination of employment.  
  
As a part of our effort to maintain a workplace free of substance abuse, MedMen employees may 
be asked to submit to a medical examination and/or clinical testing for the presence of alcohol 
and/or drugs. Within the limits of federal, state, and local laws, MedMen reserves the right to 
examine and test for drugs and alcohol at our discretion.  
  
As a condition of your employment with MedMen, employees must comply with this Drug & 
Alcohol Use Policy. Be advised that no part of the Drug & Alcohol Use Policy shall be construed 
to alter or amend the at-will employment relationship between MedMen and its employees.  
  
Employees found in violation of this policy may be subject to disciplinary action, up to and 
including termination of employment.  
  
6.6 Sexual & Other Unlawful Harassment  
  
MedMen is committed to a work environment in which all individuals are treated with respect. 
MedMen expressly prohibits discrimination and all forms of employee harassment based on race, 
color, religion, sex, national origin, age, disability, military or veteran status, or status in any group 
protected by state or local law.  
  
Sexual harassment is a form of discrimination and is prohibited by law. For purposes of this policy 
sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature when this conduct explicitly or implicitly affects an 
individual's employment, unreasonably interferes with an individual's work performance, or creates 
an intimidating, hostile, or offensive work environment. Unwelcome sexual advances (either verbal 
or physical), requests for sexual favors, and other verbal or physical conduct of a sexual nature 
constitute sexual harassment when: (1) submission to such conduct is made either explicitly or 
implicitly a term or condition of employment; (2) submission or rejection of the conduct is used as 
a basis for making employment decisions; or, (3) the conduct has the purpose or effect of interfering 
with work performance or creating an intimidating, hostile, or offensive work environment.  
  
Sexual and unlawful harassment may include a range of behaviors and may involve individuals of 
the same or different gender. These behaviors include, but are not limited to:  
  

• Unwanted sexual advances or requests for sexual favors  
• Sexual or derogatory jokes, comments, or innuendo  
• Unwelcomed physical interaction  
• Insulting or obscene comments or gestures  
• Offensive email, voicemail, or text messages  
• Suggestive or sexually explicit posters, calendars, photographs, graffiti, or cartoons  
• Making or threatening reprisals after a negative response to sexual advances  
• Visual conduct that includes leering, making sexual gestures, or displaying of sexually 

suggestive objects or pictures, cartoons or posters  
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• Verbal sexual advances or propositions  
• Physical conduct that includes touching, assaulting, or impeding or blocking movements  
• Abusive or malicious conduct that a reasonable person would find hostile, offensive, and 

unrelated to the Organization’s legitimate business interests  
• Any other visual, verbal, or physical conduct or behavior deemed inappropriate by the 

Organization  
  
Harassment on the basis of any other protected characteristic is also strictly prohibited.  
  
Complaint Procedure:  
  
MedMen strongly encourages the reporting of all instances of discrimination, harassment, or 
retaliation. If you believe you have experienced or witnessed harassment or discrimination based 
on sex, race, national origin, disability, or another factor, promptly report the incident to your 
supervisor. If you believe it would be inappropriate to discuss the matter with your supervisor, you 
may bypass your supervisor and report it directly to:  
  

Justin Bunton  
Justin@medmen.com  
424-269-7301  

  
Any reported allegations of harassment or discrimination will be investigated promptly, thoroughly, 
and impartially.  
  
Any employee found to be engaged in any form of sexual or other unlawful harassment may be 
subject to disciplinary action, up to and including termination of employment.  
  
Retaliation Prohibited:  
  
MedMen expressly prohibits retaliation against any individual who reports discrimination or 
harassment, or assists in investigating such charges. Any form of retaliation is considered a direct 
violation of this policy and, like discrimination or harassment itself, will be subject to disciplinary 
action, up to and including termination of employment.  
  
Additional Complaint Procedure:  
  
While employees are encouraged to report claims internally, if an employee believes that he or she 
has been subjected to sexual harassment, he or she may file a formal complaint with the government 
agency set forth below. Using the Organization’s complaint process does not prohibit an employee 
from filing a complaint with this agency.  
  
Filing a Complaint with the Department of Fair Employment and Housing (DFEH):  
  
Employees who believe that they have been sexually harassed may also file a complaint of 
discrimination with DFEH within one year of the harassment. DFEH is part of the State of 
California and serves as a neutral fact-finder, attempting to help parties resolve such disputes.  
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If DFEH finds sufficient evidence to establish that discrimination occurred and settlement efforts 
fail, DFEH may file a formal accusation. This will lead to either a public hearing or a lawsuit filed 
by DFEH on behalf of the complainant. If DFEH finds that harassment has occurred, it may order 
certain remedies to the complainant. For more information see DFEH-159 “Guide for Complainants 
and Respondents.”  
  
Contact DFEH toll free at (800) 884-1684, TTY (800) 700-2320 or visit their website at 
www.dfeh.ca.gov.  
  
6.8 Telephone Usage  
  
MedMen telephones are intended for the sole use of conducting company business. Personal use of 
the Organization's telephones and individually owned cell phones during business hours is 
prohibited except in emergencies, or approved break times. This includes any cell phone related 
activity like text messaging, local application activity, and Internet functions. In addition, long 
distance phone calls which are not strictly business-related are expressly prohibited.  
  
Any employee found in violation of this policy will be subject to disciplinary action, up to and 
including termination of employment.  
  
6.9 Personal Property  
  
Employees should use their discretion when bringing personal property into the workplace. 
MedMen assumes no risk for any loss or damage to personal property.  
  
Additionally, employees may not possess or display any property that may be viewed as 
inappropriate or offensive on MedMen premises.  
  
6.10 Use of Company Property  
  
Company property refers to anything owned by the company: physical, electronic, intellectual, or 
otherwise. The use of company property is for business necessity only.  
  
When materials or equipment are assigned to an employee for business, it is the employee's 
responsibility to see that the equipment is used properly and cared for properly. However, at all 
times, equipment assigned to the employee remains the property of the Organization, and is subject 
to reassignment and/or use by the Organization without prior notice or approval of the employee. 
This includes, but is not limited to; computer equipment and data stored thereon, voicemail, records, 
and employee files.  
  
MedMen has created specific guidelines regarding the use of comp any equipment. Below is a list 
of employee responsibilities and limitations with regards to comp any property.  
  
Personal use of company property:  
  
Company property is not permitted to be taken from the premises without proper written authority 
from company management.  
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Company Tools:  
  
All necessary tools are furnished to employees in order to assist them in their required duties.  
  
Each employee is, in turn, responsible for these tools. Tools damaged or stolen as a result of an 
employee's negligence will, to the extent permitted by federal, state and local law, be charged to 
the employee.  
  
Care of Company Property:  
  
Office areas should be kept neat and orderly and all equipment should be well maintained. The 
theft, misappropriation, or unauthorized removal, possession, or use of company property or 
equipment is expressly prohibited.  
  
Any action in contradiction to the guidelines set herein may result in disciplinary action, up to and 
including termination of employment.  
  
6.11 Smoking  
  
MedMen provides a smoke-free environment for its employees, customers, and visitors. Smoking 
is prohibited throughout the workplace. We have adopted this policy because we have a sincere 
interest in the health of our employees and in maintaining pleasant working conditions.  
  
6.12 Visitors in the Workplace  
  
To ensure the safety and security of MedMen and its employees, only authorized visitors are 
permitted on Organization premises and in Organization facilities.  
  
All visitors must enter through the main reception area and sign in and out at the front desk. All 
visitors are also required to wear a “visitor” badge while on MedMen premises. Authorized visitors 
will be escorted to their destination and must be accompanied by a representative of the 
Organization at all times.  
  
6.13 Computer, Email & Internet Usage  
  
Computers, email, and the Internet allow MedMen employees to be more productive. However, it 
is important that all employees use good business judgment when using MedMen’s electronic 
communications systems (ECS).  
  
Standards off Conduct and ECS  
  
MedMen strives to maintain a workplace free of discrimination and harassment. Therefore, 
MedMen prohibits the use of the Organization’s ECS for bullying, harassing, discriminating, or 
engaging in other unlawful misconduct, in violation of the Organization’s policy against 
discrimination and harassment.  
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Copyright and other Intellectual Property  
  
Respect all copyright and other intellectual property laws. For the Organization's protection as well 
as your own, it is critical that you show proper respect for the laws governing copyright, fair use of 
copyrighted material owned by others, trademarks and other intellectual property, including the 
Organization's own copyrights, trademarks and brands. Employees are also responsible for ensuring 
that, when sending any material over the Internet, they have the appropriate distribution rights.  
  
MedMen purchases and licenses the use of various computer software for business purposes and 
does not own the copyright to this software or its related documentation. Unless authorized by the 
software developer, MedMen does not have the right to reproduce such software for use on more 
than one computer. Employees may only use software according to the software license agreement. 
MedMen prohibits the illegal duplication of software and its related documentation.  
  
ECS Guidelines  
  
The following behaviors are examples of previously stated or additional actions and activities under 
this policy that are prohibited:  
  

• Sending or posting discriminatory, harassing, or threatening messages or images about 
coworkers, supervisors or the Organization that violates the Organization’s policy against 
discrimination and harassment.  

• Stealing, using, or disclosing someone else's code or password without authorization.  
• Pirating or downloading Organization-owned software without permission.  
• Sending or posting the Organization’s confidential material, trade secrets, or nonpublic 

proprietary information outside of the Organization. Wages and other conditions of 
employment are not considered confidential material.  

• Violating copyright laws and failing to observe licensing agreements.  
• Participating in the viewing or exchange of pornography or obscene materials.  
• Sending or posting messages that threaten, intimidate, coerce, or otherwise interfere with 

the job performance of fellow employees.  
• Attempting to break into the computer system of another organization or person.  
• Refusing to cooperate with a security investigation.  
• Using the Internet for gambling or any illegal activities.  
• Sending or posting messages that disparages another organization's products or services.  
• Passing off personal views as representing those of MedMen.  

  
Privacy and Monitoring  
  
Computer hardware, software, email, Internet connections, and all other computer, data storage or 
ECS provided by MedMen are the property of MedMen. Employees have no right of personal 
privacy when using MedMen’s ECS. To ensure productivity of employees, compliance with this 
policy and with all applicable laws, including harassment and anti-discrimination laws, computer, 
email and Internet usage may be monitored.  
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This policy is not intended to restrict an employee’s right to discuss, or act together to improve, 
wages, benefits and working conditions with co-workers or in any way restrict employees’ rights 
under the National Labor Relations Act.  
  
Violations of this policy may result in disciplinary action, up to and including termination of 
employment. Questions or concerns related this policy should be directed to your supervisor or the 
Director of Human Resources.  
  
6.14 Company Supplies  
  
Only authorized persons may purchase supplies in the name of MedMen. No employee whose 
regular duties do not include purchasing shall incur any expense on behalf of MedMen or bind 
MedMen by any promise or representation without express written approval.  
  
6.15 Personal Appearance  
  
The purpose of MedMen's personal appearance policy is to ensure a safe and sanitary workplace 
for all employees. MedMen strives to maintain a professional working environment that promotes 
efficiency, positive employee morale and promotes a professional image. During business hours or 
when representing MedMen, employees are expected to use common sense and good judgment in 
order to meet the goals of this policy.  
  
Generally, employees should wear appropriate clothing, observe high standards of personal 
hygiene, and dress and groom themselves according to the requirements of their positions. While 
not intended to be an all-inclusive list, the examples below are considered appropriate workplace 
attire:  
  

• Button-down shirts without advertisement  
• T-Shirts without advertisement  
• Dark denim  
• Khaki pants  

  
Generally, employees should maintain a clean and neat appearance and should refrain from wearing 
stained, wrinkled, frayed, or revealing clothing to the workplace. Employees are urged to use their 
discretion when determining what is appropriate to wear to work. Employees who wear 
inappropriate attire to work may be sent home to change their clothing.  
  
MedMen understands that in certain situations, the Organization may need to make exceptions to 
this policy based on an employee’s religion, disability, or other characteristic protected under 
federal, state or local law. In accordance with all applicable laws, the Organization will make every 
effort to provide reasonable accommodation as necessary unless doing so would cause an undue 
hardship on MedMen.  
  
Questions regarding appropriate workplace attire should be directed to your supervisor or the 
Director of Human Resources.  
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7.Timekeeping & Payroll  
  
7.1 Attendance & Punctuality  
  
Absenteeism and tardiness place an undue burden on other employees and on the Organization. 
MedMen expects regular attendance and punctuality from all employees. This means being in the 
workplace, ready to work, at your scheduled start time each day and completing your entire shift. 
Employees are also expected to return from scheduled meal and break periods on time.  
  
All time off must be requested in writing, in advance. If an employee is unexpectedly unable to 
report for work for any reason, he or she must directly notify their supervisor as early as possible, 
and preferably prior to their scheduled starting time. It is not acceptable to leave a voicemail 
message with a supervisor, except in extreme emergencies. In cases that warrant leaving a voicemail 
message or when an employee’s direct supervisor is unavailable, a follow-up call must be made 
later that day.  
  
If an illness or emergency occurs during work hours, employees should notify their supervisor as 
soon as possible.  
  
Employees, who are going to be absent for more than one day, should contact their supervisor on 
each day of their absence. MedMen reserves the right to ask for a physician's statement and/or 
physician’s release in the event of a long-term illness (three consecutive days or more), or multiple 
illnesses or injuries.  
  
If an employee fails to notify their supervisor after three consecutive days of absence, MedMen will 
presume that the employee has voluntarily resigned. MedMen will review any extenuating 
circumstances that may have prevented him or her from calling in before the employee is removed 
from payroll.  
  
Should undue or recurrent absence and tardiness become apparent, the employee will be subject to 
disciplinary action, up to and including termination of employment.  
  
This policy is not intended to restrict an employee’s right to discuss, or act together to improve, 
wages, benefits and working conditions with co-workers or in any way restrict employees’ rights 
under the National Labor Relations Act.  
  
7.2 Timekeeping  
  
It is the Organization's policy to comply with applicable laws that require records to be maintained 
of the hours worked by our employees. Every employee is responsible for accurately recording time 
worked.  
  
In addition to recording arrival and departure time, non-exempt employees are required to 
accurately record the start and end of each meal period as well as any departure for non-work related 
reasons.  
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MedMen strictly discourages non-exempt employees from working off the clock for any reason. 
All time spent working should be logged and accounted for; this includes time spent using 
electronic devices for work-related purposes.  
  
All employees must specifically record vacation days, sick days, holidays, and absences for jury 
duty, funeral leave or military training.  
  
It is the responsibility of all employees to submit and approve their time records each week.  
  
Altering, falsifying, tampering with time records, or recording time on another employee's time 
record may result in disciplinary action up to and including termination of employment.  
  
7.3 Paydays  
  
MedMen employees are paid on a bi-weekly basis. In the event that a regularly scheduled payday 
falls on a holiday, employees will be paid on the day preceding the holiday, unless otherwise 
required by state law.  
  
Paychecks will not, under any circumstances, be given to any person other than the employee 
without written authorization. Paychecks may also be mailed to the employee's listed address or, 
upon advance written authorization, deposited directly into an employee's bank account. Employees 
who elect payment through direct deposit will receive an itemized statement of wages when the 
Organization makes direct deposits.  
  
In the event of employee termination, the employee will receive their accrued pay in accordance 
with applicable federal, state and local laws.  
  
7.4 Payroll Deductions  
  
MedMen makes deductions from employee pay only in circumstances permitted by applicable law. 
This includes, but is not limited to, mandatory deductions for income tax withholding and Social 
Security and Medicare contributions as well as voluntary deductions for health insurance premiums 
and other related contributions.  
  
If you believe that an improper deduction has been made from your pay, raise the issue with the 
Director of Human Resources immediately. MedMen will promptly investigate. If the investigation 
reveals that you were subjected to an improper deduction from pay, you will be reimbursed 
promptly.  
  
7.5 Overtime  
  
The nature of our business sometimes requires employees to work overtime. Supervisors will notify 
employees when overtime is required. Employees are not permitted to work overtime without prior 
authorization from their supervisor.  
  
MedMen operates on an “AlternativeNon-exempt employees will be paid overtime in accordance 
with state and federal overtime requirements as follows:  
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• One and one-half times (1.5) the regular rate of pay for all hours worked in excess of Ten 
(10) hours in any workday;  

• One and one-half times (1.5) the regular rate of pay for all hours worked in excess of 40 
hours in the same workweek;  

• Two times the regular rate of pay (or double time) for all hours worked in excess of twelve 
(12) in any workday;  

• One and one-half times (1.5) the regular rate of pay for the first eight (8) hours in excess 
of fourth (40) hours on the fifth day in the same workweek;   

• Two times the regular rate of pay (or double time) for all hours worked in excess of eight  
(8) in excess of fourth (40) hours on the fifth day in the same workweek.  

  
There may be exceptions to these standards where allowed by law. Employees are encouraged to 
speak with their supervisor or the Director of Human Resources for more information.  
  
Please be reminded employees are not permitted to work overtime unless their supervisor has 
authorized it in advance.  Employees who work unapproved overtime will be paid in accordance 
with time worked, including overtime pay, but may also be subject to appropriate disciplinary action 
up to and including termination.  
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WELCOME! 

 
Welcome to MedMen. At MedMen, we are optimistic about the future and hope that your 
employment with us will be mutually rewarding. We look forward to an enjoyable and 
productive working relationship with you.  
 
It is our goal at MedMen to outperform the competition in the areas of employment, 
service and safety. Pursuant to this goal, we strive to provide high quality products and 
services to our clients and customers.  The work and attitude of our employees is 
important to the success of our company.   
 
This handbook has been prepared for employees of MedMen.  As an employee of 
MEDMEN, you should review the handbook and become familiar with all of the policies. 
Following your review of the handbook, you are to sign and return an Acknowledgement 
Form that will be provided to you. (A copy of the form can be found at the last page of 
this handbook.)  
 
 
 
CORPORATE MISSION  

We strategically position clients to have the best opportunity to participate in the 
marijuana industry.  We ensure our customers continued business success by leveraging 
our brand, experience, processes, sourcing, personnel, and operation excellence.  
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INTRODUCTION  
  
An interesting and challenging experience awaits you as an employee of MedMen 
(collectively “the Company”). We have written this handbook in order to answer some of 
the questions you may have concerning the policies of the Company.  Please read it 
thoroughly and retain it for future reference.  Should you have any questions regarding 
any policies, please ask your manager or the Company’s Human Resources Department.  
 
You are an employee of MedMen. You should have already signed an offer letter 
outlining your employment relationship with The Company.   
 
 
DEFINITIONS  
 

•    The term "employee" as used throughout this handbook means those employees 
of MedMen.  

• The term "employment" as used throughout this handbook means your 
employment with MedMen.  

• The term "Company" as used throughout this handbook means MedMen. 
 
This handbook is not a contract guaranteeing employment for any specific duration.  Both 
you and the Company have the right to terminate your employment at any time without 
cause.  No supervisor, manager or representative of the Company, other than the 
managing partners has the authority to enter into any agreement for employment for any 
specified period or to make any promises or commitments contrary to the foregoing.  Any 
employment agreement regarding a specified period or term of employment entered into 
by the managing partners and shall not be enforceable unless it is in writing and signed 
by both parties.  Notwithstanding the above, an agreement made by the managing 
partners of the Company regarding any aspect of your employment is not binding on the 
Company unless it is agreed to in writing by the managing partners of the Company. 
 
NOTICE TO EMPLOYEES  
 
This Employee Handbook supersedes all previous Company handbooks and policies.  In 
addition, this handbook supersedes all prior management memos to the extent that such 
memo contradicts a subject or policy covered therein. 
 
CHANGE IN POLICY  
 
The policies in this handbook are subject to change at the sole discretion of the Company.  
We will notify you of these changes by appropriate means.  Changes will be effective on 
dates determined by the Company, and you may not rely on policies that have been 
superseded.  No supervisor or manager has any authority to alter the foregoing.  If you 
are uncertain about any policy or procedure, please check with the Director of Human 
Resources. 
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EMPLOYMENT POLICIES 
 
This manual is designed to answer many of your questions about the practices and 
policies of the Company. These policies apply to all areas of employment, including 
recruitment, hiring, training and development, promotion, transfer, termination, layoff, 
compensation benefits, social and recreational programs, and all other conditions and 
privileges of employment in accordance with applicable federal, state, and local laws. 
 
Feel free to consult with your manager or Human Resources for help concerning anything 
you do not understand. 
 
 
AT-WILL EMPLOYMENT  
 
Your employment with the Company is at-will. This means that neither you nor the 
Company has entered into a contract regarding the duration of your employment. You are 
free to terminate your employment with the Company at any time, with or without 
reason. Likewise, the Company has the right to terminate your employment, or otherwise 
discipline, transfer, or demote you at any time, with or without reason, at the discretion of 
the Company. As provided in the Employee Acknowledgment, nothing in this handbook 
creates or is intended to create a promise or representation of continued employment.  
Your status as an "at-will" employee may not be changed except in writing signed by the 
managing partners of the Company.  This handbook shall supersede any and all prior 
handbooks, written documents or oral and implied representations, issued by the 
Company that might otherwise contradict the at-will nature of your employment.  
Notwithstanding the above, an agreement made by the managing partners of the 
Company regarding any aspect of your employment is not binding on the Company 
unless it is agreed to in writing by the managing partners of the Company. 
 
INTRODUCTORY PERIOD 
 
The Company has a ninety (90) day introductory period. The introductory period is 
intended to give you an opportunity to demonstrate your ability to achieve a satisfactory 
level of performance and to determine whether the new position meets your expectations.  
The Company uses this period to evaluate your capabilities, work habits, and overall 
performance. It is also a time to get to know your fellow employees, your manager, 
company culture and the tasks involved in your position, as well as to become familiar 
with the company products and services.  
 
 
EQUAL EMPLOYMENT OPPORTUNITY POLICY  
 
The Company provides equal employment opportunities to all employees and applicants 
without regard to: 
 

• Age (40 and over);     
• Gender, gender identity and gender expression; 
• Marital status; 
• Medical condition (cancer and genetic characteristics);     
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• Mental and physical disability, including HIV and AIDS (actual and perceived); 
• Military and veteran status;     
• National origin and ancestry, (including language-use restrictions and protected 

use of driver's licenses granted under Vehicle Code sec. 12081.9; 
• Race and color; 
• Religious creed, including religious dress and grooming practices;     
• Sex, including pregnancy, childbirth, breast- feeding and medical conditions 
• related to pregnancy, childbirth or breast-feeding; and 
• Sexual orientation 

 
In addition, the Company complies with applicable state and local laws governing 
nondiscrimination in employment in every location in which the Company has facilities. 
This policy applies to all terms and conditions of employment, including, but not limited 
to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, 
compensation and training. 
 
 
AMERICANS WITH DISABILITIES ACT (ADA) 
 
The Americans with Disabilities Act (ADA) requires an employer to provide reasonable 
accommodations for individuals with disabilities, unless it would cause undue hardship.  
A reasonable accommodation may include changes in the work environment or in the 
way a job is performed that enable a person with a disability to enjoy equal employment 
opportunities. 
 
If you require an accommodation, you must inform your manager that there is a need for 
an adjustment or change at work for a reason related to a medical condition.  We will 
respond promptly and to the best of our ability to accommodate the needs of all 
employees. 
 
 
CLASSIFICATIONS OF EMPLOYMENT 
 
For purposes of salary administration and eligibility for overtime payments and 
employment benefits, the Company classifies its employees as follows: 
 
• Full-time Regular Employees − Employees hired to work the Company's normal, 

full-time workweek of at least 30 hours or more on a regular basis.  Such employees 
may be "exempt" or "non-exempt" as defined below. 

 
• Part-time Regular Employees − Employees hired to work fewer than 30 hours per 

week on a regular basis.  Such employees may be "exempt" or "non-exempt" as 
defined below. 

 
• Temporary Employees − Employees engaged to work full-time or part-time on the 

Company's payroll with the understanding that their employment will be terminated 
no later than upon completion of a project or assignment.  (Note that a temporary 
employee may be offered, and may accept, a new temporary assignment with the 
Company and thus still retain temporary status.) Such employees may be "exempt" or 
"non-exempt." (Note that individuals contracted from temporary employment 
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agencies for specific assignments are considered employees of the respective agency 
and are not considered employees of the Company.  Temporary agency employees 
are paid by the respective agency and should not be on the Company payroll.) 

 
• Non-exempt Employees − Employees who are required to be paid minimum wage 

and overtime at the federal, state, or local prescribed wage rate, whichever is higher.  
Non-exempt employees are required to complete and provide accurate records of their 
hours worked. 

 
• Exempt Employees − Employees who are not eligible for overtime and in some cases 

also not subject to minimum wage regulations, in accordance with applicable federal, 
state, and local wage and hour laws.  Executives, professional employees, outside 
sales representatives, commissioned inside sales representatives, certain computer 
professionals and employees in some administrative positions are typically exempt. 

 
 
PERSONNEL FILES  
 
The Company maintains a personnel file on each employee.  You may review your 
personnel file upon request and in the presence of authorized personnel.  If you are 
interested in reviewing your file, contact your immediate Supervisor.  
 
To ensure that your personnel file is up-to-date at all times, notify your manager of any 
changes in your name, telephone number, home address, marital status, number of 
dependents, beneficiary designations, scholastic achievements, the individuals to notify in 
case of an emergency, and so forth.  An Employee Change in Status Notice will need to 
be filled out and sent to the Company.   
 
 
EMPLOYMENT REFERENCES  
 
All employment verification or reference requests on current or former employees are to 
be referred to the Human Resources.  The Company will normally only release last title 
and dates of employment.  All other requests for information on current or former 
employees also are to be referred to Human Resources, who will consider and respond to 
the request.   
 
Requests for employment verification for credit or mortgage purposes should also be 
referred to the Office Manager.  Certain information will be provided only if the 
employee has executed a release. 
 
 
JOB PERFORMANCE EVALUATIONS  
 
You will be evaluated with respect to the job that you are performing for the Company.  
As you demonstrate the ability to take on additional responsibilities, your talents will be 
utilized in the manner deemed most suitable to your demonstrated ability and the needs of 
the Company. 
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A written performance evaluation of each employee will be performed on or near your 
anniversary date. The evaluation will be conducted by your manager and will be 
reviewed with you.  Any areas of specific achievement or need for improvement will be 
noted and discussed with you. 
 
A positive performance review does not guarantee either an increase in compensation or 
continuing employment.  Raises, if given, are based on a number of factors, such as the 
Company’s performance and profitability, department or group performance and 
individual performance. 
 
 
CONFIDENTIALITY 
 
It is the guideline of the Company that the general internal business affairs of the 
organization should not be discussed with anyone outside the organization except as may 
be required in the normal course of business.  Information designated as confidential is to 
be discussed with no one outside the organization and only discussed within the 
organization on a “need-to-know” basis. 
 
All employees have a responsibility to avoid unnecessary disclosure of non-confidential 
internal information about the company, its customers, and its suppliers.  This 
responsibility is not intended to impede normal business communications and 
relationships, but is intended to alert employees to their obligation to use discretion to 
safeguard internal company affairs.  Employees with authorized access to confidential 
information are responsible for its security. 
 
Inquiries seeking information concerning applicants for employment, current employees, 
or former employees should be referred to the Human Resources Consultant. 
Employees found in violation of this policy are subject to disciplinary action, up to and 
including termination. 
 
IMMIGRATION REFORM AND CONTROL ACT 
In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as 
amended, the Company is committed to employing only individuals who are authorized 
to work in the United States. 
 
Each new employee, as a condition of employment, must complete the Employment 
Eligibility Verification Form I-9 and present documentation establishing identity and 
employment eligibility.  
 
If an employee is authorized to work in this country for a limited time period, the 
individual will be required to submit proof of renewed employment eligibility prior to 
expiration of that period to remain employed by the Company. 
 
BACKGROUND CHECKS 

All employees who are offered employment with the Company will be subject to a 
background investigation. Offers of employment are contingent on the successful 
completion of a background investigation in accordance with the Company and state law. 
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Current employees who are being considered for a promotion or transfer may be subject 
to a background investigation. Background investigations may also be conducted as part 
of an internal investigation of alleged employee misconduct. 

DRIVER’S LICENSE/DRIVING RECORD  
Employee in positions where the operation of a motor vehicle is an essential duty of the 
position must present and maintain a valid driver’s license and acceptable driving record 
to the office. An acceptable driving record is one that is free of but not limited to driving 
under the influence (DUI) arrests and reckless driving citations. A copy of current 
automobile insurance must be maintained in your personnel file. Changes in your driving 
record must be reported to the managing partners immediately. Violations of this policy 
may result in immediate termination of your employment.  
 
 
SEPARATION FROM EMPLOYMENT 
 
An employee may be separated from employment by resignation, lack of work, or 
termination.   
 
 
Resignation 
 
Any employee who voluntarily resigns is requested to provide the Company with 
advance written notice of no less than two weeks as is customarily done as a business 
courtesy.  Failure to provide such notice may result in the employee not being eligible for 
rehire.  
 
Layoff Due to Lack of Work 
 
The Company attempts to maintain a stable workforce; however, business conditions 
sometimes change to a point that there is not enough work to keep all employees on the 
payroll.  Should such a situation occur, the workforce may be reduced by laying off the 
number of employees over and above those needed to perform the work available.  
Layoffs will be determined by the ability of the affected employees to adequately 
perform the available work with a minimum of retraining.  Length of service and 
unexcused absences or tardiness may also be considered. 
 
Exit Interviews 
 
Human Resources and/or Management may conduct an exit interview to discuss your 
reasons for leaving and any other impressions that you may have about the Company.  
During the exit interview, you can provide insights into areas for improvement for the 
Company and your specific position.  
 
 
Return of Company Property 
 
Any Company property issued to you, such as software, computer equipment, databases, 
files, pager, keys, parking passes or Company credit card must be returned at the time of 
your termination. You will be responsible for any lost or damaged items.  



 10 

EMPLOYEE CONDUCT 
 
ANTI-HARASSMENT POLICY  
 
It is the policy of the Company to maintain a working environment which encourages 
mutual respect, promotes respectful and congenial relationships between employees and 
is free from all forms of illegal harassment of any employee or applicant for employment 
by anyone, including managers, co-workers, vendors, customers, or independent 
contractors.  Illegal harassment in any manner or form is expressly prohibited and will 
not be tolerated by the Company.  Accordingly, Company management is committed to 
vigorously enforcing this policy against harassment, including but not limited to, sexual 
harassment, at all levels within the Company. 
 
All reported or suspected occurrences of illegal harassment will be promptly and 
thoroughly investigated. Where illegal harassment is determined to have occurred, the 
Company will immediately take appropriate disciplinary action, including written 
warnings, suspension, transfer and/or termination.  Employees also may have personal 
liability for behavior that violates state anti-harassment laws. 
 
The Company will not permit or condone any acts of retaliation against anyone who files 
harassment complaints or cooperates in the investigation of reported or suspected 
occurrences of harassment. Also, it is unlawful for an employer to retaliate against 
employees who oppose the practices prohibited by the Fair Employment and Housing 
Act, or file complaints, or otherwise participate in an investigation, proceeding, or 
hearing conducted by the Department of Fair Employment and Housing.  Similarly, the 
Company prohibits employees from hindering our own internal investigations and our 
internal complaint procedure.  

1. The term "harassment" includes but is not limited to unwelcome slurs, jokes, 
verbal, graphic or physical conduct relating to and individual’s: 

 
• Age (40 and over);     
• Gender, gender identity and gender expression; 
• Marital status; 
• Medical condition (cancer and genetic characteristics);     
• Mental and physical disability, including HIV and AIDS (actual and perceived); 
• Military and veteran status;     
• National origin and ancestry, (including language-use restrictions and protected 

use of driver's licenses granted under Vehicle Code sec. 12081.9; 
• Race and color; 
• Religious creed, including religious dress and grooming practices;     
• Sex, including pregnancy, childbirth, breast- feeding and medical conditions 

related to pregnancy, childbirth or breast-feeding; and 
• Sexual orientation  
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2. Sexual harassment consists of unwelcome sexual advances, requests for sexual 
favors, or other verbal or physical conduct of a sexual nature where:  

a. Submission to such conduct is an explicit or implicit term or condition of 
employment;  

b. Employment decisions are based on an employee’s submission to or 
rejection of such conduct; or  

c. Such conduct interferes with an individual’s work performance or creates 
an intimidating, hostile or offensive working environment. 

 
d. Such conduct does not need to be motivated by sexual desire to be 

considered unlawful. 
 

3. The term “harassment” may also include conduct of employees, supervisors, 
vendors and/or customers who engage in verbally or physically harassing 
behavior that has the potential for humiliating or embarrassing an employee of the 
Company based on the protected categories listed above. 

 
The Company provides its employees with a convenient and reliable method for reporting 
incidents of harassment, including sexual harassment.  Any employee who feels that they 
have been or are being harassed, or discriminated against, is encouraged to immediately 
inform the alleged harasser that the behavior is unwelcome.  In most instances, the person 
is unaware that their conduct is offensive and when so advised can easily and willingly 
correct the conduct so that it does not reoccur.  If the informal discussion with the alleged 
harasser is unsuccessful in remedying the problem or if such an approach is either not 
possible or comfortable for the employee, the employee should immediately report the 
complained-of conduct to their immediate supervisor, manager, owner of the Company, 
or if necessary for resolution, to Human Resources. If for any reason you do not feel 
comfortable reporting the complaint to anyone else, you may go directly to the 
Company’s Human Resource Department.   The report should include all facts available 
to the employee regarding the harassment.   
 
Confidentiality 
 
All reports of harassment will be treated seriously.  However, absolute confidentiality is 
not promised nor can it be assured.  The Company will conduct an investigation of any 
complaint that will require limited disclosure of pertinent information to certain parties, 
including the alleged harasser. 
 
Investigative Procedure 
 
Once a complaint is received, the Company will begin a prompt and thorough 
investigation.  The investigation may include interviews with all involved employees, 
including the alleged harasser, and any employees who are aware of facts or incidents 
alleged to have occurred.  The Company prohibits employees from hindering an internal 
investigation or the internal complaint procedure. 
 
Once the investigation is completed, a determination will be made regarding the 
appropriate response to the allegations. If it is determined that a violation of the 
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harassment policy has occurred, prompt, remedial action will be taken.  This may include 
some or all of the following steps:  

1. Restore any lost terms, conditions or benefits of employment to the complaining 
employee.  

2. Discipline the harasser.  This discipline can include written disciplinary warnings, 
transfer, demotion, suspension, and termination. 

 
If the harassment is from a vendor or customer, the Company will take appropriate action 
to stop the complained-of conduct. 
 
The California Department of Fair Employment and Housing and/or the U.S. Equal 
Employment Opportunity Commission may also investigate and process complaints of 
harassment.  Violators are subject to penalties and remedial measures that may include 
sanctions, fines, injunctions, reinstatement, back pay, and damages.  The address of the 
local office of the Department of Fair Employment and Housing and the Commission, 
respectively, can be found among the state and federal office listings in the telephone 
book. 
 
Duties of Employees and Managers 
 
All employees of the Company, both management and non-management, are responsible 
for assuring that a workplace free of illegal harassment is maintained.  Any employee 
may file a harassment complaint regarding incidents experienced personally or incidents 
observed in the workplace.  The Company strives to maintain a lawful, pleasant work 
environment where all employees are able to effectively perform their work without 
interference of any type and requests the assistance of all employees in this effort. 
 
All Company supervisors and managers are expected to adhere to the Company’s anti-
harassment policy.  Managers’ evaluations will include an assessment of the manager’s 
efforts in following and enforcing this policy. 
 
All managers and supervisors are responsible for doing all they can to prevent and 
discourage illegal harassment from occurring.  If a complaint is raised, supervisors and 
managers are to act promptly to notify the Company’s Human Resources Department of 
the complaint so that Human Resources may proceed with an investigation.  If a 
supervisor or manager fails to follow this policy, they will be disciplined.  Such discipline 
may include termination. 
 
 
GUIDELINES FOR APPROPRIATE CONDUCT 
 
As a Company team member, employees are expected to accept certain responsibilities, 
follow acceptable business principles in matters of conduct, and exhibit a high degree of 
integrity at all times.  This not only involves sincere respect for the rights and feelings of 
others, but also demands that employees refrain from any behavior that might be harmful 
to themselves, co-workers, the Company, or that might be viewed unfavorably by current 
or potential customers or by the public at large. Employee conduct reflects on the 
Company.  Employees are, consequently, encouraged to observe the highest standards of 
professionalism at all times. 
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Types of behavior and conduct that the Company considers inappropriate include, but are 
not limited to, the following:  
• Violation of any Company rule. 

• Any action that is detrimental to the Company’s efforts to operate profitably. 

• Violation of state, federal, or local laws and regulations. 

• Violation of security or safety rules or failure to observe safety rules or the Company 
safety practices; failure to wear required safety equipment; tampering with the 
Company’s equipment or safety equipment.  

• Negligence or any careless action that endangers the life or safety of another person.  
• Having alcohol or a controlled substance in your system while at work; use, 

possession or sale of a controlled substance in any quantity while on Company 
premises, except medications prescribed or recommended by a physician which do 
not impair safety or work performance.  

• Unauthorized possession of firearms, weapons, or explosives on Company property 
or while on duty.  

• Engaging in criminal conduct or acts of violence, or making threats of violence 
toward anyone on company premises or when representing the company; fighting, or 
provoking a fight on Company property, or negligent damage of property.  

• Insubordination or refusing to obey instructions properly issued by your manager 
pertaining to your work; refusal to help out on a special assignment.   

• Threatening, intimidating or coercing fellow employees on or off the premises at any 
time, for any purpose.  

• Engaging in an act of sabotage; negligently causing the destruction or damage of 
Company property, or the property of fellow employees, customers, vendors, or 
visitors in any manner.  

• Theft or unauthorized possession of Company property or the property of fellow 
employees; unauthorized possession or removal of any Company property, including 
documents, from the premises without prior permission from management; 
unauthorized use of Company equipment or property for personal reasons; using 
Company equipment for profit.  

• Dishonesty; falsification, or misrepresentation on your application for employment or 
other work records; falsifying reason for a leave of absence or other data requested by 
the Company; alteration of Company records or other Company documents.  

• Giving confidential or proprietary Company information to competitors or other 
organizations, or to unauthorized Company employees; working for a competing 
business while an employee of the Company; breach of confidentiality of personnel 
information.  

• Spreading malicious gossip and/or rumors; engaging in behavior which creates 
discord and lack of harmony; interfering with another employee on the job; restricting 
work output or encouraging others to do the same.  

• Unsatisfactory or careless work; failure to meet production or quality standards.  
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• Violating the Company's anti-harassment policy, which includes any act of unlawful 
harassment, sexual, racial or other; telling sexist or racist jokes; making racial or 
ethnic slurs.  

• Leaving work before the end of a workday or not being ready to work at the start of a 
workday without approval of your manager; stopping work before time specified for 
such purposes.  

• Sleeping or loitering during working hours.  
• Excessive personal use of Company telephone, Company issued cellular phone, and 

computer.  
• Smoking in restricted areas or at non-designated times, as specified by department 

rules.  
• Creating or contributing to unsanitary conditions.  
• Posting, removing, or altering notices on any bulletin board on Company property 

without the permission of an officer of the Company.  
• Failure to promptly report an absence or late arrival to your supervisor; excessive 

unexcused absences or lateness.  
• Obscene or abusive language toward any manager, employee, vendor or customer; 

indifference or rudeness towards a customer, fellow employee, or vendor; any 
disorderly/antagonistic conduct on Company premises.  

• Failure to immediately report damage to, or an accident involving, Company 
equipment.  

• Soliciting during working hours and/or in working areas; selling merchandise, or 
collecting funds of any kind for charities or others without authorization during 
business hours, or at a time or place that interferes with the work of another employee 
on Company premises.  

• Failure to use your timesheet; alteration of your own timesheet or records or 
attendance documents so that they do not accurately reflect hours worked; altering 
another employee's timesheet or records, or causing someone to alter your timesheet 
or records. 

 
• Employees are prohibited from having any outside personal relationships with clients 

outside of work. (i.e. attending birthday parties).  
 

• Report to work or attend meetings in a manner that is in unprofessional or 
inappropriate.  

  
Should an employee’s performance, work habits, overall attitude, conduct or demeanor 
become unsatisfactory based on violations either of the above or of any other Company 
policies, rules, or regulations, the employee will be subject to disciplinary action, up to 
and including termination. 
 
Before or during imposition of any discipline, employees may be given an opportunity to 
relate their version of the incident or problem at issue and provide any explanation or 
justification they consider relevant. 
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Where appropriate, employee discipline other than termination may be applied by 
supervisors.  Examples of employee discipline include:  

1. VERBAL REPRIMAND - A "verbal reprimand" is a verbal warning to an 
employee that his/her conduct is unacceptable, and that repeated or continued 
failure to conform conduct or performance to the Company standards will result in 
more severe disciplinary action.  A record of the notice of the verbal reprimand may 
be made and retained in the employee's personnel file.  

2. WRITTEN REPRIMAND - A “written reprimand" describes the unacceptable 
conduct or performance of the employee and specifies needed changes or 
improvements.  A copy of the written reprimand generally will be retained in the 
employee's personnel file.  

3. SUSPENSION- Suspension of the employee's employment may, at the sole 
discretion of the Company, be used prior to termination.  The length of the 
suspension will vary based upon such factors as the severity of the offense, the 
employee's performance, and the employee's disciplinary record.  An employee may 
be suspended for repeated instances of minor misconduct, failure to conform his 
conduct or performance to the standards of his position, or for a single serious 
offense.  A record of the suspension generally will be retained in the employee's 
personnel file.  

 4. TERMINATION - If an employee fails to conform his/her conduct or performance 
to the standards required by the Company, the Company may, in its sole discretion, 
terminate the employee's employment. 

 
Notwithstanding the potential for less severe discipline before termination, the Company 
reserves the right to administer discipline in such a manner as it deems appropriate to the 
circumstances, and may, in its sole discretion, terminate an employee without prior 
discipline. 
 
 
VIOLENCE IN THE WORKPLACE POLICY  
 
It is the intent of the Company to provide a safe workplace for employees and to provide 
a comfortable and secure atmosphere for customers and others with whom we do 
business.  The Company has zero tolerance for violent acts or threats of violence. 
 
The Company expects all employees to conduct themselves in a non-threatening, non-
abusive manner at all times.  No direct, conditional or veiled threat of harm to any 
employee or Company property will be considered acceptable behavior.  Acts of violence 
or intimidation of others will not be tolerated.  Any employee who commits or threatens 
to commit a violent act against any person while on Company premises will be subject to 
immediate discharge.  If an employee, while engaged in Company business off the 
premises, commits or threatens to commit a violent act, that employee will be subject to 
immediate discharge. 
 
Examples of workplace violence include, but are not limited to, the following:  
• All threats or acts of violence occurring on Company premises, regardless of the 

relationship between the Company and the parties involved.  
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• All threats or acts of violence occurring off the Company’s premises involving 
someone who is acting in the capacity of a representative of the Company. 

 
Specific examples of conduct that may be considered threats or acts of violence include, 
but are not limited to, the following:  
• Hitting or shoving an individual.  
• Threatening an individual or his/her family, friends, associates, or property with 

harm.  
• Intentional destruction or threatening to destroy Company property.  
• Making harassing or threatening phone calls, emails, texts, or social media posts.  
• Harassing surveillance or stalking (following or watching someone).  
• Unauthorized possession or inappropriate use of firearms or weapons. 
 
Employees within the Company share the responsibility in identification and alleviation 
of threatening or violent behaviors.  Any employee who is subjected to or threatened with 
violence, or who is aware of another individual who has been subjected to or threatened 
with violence, should immediately report this information to their manager, a member of 
management, or the Company.  Employees must assume that any threat is serious.  If you 
as an individual feel threatened and need protection, do not hesitate to report the situation 
to a manager.  Any threat reported to a manager should be brought to the attention of 
management and the Company.  Human Resources/the Company will carefully 
investigate all reports, and employee confidentiality will be maintained to the fullest 
extent possible. 
 
The Company’s prohibition against threats and acts of violence applies to all persons 
involved in the Company’s operation, including but not limited to personnel, contract, 
and temporary workers, and anyone else on Company property.  Violations of this policy 
by any individual on Company property will lead to disciplinary action, up to and 
including termination and/or legal action as appropriate. 
 
 
EMPLOYEE SAFETY AND HEALTH 
 
It is the policy of the Company to provide its employees a safe and healthy workplace 
and to follow procedures aimed at safeguarding all employees.  Accident prevention and 
efficiency in production go together, neither should be given priority over the other. 
 
Safety is everyone's responsibility.  Every manager is expected to devote the time and 
effort necessary to ensure the safety of employees at all times. 
 
Responsibilities of the employee include:  
• Obeying the safety rules. 

• Following safe job procedures.  Not taking short cuts. 

• Keeping work areas clean and free from slipping or tripping hazards. 

• Using prescribed personal protective equipment. 
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• Immediately reporting all malfunctions to a manager. 

• Using care when lifting and carrying objects. 

• Observing restricted areas and all warning signs. 

• Knowing emergency procedures. 

• Reporting unsafe conditions to managers. 

• Promptly reporting every accident and injury to your manager. 

• Following the care prescribed by the attending physician when treated for an injury or 
illness.  

• Attending all employee safety meetings. 

• Participating in accident investigations, serving on safety committee or other loss 
control activities as needed. 

 
Failure to observe these guidelines may result in disciplinary action, up to and including 
termination of your employment. 
 
	
BENEFITS 
 
Please review and confirm that the company does offer life insurance.  
	
The Company does offer medical, dental and life insurance for all full-time employees who work 
at least 30 hours per week.  Full-time regular employees are eligible for benefits on the first day 
of the month following 30 days of continuous employment.  Please see the Company’s Medical 
Summary Plan Design for details.   
 
 
WORKPLACE ACCIDENTS  
 
All accidents, injuries, potential safety hazards, safety suggestions and health and safety 
related issues must be reported immediately to your manager and/or Human Resources.  
If you or another employee is injured, you should contact outside emergency response 
agencies, if needed.   
 
All first report of injury claims must be reported within 24 hours.  Call the Corporate 
office to quickly and easily report any work-related injury, 24 hours a day.  This call will 
initiate proper claim handling by notifying a claim professional who will send the "First 
Report of Injury" notification to the State as required.  You may also e-mail the "First 
Report of Injury" report to your immediate supervisor. The Employee's Claim for 
Workers' Compensation Form (DWC-1) must be completed in all cases in which an 
injury requiring medical attention has occurred.   If an injury does not require medical 
attention, the manager must still contact Specialty Risk Services and state that the injury 
is just a Report Only in case medical treatment is later needed and to ensure that any 
existing safety hazards are corrected.   
 
Federal law (Occupational Safety and Health Administration) requires that we keep 
records of all illnesses and accidents, which occur during the workday.  The California 
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State Workers' Compensation Act also requires that you report any workplace illness or 
injury, no matter how slight.  If you fail to report an injury, you may jeopardize your right 
to collect workers' compensation payments as well as health benefits.  OSHA also 
provides for your right to know about any health hazards that might be present on the job.  
Should you have any questions or concerns, contact your manager, Human Resources 
and/or the Company for more information. 
 
No matter how insignificant an injury may seem at the time of occurrence, you should 
notify your immediate manager or Midwest Employers Casualty Company at 
877.975.2667  immediately of any workplace accident or injury. 
 
 
DRUG FREE WORKPLACE POLICY 
 
 
The policy of the Company is to maintain a drug free workplace.  As a condition of 
continued employment, all Company employees must comply with this policy.  The term 
“workplace” is defined as Company property, any Company sponsored activity, or any 
other site where the employee is performing work for the Company or representing the 
Company.  The term “drug” as used in this policy includes alcoholic beverages and 
prescription drugs, as well as illegal inhalants and illegal drugs and/or controlled 
substances as defined in schedules I through V of the Controlled Substances Act, 21 
U.S.C. Sec. 812, 21 C.F.R. Sec. 1308, and the state and local law of the jurisdiction 
where the workplace is located, including, but not limited to, marijuana, opiates (e.g., 
heroin, morphine), cocaine, phencyclidine (PCP), and amphetamines.  An employee who 
engages in an activity prohibited by this policy shall be subject to disciplinary action, up 
to and including immediate termination of employment. 
 
Prohibited activities under this policy include the possession, use, sale, attempted sale, 
distribution, manufacture, purchase, attempted purchase, transfer, or cultivation of drugs, 
as defined above, in the workplace, as defined above.  Employees are also prohibited 
from being at the workplace with a detectable amount of drugs in their system. 
Employees may be required to be tested for drugs if they are suspected of being under the 
influence during working hours.  However, the use and/or possession of prescription 
drugs, when taken as directed and obtained with a valid prescription, shall not be a 
violation of this policy.  
 
Information regarding the availability of treatment programs, if any, such as assistance 
provided by the Company’s health care plan coverage or drug and alcohol abuse 
rehabilitation programs and the requirements for participation in drug and alcohol abuse 
education and training programs, may be requested by contacting the Company’s Human 
Resources Department.   
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COMPLAINT RESOLUTION PROCEDURE  
 
Misunderstandings or conflicts can arise in any organization.  To ensure effective 
working relations, it is important that such matters be resolved before serious problems 
develop.  Most incidents resolve themselves naturally; however, should a situation persist 
that you believe is detrimental to your employment with the Company, you should follow 
the procedure described here for bringing your complaint to management's attention.  

Step One.  Discussion of the problem with your immediate manager is 
encouraged as a first step.  If, however, you do not believe a discussion 
with your manager is appropriate, you may proceed directly to Step Two.  
Step Two.  If your problem is not resolved after discussion with your 
manager or if you feel discussion with your manager is inappropriate, you 
are encouraged to request a meeting with a representative of the 
Company’s Human Resources Department.  In an effort to resolve the 
problem, the representative will consider the facts and may conduct an 
investigation. 

 
The Company does not tolerate any form of retaliation against employees availing 
themselves of this procedure.  The procedure should not be construed, however, as 
preventing, limiting, or delaying the Company from taking disciplinary action against any 
individual, up to and including termination, in circumstances (such as those involving 
problems of overall performance, conduct, attitude, or demeanor) where the Company 
deems disciplinary action appropriate. 
 
Complaint Procedure 
 
The Company provides its employees with a convenient and reliable method for reporting 
incidents of harassment, including sexual harassment.  Any employee who feels that they 
have been or are being harassed, or discriminated against, is encouraged to immediately 
inform the alleged harasser that the behavior is unwelcome.  In most instances, the person 
is unaware that their conduct is offensive and when so advised can easily and willingly 
correct the conduct so that it does not reoccur.  If the informal discussion with the alleged 
harasser is unsuccessful in remedying the problem or if such an approach is either not 
possible or comfortable for the employee, the employee should immediately report the 
complained-of conduct to their immediate supervisor, manager, owner of the Company, 
or if necessary for resolution, to the Company’s Human Resources Department.  If for 
any reason you do not feel comfortable reporting the complaint to anyone else, you may 
go directly to the Company’s Director of Human Resource.  The report should include all 
facts available to the employee regarding the harassment. 
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HOURS AND COMPENSATION POLICIES 
 
REST AND LUNCH PERIODS FOR NON-EXEMPT EMPLOYEES 
 
The Company provides non-managerial employees a rest period of 10 minutes “net” rest 
time per four hours worked or major fraction thereof, and which insofar as practicable 
shall be in the middle of each work period.  However, the Company generally will not 
authorize a rest period for employees whose total daily work time is less than three and 
one-half hours.  Rest periods are counted as hours worked, and thus, employees are not 
required to record their rest periods on their time records.  Rest breaks may not be 
combined with or added on to meal breaks nor may they be used to come to work 10 
minutes late or leave 10 minutes early.  All 10-minute rest breaks must be taken on the 
Company’s premises. Your manager will advise you when you may take your breaks. 
 
All non-managerial employees who work five or more hours (six or more if mutually 
agreed upon in writing) in a day are required to take a 30-minute meal break.  A second 
30-minute meal break is required for employees who work over 10 hours in a day.   
Certain exceptions to the rule exist based on the number of hours worked and/or the 
nature of the employee’s duties, but exceptions are uncommon, and you must have 
written authorization from your manager if you will not be taking a meal break.  
Employees taking their meal breaks must record their time on their time records when 
they begin and end their meal periods.  
  
Your manager will usually assign your lunch period.  In order to facilitate the smooth 
flow of business, lunch breaks may be staggered and may change to meet the needs of the 
Company. 
 
LACTATION BREAK 
 
The Company will provide a reasonable amount of break time to accommodate a female 
employee’s need to express breast milk for the employee's infant child. The break time 
should, if possible, be taken concurrently with other break periods already provided. 
Employees should clock out for any time taken that does not run concurrently with 
normally scheduled rest periods, and such time will be unpaid.  The Company will also 
make a reasonable effort to provide the employee with the use of a room or other location 
in close proximity to the employee's work area, for the employee to express milk in 
private.   
 
Employees should notify their immediate supervisor if they are requesting time to express 
breast milk under this policy.  The Company does, however, reserve the right to deny an 
employee’s request for a lactation break if the additional break time will seriously disrupt 
operations. 
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PAYDAY  
 
All employees will be paid bi-weekly every other Friday of the month. For paydays 
falling on a holiday, you will be paid the prior business day.  If you are absent on payday 
and someone else is to pick up your check, it will not be released without a signed, 
handwritten note from you authorizing the named person to pick it up.  The person 
designated to pick up your check will be asked to produce identification satisfactory to 
management; otherwise, your check will not be released.  Any deviations from this 
procedure must have prior approval from an officer of the Company. 
 
Vacation pay will be paid on the regular pay cycle during which vacation is taken.  If you 
resign with at least 72 hours notice, you will be paid on the date of separation for all 
wages and accrued unused vacation at the date of separation.  If you resign with less than 
72 hours notice, you will be paid for all wages and accrued unused vacation no later than 
72 hours after notice is given.  If you are terminated, you will be paid on the date of 
termination for all wages and accrued unused vacation, if any, at the date of termination.  
 
 
ABSENTEEISM AND TARDINESS 
 
The Company is able to secure work based upon our estimates of performance and our 
history of reliability.  Therefore, the Company expects all employees to assume diligent 
responsibility for their attendance and promptness.  Continued dependability, quality, and 
pride of service are factors over which each individual employee has a great deal of 
influence.  If you are absent and cannot perform your duties on time, or if you produce 
substandard work, then we all pay the price by losing the confidence of the customer. 
 
The work schedule is constructed around the maximum working hours and capabilities of 
the staff.  It is extremely important that you be punctual in your arrival for work at the 
beginning of the workday or shift to which you are assigned.  If you know that you will 
be absent or late arriving for work, notify your manager as soon as possible via telephone 
but within the first three hours of your work shift each day of your absence, unless you 
are granted an authorized medical or family medical leave. You may not solely text your 
immediate supervisor to inform them that you will be absent or late arriving for work, as 
it is required that you convey this information to them verbally. In the event of a 
disabling sickness or accident while performing your duties, notify your manager 
immediately.   
 
In the event of a disabling sickness or accident while performing your duties, notify your 
manager immediately via telephone.  If your manager is unable to answer his or her 
telephone, please leave them a voice message regarding your absence or tardiness. 
 
If you are absent for more than three consecutive workdays, a statement from a physician 
may be required before you will be permitted to return to work.  In such instances, the 
Company also reserves the right to require you to submit to an examination by a 
physician designated by the Company at its discretion. 
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Unexcused or excessive absenteeism or tardiness is grounds for disciplinary action, up to 
and including termination.  If you are absent for three or more consecutive business days 
and fail to properly report your absences, this will be considered a resignation of your 
position and your employment will be terminated for abandonment of your job. 
 
 
OVERTIME FOR NON-EXEMPT EMPLOYEES 
 
It should be recognized that overtime and additional work other than that which is 
regularly scheduled may be required. 
 
Overtime will be paid to eligible, non-exempt employees in accordance with applicable 
federal, state and local laws. If you are a non-exempt employee, you will be eligible to 
receive overtime pay of one and one-half times your regular hourly wage for hours 
worked over eight hours per day or 40 hours in one week, and for the first eight hours 
worked on the seventh consecutive day of work in the same workweek.  Additionally, 
non-exempt employees will be paid twice their regular rate of pay for hours worked over 
12 in a day and over eight on the seventh consecutive day of work in the same workweek.  
If, during that week, you were away from the job because of a job-related injury, paid 
holiday, jury or witness duty, sick day, or vacation day, those hours not worked will not 
be counted as hours worked for the purpose of computing overtime pay. 
 
Your immediate manager must authorize all overtime prior to its occurrence.  All 
overtime will be clearly noted on your time sheet and should be initialed by your 
immediate manager. 
 
 
EXEMPT EMPLOYEE REDUCTION OF SALARY  
 
Exempt employees are paid on a salary basis and, in general, must be paid their full 
salary for any week in which they perform work. Their salary may be reduced only in the 
following circumstances:  

1. Employees who are absent from work for at least a full day for personal reasons 
other than sickness or disability will not be paid for that day unless they have 
accrued paid time off under the client company’s paid time off, vacation or sick 
policy, if any.   

2. Exempt employees who are absent for at least a full day because of sickness or 
disability will not be paid for that day unless they have accrued paid time off 
under the client company’s policy that provides payment for time missed due to 
sickness or disability and the absence qualifies for pay under such policy. Their 
salary will not be reduced for less than a full day because of sickness or disability.  

3. Employees who are absent from work for jury duty, attendance as a witness, or 
military leave may have their salary reduced by the amount of payment they 
receive in the form of jury fees, witness fees, or military pay. Their salary will not 
be reduced by the number of hours or days they are absent unless they perform no 
work during a given week.   

4. Employees who work less than 40 hours during their first and/or last week of 
employment will be paid a proportionate part of their full salary for the time 
actually worked. 
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5. Employees who take leave under the Family and Medical Leave Act and/or the 

California Family Rights Act will not be paid for that time unless they have 
accrued paid time off under the client company’s paid time off, vacation, 
sickness, or disability policy, if any. Their salary will be reduced by the hours 
missed, even if it is for less than a full day. 

 
Prohibited Reductions/ Complaint Procedure  
 
Any salaried exempt employee whose salary is reduced in violation of this policy will be 
reimbursed. If you feel your salary has been improperly reduced, please notify the 
Company’s Human Resources Department. The employee will not be penalized in any 
way for making such a complaint.   
 
This policy is intended solely to implement FLSA and state regulatory requirements, will 
be applied and modified as necessary in accordance with such requirements, and is not to 
be considered any type of contract. 
 
 
ERROR IN PAY  
 
Every effort is made to avoid errors in your paycheck.  If you believe an error has been 
made, contact your immediate supervisor.  The Company will take the necessary steps to 
research the problem and to assure that any necessary correction is made promptly. 
 



 24 

OPERATIONS POLICIES 
 
APPEARANCE  
 
All employees should use good judgment with regard to dress and appearance.  
Employees should dress in a manner that is consistent with the place and type of work 
they perform. Employees are to dress in a professional and appropriate manner when 
attending meetings at the corporate office or if you are scheduled to meet with a client. 
 
Please contribute to a positive work environment by maintaining high standards of 
neatness, grooming, and personal hygiene. Also, please keep in mind that some 
individuals may be allergic to such things as perfumes, colognes, and lotions.  If you use 
such items, please use them in moderation and with consideration for those around you. 
 
All shirts and blouses must be professional and not show cleavage. Shorts and skirts must 
be appropriate and considered business casual shorts and must not be shorter than the 
knee. All employees must wear clothing that covers to the top of their knees.  
 
No flip-flops at any time, however, business casual sandals are acceptable.   
 
 
PERSONAL PHONE CALLS AND PERSONAL BUSINESS  
 
During business hours, you are requested to keep personal calls to an absolute minimum. 
No long distance or toll calls such as directory assistance, other than Company business 
calls, are to be made from Company telephones. If it is absolutely necessary that you 
make a toll call from work, you must charge it to your personal calling card or home 
number.  Telephone records are subject to periodic review by management. 
 
If you need to leave the worksite to conduct personal business, you must first obtain 
permission from your immediate manager. This will allow us to make modifications to 
the work schedule if necessary and will keep us aware of your activities during the day.  
Personal visits of friends and family members to the worksite are discouraged. 
 
 
USE OF COMMUNICATION SYSTEMS 
 
It is the intent of the Company to provide the communication systems necessary for the 
conduct of its business.  Employees are expected to adhere to proper use of all 
communication systems.  These include but are not limited to the Telephone, Electronic 
Mail (E-Mail), Facsimile, Internet, Corporate Intranet, Voicemail, Computer Terminals, 
Modems and Systems Software.  Employees are permitted use of Company property and 
must comply with Company policies and procedures regarding its use. 
 
The communication systems are owned and operated by the Company and are to be used 
for the business of the Company.  Employees should have no expectation of privacy of 
any correspondence, messages or information in the systems. 
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The Company reserves the right to access and disclose all such messages sent for any 
purpose.  All such messages, regardless of content or the intent of the sender, are a form 
of corporate correspondence, and are subject to the same internal and external regulation, 
security and scrutiny as any other corporate correspondence.  E-mail communications 
must be written following customary business communications practices as is used in 
Company correspondence. E-mail communications are official internal Company 
communications, which may be subject to summons in legal proceedings.  Work-related 
messages should be directed to the affected employee(s) rather than sending a global 
message to all employees. 
 
The Company’s communication systems shall not be used as a forum to promote 
religious or political causes, or an illegal activity. Offensive or improper messages or 
opinions, transmission of sexually explicit images, messages, cartoons, or other such 
items, or messages that may be construed as harassment or disparagement of others based 
on race, color, religious creed, sex, national origin, ancestry, citizenship status, 
pregnancy, physical disability, mental disability, age, military status or status as a 
Vietnam-era or special disabled veteran, marital status, registered domestic partner status, 
gender (including sex stereotyping), medical condition (including, but not limited to, 
cancer related or HIV/AIDS related), sexual orientation are also prohibited on the 
Company’s communication systems. 
 
Employees shall not attempt to gain access to another employee’s personal 
communications system and messages.  The Company, however, reserves the right to 
access an employee’s messages at any time, without notice to the employee. 
 
Any violation of these guidelines may result in disciplinary action, up to and including 
termination. 
 
 
INTERNET CODE OF CONDUCT 
 
Access to the Internet has been provided to staff members for the benefit of the 
organization and its clients.  It allows employees to connect to information resources 
around the world.  Every staff member has a responsibility to maintain and enhance the 
Company’s public image, and to use the Internet in a productive manner.  To ensure that 
all employees are responsible, productive Internet users and are protecting the 
Company’s public image, the following guidelines have been established for using the 
Internet. 
 
Acceptable Use of the Internet 
 
Employees accessing the Internet are representing the Company.  All communications 
should be for professional reasons.  Employees are responsible for seeing that the Internet 
is used in an effective, ethical and lawful manner.  Internet Relay Chat channels may be 
used to conduct official Company business, or to gain technical or analytical advice.  
Databases may be accessed for information as needed.  E-mail may be used for business 
contacts. 
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Unacceptable Use of the Internet 
 
The Internet should not be used for personal gain or advancement of individual views.  
Solicitation of non-Company business, or any use of the Internet for personal gain is 
strictly prohibited.  Use of the Internet must not disrupt the operation of the Company 
network or the network of other users.  It must not interfere with your productivity. 
 
As a reminder, employees are not to engage in online social networking sites such as, but 
not limited to, MySpace, Facebook, and Twitter during their work shifts.  In addition, 
employees are prohibited from stating derogatory, negative, and/or making any 
comments that may jeopardize the reputation of the Company, its employees, and 
owners, as the information is shared with the general public.  
 
Employees are not to engage in online social networking sites such as, but not limited to, 
MySpace, Facebook, and Twitter during their work shifts unless it is an essential function 
of their position.   In addition, employees are prohibited from using social media to 
discuss Company trade secrets and/or to sexually harass other employees or stating 
derogatory, negative, and/or making any comments that may jeopardize the reputation of 
the company, its employees, and owners, as the information is shared with the general 
public. 
  
Employees are not to post testimonials or endorsements about the Company or any of its 
products or services without disclosing the relationship to the Company. 
  
This policy is not intended to violate the employees’ rights to discuss the terms and 
conditions of employment or engage in any activity protected by state or federal law. 
 
 
Communications 
 
Each employee is responsible for the content of all text, audio or images that they place 
or send over the Internet.  Fraudulent, harassing or obscene messages are prohibited.  All 
messages communicated on the Internet should have your name attached.  No messages 
will be transmitted under an assumed name.  Users may not attempt to obscure the origin 
of any message.  Information published on the Internet should not violate or infringe 
upon the rights of others.  No abusive, profane, or offensive language may be transmitted 
through the system.  Employees who wish to express personal opinions on the Internet 
are to use non-Company Internet systems. 
 
Software 
 
To prevent computer viruses from being transmitted through the system, there will be no 
unauthorized downloading of any software.  All software downloads require prior 
management approval. 
 
Copyright Issues 
 
Staff members while using the Internet may not transmit copyrighted materials belonging 
to entities other than the Company.  One copy of copyrighted material may be 
downloaded for use in research.  Users are not permitted to copy, transfer, rename, add or 
delete information or programs belonging to other users unless given express permission 
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to do so by the owner.  Failure to observe copyright or license agreements may result in 
disciplinary action from the Company, up to and including immediate termination, or 
legal action by the copyright owner. 
 
Passwords 
 
While our Systems may accommodate the use of passwords for security, the reliability of 
such for maintaining confidentiality cannot be guaranteed.  Individual passwords do not 
prevent the Company from accessing your files.  
 
You may be required, however, to disclose your password(s) to the Company CEO 
because your system may need to be readily accessed by the Company when you are 
absent.  Never disclose personal or system passwords to anyone other than authorized 
Company representatives. 
 
Employees will not attempt to gain access to another employee’s E-mail, or Voice Mail 
messages.  However, the Company reserves the right to access an employee’s messages 
at any time, without notice, to the employee. 
 
Security 
 
All messages created, sent or retrieved over the Internet are the property of the Company, 
and should be considered public information.  The Company reserves the right to access 
and monitor all messages and files on the computer system as deemed necessary and 
appropriate.  Internet messages are public communication and are not private.  All 
communications including text and images can be disclosed to law enforcement or other 
third parties without prior consent of the sender or the receiver. You cannot change your 
computer password without permission from your manager. 
 
Harassment 
 
Harassment of any kind is prohibited. Messages with derogatory or inflammatory 
remarks about an individual or group’s race, color, religious creed, sex, national origin, 
ancestry, citizenship status, pregnancy, physical disability, mental disability, age, military 
status or status as a Vietnam-era or special disabled veteran, marital status, registered 
domestic partner status, gender (including sex stereotyping), medical condition 
(including, but not limited to, cancer related or HIV/AIDS related), sexual orientation 
will not be permitted. 
 
Violations 
 
Violations of any guidelines listed herein may result in disciplinary action, up to and 
including immediate termination.  If necessary, the Company will advise appropriate 
legal officials of any illegal violations. 
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SOLICITATIONS AND DISTRIBUTION OF LITERATURE  
 
It is the intent of the Company to maintain a proper business environment and prevent 
interference with work and inconvenience to others from solicitations and/or distribution 
of literature. 
 
Group meetings for solicitation purposes, distributing literature, circulating petitions in 
work or sales areas is prohibited unless it is approved by the on-site manager as a 
Company-sponsored event.  The following guidelines will apply throughout the 
Company:  
• Employees will not engage in any solicitation of other employees for any purpose 

whatsoever during working hours in work areas.  
• The Company’s facilities may not be used as a meeting place that involves 

solicitation and/or distribution of literature.  
• In order to maintain good customer relations and preserve the professional work 

environment, employees may not wear any insignia, badge, or button on their person, 
nor display any insignia, badge, or button on their desk or in their work area, 
excluding professional designation awards, except as allowed by law.  

• Management will approve and post all information that is displayed on the 
Company’s bulletin board or make available for review or distribution to employees.  

• Trespassing, soliciting or distributing literature by non-employees is prohibited on 
Company premises. 

 
 
COMPANY PROPERTY  
 
In an effort to ensure the safety and welfare of employees and invitees, the Company 
reserves the right, on reasonable suspicion that Company policy is being violated, to 
conduct searches or inspections which includes, but is not limited to, employee’s work 
area, desks, and any other property located on Company premises or work sites.  Entry on 
Company premises or work sites constitutes consent to searches or inspections. 
 
 
WEAPONS 
 
It is the intent of the Company to provide a safe and secure workplace for employees, 
clients, clients’ customers, visitors and others with whom we do business.  The Company 
expressly forbids the possession of firearms on Company property.  The Company has a 
“zero tolerance” guideline for possession of any type of weapon, firearm, explosive, or 
ammunition.  Company property includes, but is not limited to, all Company facilities, 
vehicles, and equipment, whether leased or owned by the Company or its client.  In 
addition, firearms in employee-owned vehicles parked on Company property are strictly 
forbidden.   
 
The possession of firearms on Company property may be cause for discipline including 
immediate termination of employment.  In enforcing this guideline, the Company 
reserves the right to request inspections of any employee and their personal effects, 
including personal vehicles while on Company premises.  Any employee who refuses to 
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allow inspection will be subject to the same disciplinary action as being found in 
possession of firearms. 
 
Employees within the Company share the responsibility of identifying violators of this 
guideline.  An employee who witnesses or suspects another individual of violating this 
guideline should immediately report this information to their on-site manager. 
 
 
SMOKING 
 
In order to maintain a safe and comfortable working environment and to ensure 
compliance with applicable laws, smoking in Company offices and facilities is strictly 
prohibited. Because the Company may be subject to criminal and civil penalties for 
violations of applicable smoking laws, we must insist on strict adherence to this policy.  
Employees smoking in any non-smoking area may be subject to disciplinary action, up to 
and including termination.  Please contact your on-site manager or the Human Resources 
Department if you have any questions regarding the smoking policy.  Complaints 
regarding violations of this policy may be filed under the Company's complaint 
resolution procedure, which is described elsewhere in this section of the handbook. 
 
 
SAFETY ISSUES FOR CELLULAR PHONE USE   
 
Employees whose job responsibilities include regular or occasional driving and who are 
issued a cell phone for business use are expected to refrain from using their phone while 
driving except as described below. Safety must come before all other concerns. 
Regardless of the circumstances, including slow or stopped traffic, employees are to pull 
off to the side of the road and safely stop the vehicle before placing or accepting a call. If 
acceptance of a call is unavoidable and pulling over is not an option, employees are 
expected to keep the call short, use hands-free options and refrain from discussion of 
complicated or emotional discussions and keep their eyes on the road. Special care should 
be taken in situations where there is traffic, inclement weather or the employee is driving 
in an unfamiliar area. 
 
In situations where job responsibilities include regular driving and accepting of business 
calls, hands-free equipment will be available to facilitate the provisions of this policy. 
Employees whose job responsibilities do not specifically include driving as an essential 
function, but who are issued a cell phone for business use, are also expected to abide by 
the provisions above. Under no circumstances are employees allowed to place themselves 
at risk to fulfill business needs. 
 
Employees who are charged with traffic violations resulting from the use of their phone 
while driving will be solely responsible for all liabilities that result from such actions.  
 
Violations of this policy will be subject to the highest forms of discipline, including 
termination. 
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PREGNANCY DISABILITY LEAVE  
 
Pregnancy, childbirth, or related medical conditions will be treated like any other 
disability, and an employee on leave will be eligible for temporary disability benefits in 
the same amount and degree as any other employee on leave. 
 
All female employees should advise Human Resources of their intent to take pregnancy 
disability leave as soon as possible.  The individual should make an appointment with the 
designated manager so that the following may be explained:  

1. If the need for the leave or transfer is foreseeable because of the pregnancy, 
employees must provide at least 30 days of advance notice before the pregnancy 
disability leave or transfer is to begin.  Employees must consult with their 
manager regarding the scheduling of any planned medical treatment or 
supervision so as to minimize disruption to the operations of the Company.  Any 
such scheduling is subject to the approval of the health care provider of the 
employee.  If 30 days of advance notice is not possible, notice must be given as 
soon as practicable.  

2. Employees who need to take pregnancy disability must provide at least verbal 
notice sufficient to notify the Company that the employee needs to take a 
pregnancy disability leave and/or transfer.  The verbal notice should include the 
anticipated timing and duration of the leave or transfer.  

3. If requested by the employee and recommended by the employee’s health care 
provider, the employee’s work assignment may be changed as required to protect 
the health and safety of the employee and her child.  

4. Requests for temporary transfers of job duties will be reasonably accommodated 
if the job and security rights of others are not breached.  

5. Temporary transfers due to health considerations will be granted where possible.    
6. Pregnancy leave usually will begin when ordered by the employee’s health care 

provider.  If requested, the employee must provide the Company with a 
certification from a health care provider.  The certification indicating disability 
should contain:  

a. The date on which the employee became disabled due to pregnancy;  
b. The probable duration of the period or periods of disability; and  
c. Statement that, due to the disability, the employee is unable to perform 

one or more of the essential functions of her position without undue risk to 
herself, the successful completion of her pregnancy, or to other persons.   

7. A return from leave will be allowed only when the employee provides a release to 
the Company from her health care provider.  

8. An employee will be required to use all accrued PTO, if any is available, during a 
pregnancy disability leave.  An employee will be allowed to use accrued PTO (if 
otherwise eligible to take the time) during a pregnancy disability leave.  

9. Duration of the leave will be determined by the advice of the employee’s health 
care provider, but disabled employees may take up to four months.  The four 
months of leave includes any period of time for actual disability caused by the 
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employee’s pregnancy, childbirth or related medical condition.  This includes 
leave for severe morning sickness and for prenatal care.  

 
Leave does not need to be taken in one continuous period of time and may be taken 
intermittently, as needed. 
 
Under most circumstances, upon submission of a medical certification that an employee 
is able to return to work from a pregnancy disability leave, an employee will be reinstated 
to her same position held at the time the leave began or to an equivalent position with the 
same pay rate/salary, if available.  An employee returning from a pregnancy disability 
leave has no greater right to reinstatement than if the employee had been continuously 
employed rather than on leave.  For example, if the employee on pregnancy disability 
would have been laid off had she not gone on leave, or if the employee’s position has 
been eliminated due to a reduction in force, and there are no equivalent or comparable 
positions available, then the employee would not be entitled to reinstatement.   
 
Absences due to pregnancy disability leave will not be counted as time worked for the 
purpose of computing seniority and PTO. 
  
While on leave, group health insurance will be continued as is provided for in the 
Continuation of Benefits policy. 
 
 
PAID FAMILY LEAVE 
 
Employees may be granted time off of work to care for a seriously ill child, spouse, 
parent, or registered domestic partner, or to bond with a new child. Employees may be 
granted up to six weeks of partial pay each year while taking time off from work. This 
leave is administered by the California Employment Development Department and not 
the Company.  Requests for Paid Family Leave should be submitted in writing to the 
employee’s manager 30 days prior to commencement of the leave period, or as soon as is 
practicable.  The manager will forward the request to the appropriate manager 
recommending approval or denial.  Management will make the final decision concerning 
the request.  All employees on approved leave are expected to report any change of status 
in their need for leave or their intention to return to work to their manager. 
 
MILITARY LEAVE OF ABSENCE  
 
A leave of absence without pay for military or reserve duty is granted to full-time regular 
and part-time regular employees.  If an employee is called to active military duty or the 
reserve or National Guard training, or if an employee volunteers for the same, the 
employee should submit copies of military orders to the on-site manager as soon as 
possible.   The employee will be granted a military leave of absence without pay for the 
period of military service, subject to and in accordance with applicable federal and state 
laws.  If the employee is a reservist or a member of the National Guard, the employee is 
granted time off without pay for required military training. The employee may, however, 
use any accrued but unused PTO.  Exempt employees who perform any Company work 
in a week in which they also have military duty will be paid their full salary for the week.  
Eligibility for reinstatement after military duty or training is completed is determined in 
accordance with applicable federal and state laws. 



 32 

 
SCHOOL OR DAY CARE ACTIVITY LEAVE  
 
An employee who is the parent or guardian or grandparent of a child in kindergarten or 
grades 1 through 12, or of a child attending a licensed day care facility, may take up to 40 
hours of leave per calendar year for the purpose of participating in activities of the school 
or licensed day care facility.  This leave is limited to no more than eight hours per month.  
Prior to taking school or day care activity leave, employees must give reasonable advance 
notice to their supervisor of the need for the leave.   
 
Employees taking school or day care activity leave shall utilize any accrued vacation. If 
no paid leave is available, the employee may take the time off without pay.  Employees 
shall be required to submit documentation from the school or licensed day care facility as 
proof that the employee did attend the school or day care activity on a specific date and 
time. 
 
 
VOLUNTEER FIREFIGHTERS 
 
No employee shall receive discipline for taking time off to perform emergency duty as a 
volunteer firefighter, reserve peace officer or emergency rescue personnel.  If you are 
participating as a volunteer firefighter, reserve peace officer or emergency rescue 
personnel, please notify your supervisor so the Company may be aware of the fact that 
you may have to take time off for emergency duty.  In the event that you need to take 
time off for emergency duty, please alert your supervisor before doing so where possible. 
 
 
BEREAVEMENT LEAVE  
 
If a death occurs in the family of a full-time regular or part-time regular employee, the 
employee will be compensated for time lost from their regular work schedule in 
accordance with the following guidelines.  The employee will be granted up to three days 
off from work with pay in the event of the death of a spouse, registered domestic partner, 
child, parent, sibling or comparable step relation, two days off from work with pay for the 
death of a grandparent, father-in-law, mother-in-law, son-in-law, or daughter-in-law or 
the registered domestic partner’s equivalent relative and one day off with pay in the event 
of the death of a relative not a member of your immediate family as defined herein.  
Request for bereavement leave must be made to your immediate manager. 
 
JURY DUTY AND WITNESS LEAVE  
 
Jury duty leave is treated as an excused absence.  While it is our policy not to pay full-
time non-exempt employees for jury duty absence, if this loss in pay represents a 
hardship, we will be glad to provide you with a statement indicating that it is our policy 
not to pay for absence associated with jury duty service.  Non-exempt employees may 
request unpaid jury duty leave for the length of the jury service.  If desired, employees 
may use any available PTO time.  
 
An employee is also permitted to retain the allowance he receives from the court for such 
service.   
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To qualify for jury or witness duty leave, an employee must submit to his manager a copy 
of the summons as soon as it is received.  In addition, proof of service must be submitted 
to the employee’s manager when the period of jury or witness duty is completed.  If the 
employee is released from jury duty at or before noon, the employee is expected to report 
to work for the remainder of the day.   
 
Employer reserves the right to request the court to excuse an employee from jury duty for 
business necessity, such as, but not limited to, a trial that is expected to last over two 
weeks. 
 
LEAVE FOR VICTIMS OF DOMESTIC VIOLENCE OR SEXUAL 
ASSAULT  
 
An employee who is a victim of domestic violence will be granted leave from work to: 
(1) seek medical attention for injuries caused by domestic violence or sexual assault; (2) 
obtain services from a domestic violence shelter, program, or rape crisis center as a result 
of domestic violence or sexual assault; (3) obtain psychological counseling related to an 
experience of domestic violence or sexual assault; or (4) participate in safety planning 
and take other actions to increase safety from future domestic violence or sexual assault 
including temporary or permanent relocation, in accordance with state law.   
 
Leave will be granted provided that the employee gives the employer reasonable advance 
notice of the employee's intention to take time off unless advance notice is not feasible. 
When an unscheduled absence occurs, the Company shall not take any action against the 
employee if the employee, within a reasonable time after the absence, provides a 
certification to the Company, including the following: (1) a police report indicating that 
the employee was a victim of domestic violence or sexual assault; (2) a court order 
protecting or separating the employee from the perpetrator of an act of domestic violence 
or sexual assault, or other evidence from the court or prosecuting attorney that the 
employee appeared in court; or (3) documentation from a medical professional, domestic 
violence advocate, advocate for victims of sexual assault, health care provider, or 
counselor that the employee was undergoing treatment for physical or mental injuries or 
abuse resulting in victimization from an act of domestic violence or sexual assault.  An 
employee may use accrued unused vacation or personal leave and paid time off before 
continuing leave on an unpaid basis. 
 
To the extent allowed by law, the Company shall maintain the confidentiality of any 
employee requesting domestic violence leave. 



 34 

EMPLOYEE BENEFITS 
 
HOLIDAYS  
 
Regular full-time, non-retail employees are eligible for paid holidays upon the first day of 
employment. To receive holiday pay, a non-exempt employee must work the regularly 
scheduled workday before and after the holiday, unless the manager approves an 
exception in writing.  A paid holiday does not count as a day worked in calculating 
overtime for the week. 
 
Retail employee’s observation of holidays are subject to business demands. 
 
The Company observes the following holidays each year:   
• New Year's Day    January 1st 
• President’s Day  Third Monday in February 
• Memorial Day   Last Monday in May 
• Independence Day  July 4th 
• Labor Day   First Monday in September 
• Thanksgiving Day  Fourth Thursday in November 
• Day after Thanksgiving Fourth Friday in November 
• Christmas Eve (1/2 day) December 24th 
• Christmas Day    December 25th 
 
 
PTO (40 Hours per Week) 
 
Paid time off (PTO) is provided by the Company for employees to be away from work 
due to vacation or other personal requirements.  All full-time regular employees working 
40 hours or more per week are eligible for PTO on a pro-rated calendar year basis.  The 
established vacation period is from January 1st through December 31st of the same year.  
 
Employees will not accrue PTO while on any type of leave.  Please see individual offer 
letters for PTO accrual.  
 
In the event that available PTO is not used by the end of the benefit year, employees may 
carry unused time forward to the next benefit year.  However, there is a maximum 
accrual (“cap”).  The annual accrual cap is 1 ½ times the annual accrual rate. If the total 
amount of unused vacation reaches this "cap", further PTO accrual will stop.  When the 
employee uses PTO and brings the accrual balance below the “cap,” PTO accrual will 
begin again.  PTO accrues on a pro-rata basis so that, for example, an employee who has 
been employed for one week has accrued 1/52 of his annual accrual. 
 
So that we may schedule work and plan for business requirements, employees should 
give as much notice as possible in scheduling PTO time.  If there are conflicting dates, 
preference generally will be given to the employee who has the most seniority. A more 
junior employee who already has an approved vacation date will not, however, be 
bumped by a more senior employee. 
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Employees may not cash out PTO. If a planned vacation has to be canceled due to the 
needs of the Company and an employee is unable to reschedule the vacation within the 
year, the Company reserves the option of paying the employee in lieu of taking the 
canceled vacation or to allow rescheduling of that vacation.  Employees who are away 
from work on a leave of absence do not accrue vacation time while on leave. 
 
Pay for PTO days will be paid on the regular pay cycle.  Vacation days are not considered 
hours worked when calculating overtime hours.  The Company pays all accrued but 
unused PTO pay when an employee leaves the Company at the hourly or salary rate of 
pay in effect upon separation. 
 
If a terminating employee has taken unaccrued vacation hours, by taking vacation that 
has not yet accrued, an employee agrees to repay any such amounts and will be required 
to sign an authorization allowing the Company to deduct the amount of vacation used but 
not accrued from the employee’s final paycheck.   
 
Employees are required to use all accrued but unused vacation up to a maximum of two 
weeks of accrued vacation prior to collecting benefits under the California Family 
Temporary Disability Insurance Act. 
 
 
VOTING  
 
It is the policy of the Company to permit employees to be absent from work to vote in 
local, state or national elections.  Employees who cannot reach their polling place outside 
of work hours will be permitted up to two hours without loss of pay to vote at the 
beginning or end of their regular work shift.  Employees must notify their manager at 
least two working days in advance to arrange a mutually agreeable time.  Evidence of 
voter registration and voting may be required. 
 
In addition, employees are allowed unpaid time off to serve as election officials on 
Election Day.  Employees requesting such unpaid leave must notify their manager as far 
in advance as possible. 
 
 
EMPLOYEE DISCOUNTS 
 
To encourage the increased product knowledge, all products are available to employees 
of MedMen at wholesale cost plus 10% to cover overhead. Limitations may apply.  
 
This discount cannot be transferred and may be revoked at anytime without prior 
warning.  
 
Only a manger or supervisor may apply the employee discount. 
 
Abuse of the employee discount policy may be cause for disciplinary action up to and 
including termination. 
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1. General Requirements 

1.1. All staff must be twenty-one (21) years of age or older. 

1.2. All staff involved in manufacturing must be trained in and conform to general 

sanitary practices 

1.3. No facility shall employ anyone who would come into contact with or handle 

medical marijuana who has been convicted of any felony of sale or possession of 

drugs, narcotics, or controlled substances in accordance with the requirements of 

the law. 

 

2. Executive/Director 

2.1. MMMG Managing Partner – In charge of the management consultant. 

2.2. Director of Operations – Responsible for Director of Cultivation, Training and 

Research and Development. Manage cultivation staff and operations processes. 

Execute the operational strategies developed in conjunction with the Director of 

Cultivation. Scale, upgrade, and optimize infrastructure consistent with 

anticipated growth, trends, needs and requirements. Manage human and material 

resources to meet production goals. Develop and monitor effective performance 

and capacity metrics; provide summaries and interpret trends to executives and 

peer managers. Design capable, scalable processes to consistently deliver optimal 

quality and yield. Manage and develop production/operations team.  

Qualifications: Must have five or more years of experience in Operations, 

Logistical Support, Supply Chain Management or related field. Bachelor's 

Degree in Engineering, Business Administration or Business Management. 

Master’s Degree in related discipline preferred. Supply Chain Certification (Six 

Sigma, Lean, APICS, etc) a plus. SQF or BRC management experience required. 

Proven project management and leadership skills. Knowledge and experience in 

Lean Manufacturing and kaizen principles a plus. Must have a minimum of one 

year experience in good agricultural practices (GAP), good laboratory practices 

(GLP), or good manufacturing practices (GMP). 

2.3. Director of Cultivation – Create policies and procedures for the cultivation 

department. Oversee the Cultivation Manager and the daily operations process 
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for multiple marijuana cultivation facilities. Scale, upgrade and optimize 

infrastructure consistent with anticipated growth, trends, needs and requirements. 

Maintain compliance with the company policy and procedures. Ensure that 

standard operating procedures are adhered to. Ensure implementation and 

adherence to health and safety procedures. Design capable, scalable processes to 

consistently deliver optimal quality and yield. Develop company cultivation 

methodology. Ensure overall crop management including purchasing inputs, 

monitoring, etc.  

Qualifications: Must have five or more years of managing day to day operations 

of industrial cropping facilities as well as a Bachelor's Degree in Engineering, 

Business Administration, Business Management, Horticulture, plant biology or 

related field. Master’s Degree in related discipline preferred. Supply Chain 

Certification (Six Sigma, Lean, APICS, etc) a plus. Excellent interpersonal and 

communication skills to interact with other departments, employees, and outside 

vendors and carriers. Proven project management and leadership skills. 

Knowledge and experience in Lean Manufacturing and kaizen principles a plus. 

Must have a minimum of one year experience in good agricultural practices 

(GAP). 

2.4. Director of Training – Responsible for developing, creating and implementing 

training programs. Supervises technical training for staff. Design, evaluate, and 

refine standard operating procedure. Ensure compliance with standard operating 

procedure. Review and evaluate in-house practices, procedures, and protocols 

relating to staff education, professional development, and organizational 

processes that affect quality. Develop objectives and ensure the content matches 

the objective. Design, implement and lead organization-wide learning and 

development initiatives. 

Qualifications: Bachelor’s degree in Business, Human Resources, Education, or 

related field. Master’s Degree in related discipline preferred.  Minimum of five 

years of experience in developing and training in a large scale operation. Proven 

project management and leadership skills. 
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2.5. Director of Research and Development – Create standards and policies for 

extraction process procedures and oversee the Lab Supervisor. Responsible for 

researching and developing new products, product redesign, and product 

enhancements based on industry experience and trends. 

Qualifications: Bachelor’s degree in chemistry, chemical engineering, biology or 

related field.  Master’s Degree in related discipline preferred. Minimum of five 

years of experience in chemistry and chemical process development.  Proven 

record of successful chemical analysis and process development. 

2.6. Operations Manager – Manage day-to-day operations of the facility.  Work under 

the Director of Operations to assist in the development and management of the 

facility to execute the operational strategies. Scale, upgrade, and optimize 

infrastructure consistent with anticipated growth, trends, needs and requirements. 

Manage human and material resources to meet production goals. Develop and 

monitor effective performance and capacity metrics; provide summaries and 

interpret trends to executives and peer managers. Design capable, scalable 

processes to consistently deliver optimal quality and yield. Manage and develop 

production/operations team. Will have full P&L responsibility in managing the 

full facility. 

Qualifications: Must have three to five or more years of experience in 

Operations, Logistical Support, Supply Chain Management or related field. 

Bachelor's Degree in Engineering, Business Administration, or Business 

Management. Master’s Degree in related discipline preferred. Supply Chain 

Certification (Six Sigma, Lean, APICS, etc) a plus. SQF or BRC management 

experience required. Proven project management and leadership skills. 

Knowledge and experience in Lean Manufacturing and kaizen principles a plus 

 

3. Cultivation 

3.1. Cultivation Manager – Report directly to the Operations Manager and indirectly 

to the Director of Cultivation.  Oversee the cultivation department to ensure 

proper procedures are implemented and adhered to. Perform duties that support 

the company’s QA and operational key indicators as well as verify all products to 
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ensure Food Safety, Quality and SQF 2000 standards and specifications are met. 

Work with the Director of Cultivation to ensure standard operating procedures 

are adhered to. Manage crop scheduling and organization to precisely project 

facility needs on a daily, weekly, and monthly basis. Will have cultivation P&L 

responsibility.  

Qualifications: Must have a minimum of three years of management experience 

in commercial-scale crop production systems. Must have a Bachelor's Degree in 

Engineering, Business Administration, Business Management, Horticulture, plant 

biology, or related field. Must have knowledge in controlled environment 

growing and hydroponic methods. Must have a minimum of one year experience 

in Good Agricultural Practices (GAP). 

3.2. Cultivation Supervisor – Second in command when the Cultivation Manager is 

not present. Will perform duties that support the company’s QA and operational 

key indicators as well as verify all products to ensure Food Safety, Quality and 

SQF 2000 standards and specifications are met. Works with the Director of 

Cultivation to ensure standard operating procedures are adhered to. Manage crop 

scheduling and organization for facility needs on a daily, weekly, and monthly 

basis. 

Qualifications: Must have a minimum of two years of management experience in 

commercial-scale crop production systems. Must have a Bachelor's Degree in 

Engineering, Business Administration, Business Management, Horticulture, plant 

biology, or related field. Must have knowledge in controlled environment 

growing and hydroponic methods. Good Agricultural Practices (GAP) experience 

a plus. 

3.3. Irrigation Technician – Responsible for monitoring the automated drip irrigation 

system.  If needed, he/she will mix new fertilizer stock solutions using the 

provided recipe to specified stock tanks. The technician will also perform daily 

irrigation “field checks” to ensure the accuracy of the irrigation delivery system. 

Qualifications: Experience in cultivation/horticulture preferred. Ability to work 

effectively in an individual and team environment. Highly motivated and 

dedicated self-starter with proven dependability. 
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3.4. Mother Care Technician – Responsible for monitoring and caring for mother 

plants.  

Qualifications: Experience in cultivation/horticulture preferred. Ability to work 

effectively in an individual and team environment. Highly motivated and 

dedicated self-starter with proven dependability. 

3.5. Clone Technician – Responsible for planting and monitoring clones.  

Qualifications: Experience in cultivation/horticulture preferred. Ability to work 

effectively in an individual and team environment. Highly motivated and 

dedicated self-starter with proven dependability. 

3.6. Plant Care Technician – Responsible for providing care to the crop in the 

vegetative and flower production growth stages. Everything from planting the 

rooted clones to harvesting the ripened flowers will be done by this employee. 

Qualifications: Experience in cultivation/horticulture preferred. Ability to work 

effectively in an individual and team environment. Highly motivated and 

dedicated self-starter with proven dependability. 

3.7. IPM Technician – Monitor crop for pests and disease. Perform appropriate 

procedures to ensure the highest level of plant health possible. 

Qualifications: Experience in cultivation/horticulture preferred. Ability to work 

effectively in an individual and team environment. Highly motivated and 

dedicated self-starter with proven dependability. 

 

4. Production 

4.1. Production Manager – Responsible for the supervision and control of production 

processes. Must have Food Systems and Safety training. Observe production 

activities including extraction, refining, ingredient storage and monitoring, batch 

preparation, mixing, and packaging to assure consistency and conformance with 

all necessary standards.  During these observations, verify personnel 

conformance to, SQF, GMPs, and allergen control programs through daily 

supervision and internal audit results. Train, evaluate, motivate, and lead 

employees. Assign duties to the Production team and evaluate all needed work 
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procedures to expedite work flow. Will have separate extraction and finished 

product production P&L responsibility. 

Qualifications: Bachelor’s Degree in a technical field is preferred. Must have at 

least three years of management experience in a similar role. Excellent 

communication and interpersonal skills. Must be knowledgeable about various 

cannabis strains. Excellent ability to exercise initiative, problem-solving, and 

decision-making skills. Must have a minimum of one year experience in Good 

Manufacturing Practices (GMP). 

4.2. Maintenance 

4.2.1. Maintenance Supervisor – Responsible for ensuring machines are clean 

and well maintained. Must ensure labor laws, safety regulations, and 

companies policies are adhered to. Maintain up-to-date critical parts 

inventory. Direct workers in electrical, mechanical and hydraulic 

maintenance and repair of machinery. Train, evaluate, motivate, and lead 

employees. Assigns duties to the Maintenance team and evaluate all needed 

work procedures to expedite work flow. 

Qualifications: Must have a degree or technical training in electrical 

maintenance or at least five years of experience in maintenance. Must have 

supervisorial experience in a similar role. Excellent communication and 

interpersonal skills. Excellent initiative, problem-solving, and decision-

making skills. Good Manufacturing Practices (GMP) experience a plus. 

4.2.2. Maintenance Shift Lead – Second in command when Maintenance 

supervisor is not present. Must ensure labor laws, safety regulations and 

companies policies are adhered to. Perform preventative maintenance 

procedures on mechanical equipment on a scheduled basis; inspect machines 

and performs repairs and replaces broken parts.  Complete daily, weekly and 

monthly checklists on building equipment maintenance procedures and 

maintains records of scheduled maintenance procedures. May obtain 

estimates for supplies, repair parts; orders parts as needed. Train, evaluate, 

motivate, and lead employees. Assigns duties to the Maintenance team and 

evaluate all needed work procedures to expedite work flow 
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Qualifications: High school diploma or GED required. Minimum of two 

years of experience in a warehouse management role. Must have good 

communication, analytical, reading, and mathematical skills. Must be 

knowledgeable about standard warehouse operational methods, policies, and 

regulations.   

4.2.3. Maintenance Team – Perform preventative maintenance procedures on 

mechanical equipment on a scheduled basis; inspect machines and performs 

repairs and replaces broken parts. General maintenance/up-keep, ensuring 

grounds and facilities are in good condition. Complete daily, weekly and 

monthly checklists on building equipment maintenance procedures and 

maintains records of scheduled maintenance procedures. 

Qualifications: Must have a high school degree or GED. Ability to work 

effectively in an individual and team environment. Highly motivated and 

dedicated self-starter with proven dependability. Must be able to perform 

physical activities such as lifting, walking, stooping, kneeling, crawling, 

handling, and moving objects up to 50 pounds. 

4.3. Laboratory 

4.3.1. Chemist – Manages standard operation procedure, routine laboratory 

activities and personnel in the analysis and extraction of cannabinoid oil 

through ultra-performance convergence chromatography and carbon dioxide 

supercritical fluid extraction, respectively. Accountable for ensuring that 

appropriate and timely specimen handling, delivery, specimen testing, 

results reporting in an efficient and cost effective manner in accordance with 

laboratory policies and procedures. Responsible for ensuring that all 

laboratory procedures being performed in areas of responsibility will comply 

with all regulatory, accrediting, and licensure requirements. Strictly adhere 

to company health, safety and regulatory policies, including correct handling 

of Hazardous Materials and wearing proper PPE (personal protective 

equipment). Responsible for training, evaluating, motivating, and leading 

laboratory employees. Assign duties to the laboratory team and evaluate all 

needed work procedures to expedite work flow. 
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Qualifications: Must have a Masters in chemistry, biochemistry, molecular 

biophysics, bioengineering, chemical engineering, or related field. Must 

have at least five years of managerial experience. Must be knowledgeable in 

extraction techniques. Must be knowledgeable about various cannabis 

strains. Excellent initiative, problem-solving, and decision-making skills. 

4.3.2. Extraction Shift Lead – Second in command along with Grinder/Stock 

Controller when Chemist is not present. Manage standard operation 

procedure, routine laboratory activities, and personnel in the analysis and 

extraction of cannabinoid oil through ultra-performance convergence 

chromatography and carbon dioxide supercritical fluid extraction, 

respectively. Accountable for ensuring that appropriate and timely specimen 

handling, delivery, specimen testing, results reporting in an efficient and cost 

effective manner in accordance with laboratory policies and procedures. 

Responsible for ensuring that all laboratory procedures being performed in 

areas of responsibility will comply with all regulatory, accrediting, and 

licensure requirements. Strictly adhere to company health, safety and 

regulatory policies, including correct handling of Hazardous Materials and 

wearing proper PPE (personal protective equipment). Responsible for 

training, evaluating, motivating, and leading laboratory employees. Assign 

duties to the laboratory team and evaluate all needed work procedures to 

expedite work flow. 

Qualifications: Must have a Masters in chemistry, biochemistry, molecular 

biophysics, bioengineering, chemical engineering, or related field. Must 

have at least three years of managerial experience. Must be knowledgeable 

in extraction techniques. Must be knowledgeable about various cannabis 

strains. Excellent initiative, problem-solving, and decision-making skills. 

4.3.3. Grinder/Stock Controller – Second in command along with Extraction 

Shift Lead when Chemist is not present. Manages day-to-day operation of 

laboratory activities and personnel. Operate and oversee the grinding 

machine to prepare marijuana for the extraction process. Strictly adhere to 

company health, safety and regulatory policies, including correct handling of 
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Hazardous Materials and wearing proper PPE (personal protective 

equipment). Facilitates marijuana check in and check out along with the 

Provider. One of the few personnel who has access to the safe. Responsible 

for training, evaluating, motivating, and leading laboratory employees. 

Qualifications: Must have at least five years of supervisorial experience. 

Must be able to operate grinding machine. Must be knowledgeable about 

various cannabis strains. Excellent initiative, problem-solving, and decision-

making skills. 

4.3.4. Extraction Team – Manual operator of laboratory activities and personnel 

in the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. Aid the Chemist in all areas of the extraction 

process, including grinding, weighing, decarbing, extracting, analyzing, and 

blending cannabis and oils. Operates CO2 extraction machines and any 

related machines related to the extraction process. Adhere to company 

health, safety and regulatory policies, including correct handling of 

Hazardous Materials and wearing proper PPE (personal protective 

equipment).  

Qualification: Bachelor’s Degree in chemistry or related field. Must have 

previous experience in extraction. Experience in extraction preferred. Must 

be knowledgeable about various cannabis strains. Ability to exercise 

initiative, problem-solving, and decision-making. 

4.4. Production and Packaging 

4.4.1. Production & Packaging Supervisor – Supervise and coordinate activities 

of workers engaged in packaging products and materials for storage or 

shipment. Study production orders to ascertain type and quantity of product, 

containers to be used, and other packaging requirements. Observes 

packaging operations to verify conformance to specifications. Train workers 

in the operation of equipment. Must ensure labor laws, safety regulations 

and companies policies are adhered to. Troubleshoot issues with Production 
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and Packaging staff. Assign duties to the Production and Packaging team 

and evaluate all needed work procedures to expedite work flow. 

Qualification: Must have at least five years of supervisorial experience in a 

similar role. Excellent communication and interpersonal skills. Excellent 

initiative, problem-solving, and decision-making skills. 

4.4.2. Production & Packaging Lead – Second in command when the Production 

& Packaging supervisor is not present. Must ensure labor laws, safety 

regulations and company policies are adhered to. Responsible for packaging 

and labeling products before distribution. Examine and inspect containers, 

materials, and products to ensure that packing specifications are met. Record 

product, packaging, and order information on specified forms and records. 

Remove completed or defective products or materials, placing them on 

moving equipment such as conveyors or in specified areas such as loading 

docks. Train, evaluate, motivate, and lead employees. Assigns duties to the 

Production and Packaging team. Evaluate all needed work procedures to 

expedite work flow 

Qualification: Must have at least two years of supervisorial experience in a 

similar role. Excellent communication and interpersonal skills. Excellent 

initiative, problem-solving, and decision-making skills.  

4.4.3. Production & Packaging Team – Responsible for packaging and labeling 

products before distribution. Examine and inspect containers, materials, and 

products to ensure that packing specifications are met. Record product, 

packaging, and order information on specified forms and records. Remove 

completed or defective products or materials, placing them on moving 

equipment such as conveyors or in specified areas such as loading docks. 

Adhere to labor laws, safety regulations and company’s policies. 

Qualifications: Must have high school diploma or GED. Previous experience 

working in production or related field preferred. Effective communication 

and interpersonal skills. Ability to work effectively in an individual and team 

environment. Highly motivated and dedicated self-starter with proven 

dependability. 
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4.5. Warehouse 

4.5.1. Warehouse Supervisor – Responsible for the Warehouse department. Must 

ensure labor laws, safety regulations and company policies are adhered to. 

Meet warehouse operational standards by contributing warehouse 

information to strategic plans and reviews; implementing production, 

productivity, quality, and customer-service standards; resolving problems; 

identifying warehouse system improvements. Maintain inventory by 

conducting monthly physical counts; reconciling variances; inputting data. 

Update job knowledge by participating in educational opportunities; reading 

technical publications. Train, evaluate, motivate, and lead employees. 

Assigns duties to the Warehouse team and evaluate all needed work 

procedures to expedite work flow. 

Qualifications: High school diploma or GED required. Minimum of five 

years of experience in a warehouse management role. Must have good 

communication, analytical, reading, and mathematical skills. Must be 

knowledgeable about standard warehouse operational methods, policies, and 

regulations.   

4.5.2. Warehouse Shift Lead – Second in command when the Warehouse 

Supervisor is not present. Must ensure labor laws, safety regulations and 

companies policies are adhered to. Meet warehouse operational standards by 

contributing warehouse information to strategic plans and reviews; 

implementing production, productivity, quality, and customer-service 

standards; resolving problems; identifying warehouse system improvements. 

Maintains inventory by conducting monthly physical counts; reconciling 

variances; inputting data. Update job knowledge by participating in 

educational opportunities; reading technical publications. Train, evaluate, 

motivate, and lead employees. Assign duties to the warehouse team and 

evaluate all needed work procedures to expedite work flow. 

Qualifications: High school diploma or GED required. Minimum of two 

years of experience in a warehouse management role. Must have good 

communication, analytical, reading, and mathematical skills. Must be 
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knowledgeable about standard warehouse operational methods, policies, and 

regulations.   

4.5.3. Warehouse Team – Completes shipments by processing and loading 

orders. Prepare orders by processing requests and supply orders; pulling 

materials; packing boxes; placing orders in delivery area. Maintain quality 

service by following organization standards. Maintain safe and clean work 

environment by keeping shelves, pallet area, and workstations neat; 

maintaining clean shipping supply area; complying with procedures, rules, 

and regulations. 

Qualifications: Must have a high school degree or GED. Previous warehouse 

experience preferred. Ability to work effectively in an individual and team 

environment. Highly motivated and dedicated self-starter with proven 

dependability. Must be able to perform physical activities such as lifting, 

walking, stooping, kneeling, crawling, handling, and moving objects up to 

50 pounds. 

 

5. Quality Assurance 

5.1. Quality Assurance Manager – Direct all quality assurance activities for the 

company. Perform duties that support the company’s QA and operational key 

indicators as well as verify all products to ensure Food Safety, Quality and SQF 

2000 standards and specifications are met. Work directly with manufacturing to 

schedule and control inspection activities and to enforce requirements as 

specified by raw materials, ingredients, products and package specifications, and 

regulatory agencies. Review documentation for completeness and accuracy. 

Work with research and development during new product start-ups and 

establishes checkpoints for testing new products and processes. Initiate corrective 

action for procedural product or process deficiencies. 

Qualifications: Bachelor’s degree in chemistry, biochemistry, food science, or 

related field. Master’s degree in related discipline preferred. Must have a 

minimum of five years of experience in project management or quality 

assurance. Must have a minimum of three years’ experience managing a quality 
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assurance team for a large scale operation.  Two years of SQF or BRC 

management experience required. 

5.2. Quality Assurance Supervisor – Second in command when Quality Assurance 

Manager is not present. Assist in directing all quality assurance activities for the 

company. Perform duties that support the company’s QA and operational key 

indicators as well as verify all products to ensure Food Safety, Quality and SQF 

2000 standards and specifications are met. Work directly with manufacturing to 

schedule and control inspection activities and to enforce requirements as 

specified by raw materials, ingredients, products and package specifications, and 

regulatory agencies. Review documentation for completeness and accuracy. 

Works with research and development during new product start-ups and 

establishes checkpoints for testing new products and processes. Initiate corrective 

action for procedural product or process deficiencies. 

Qualifications: Bachelor’s degree in chemistry, biochemistry, food science, or 

related field. Master’s degree in related discipline preferred. Must have a 

minimum of three years of experience in project management or quality 

assurance. Must have a minimum of one year experience managing a quality 

assurance team for a large scale operation.  One year of SQF or BRC 

management experience required. 

5.3. Quality Assurance Technician – Responsible for analysis and verification 

activities required in Safe Quality Food (SQF) System as well as ensuring all 

production process control. Conduct analytical testing of products and raw 

materials; sample during process and conduct QA/QC tests; coordinate sensory 

analysis.  Maintain, clean and calibrate laboratory equipment, operating and 

training manuals. Assist with establishment of Standard Operating Procedures 

relevant to the factory. 

Qualifications: Bachelor’s degree in a science discipline preferably in food 

science, or 2+ years of quality assurance experience. 

5.4. Sanitation Lead – Responsible for managing and maintaining daily, weekly, and 

monthly sanitation needs and operations. Manage sanitation workers. 

Responsible for ensuring that all sanitation procedures being performed will 
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comply with all sanitation regulation and policy. Train, evaluate, motivate, and 

lead employees. 

Qualifications: Must have high school diploma or GED. Must have at least four 

years of sanitation experience and two years of supervisorial experience.  

 

6. Miscellaneous  

6.1. Accounting – Responsible for all transactions regarding general ledger work, 

accounts receivable, accounts payable, payroll and other accounting transactions 

as necessary, along with monthly balance sheet reconciliations.  Report to CFO. 

Qualifications: Bachelor’s degree in accounting, business, economics, or related 

field. Minimum of two years of experience as an accountant. Excellent 

communication, planning, organizational, analytical, and time management 

skills. Must possess strong mathematical aptitude. Must be computer literate. 

6.2. Customer Support Team – Perform a variety of customer service duties necessary 

for the Company to run efficiently.  Provide support to Marketing and Sales staff, 

President, CFO, and VP of Operations.  The customer service representative will 

project a professional company image and optimize customer’s experience 

through in-person and phone interaction. Expected to maintain a friendly, 

courteous, and positive attitude.  

Qualifications: Must have a high school degree or GED. Must be positive, 

energetic, self-motivated, and proactive. Must have strong communication and 

interpersonal skills. Prior customer service experience preferred. 

6.3. Human Resource Team – Maintain and enhance the organization's human 

resources by planning, implementing, and evaluating employee relations and 

human resources policies, programs, and practices. 

Qualifications: Bachelor’s degree in human resources, business, or related field. 

Can be substituted for 2 or more years of human resources experience. 

Demonstrated success in working in a team environment. Excellent 

organizational, communication, analytical, multi-tasking, and problem-solving 

skills. 
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6.4. Marketing Team – Responsible for creating and delivering marketing ideas and 

activities. Concept and creates marketing materials, manages projects, and 

ensures company messages are consistent. 

Qualifications: Bachelor’s degree in marketing, communications, or related field. 

Can be substituted for 2 or more years of marketing experience. Excellent 

organizational, communication, analytical, multi-tasking, and problem-solving 

skills. 

6.5. Public Relations Team – Responsible for the public relations initiatives within a 

company. Create, manage, and implement PR campaigns with the goal of 

enriching a company's position within the public eye. Maintain and develop 

strong relationships with media outlets. 

Qualifications: Bachelor’s degree in marketing, communications, or related field. 

Can be substituted for 2 or more years of public relations experience. Excellent 

organizational, communication, analytical, multi-tasking, and problem-solving 

skills. Ability to multi-task and prioritize responsibilities.  

6.6. Director of Security and Security Officers – Responsible for patrolling the 

premises of building to detect suspicious activity and ensures the safety of 

employees and product. Provide the first line response to emergencies. Permit 

authorized persons to enter the facility and monitor entrances and exits. Regulate 

and monitor building systems. Provide courteous assistance to customers and 

employees. 

Qualifications: Must have high school degree or GED. Must have a security 

guard license. Have at least one year of experience as a security guard, police 

officer, correctional officer, national guard, or similar. CPR license a plus. Works 

well under pressure. 

 

7. Contracted Groups 

7.1. Landscaping 

7.2. Housekeeping  

7.3. Pest Control  

7.4. Uniform Services  
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CRITERIA & PERFORMANCE ELEMENTS 
                              Rating 

QUALITY OF WORK (Competence in required job skills, accuracy, 
understanding of procedures) 
 
Comments: 
 
 
 
 

 
 
 
 
 
 

PRODUCTIVITY (Work is accomplished quickly & accurately, exceeds 
customers’ expectations, accomplished previously established goals & 
objectives) 
 
Comments: 
 
 
 
 

 

DECISION MAKING: (Accumulates all relevant information prior to 
making decision.  Presents well-considered & appropriate alternatives 
when making recommendations.  Makes decisions in a timely manner.) 
 
 
 
Comments: 
 
 

 

COMMUNICAT ION & TEAMWORK (Team player, pays attention to 
needs of customers, anticipates needs & does not wait to be told, 
effectiveness of expression in individual or group situation, 
demonstrates flexibility and willingness to consider new/different ideas, 
willingness to prioritize team & company business interest over 
individual business interest.) 
 
Comments: 
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LEADERSHIP & PROJECT MANAGEMENT SKILLS  
• Drives performance, setting performance expectations & holding 

people accountable for expected results 
• Manages work efficiently, ensures proper resources are in place 
• Influences through Personal Power – builds successful, motivated 

teams 
• Effectively coaches employees on meeting goals & daily 

performance, addresses ongoing non-performance issues through 
progressive disciplinary practices, provides thoughtful & timely 
recognition/rewards for employees. 

• Inspires loyalty & trust – leads through vision & values 
• Partners with & across Teams – builds successful partnerships 

across departments, responds to concerns from employees or co-
workers 

• Selects Talent – Identifies, evaluates, and selects internal and 
external talent, playing to people’s strengths  

 
Comments: 
 
 
 
 
 
 
 
 

 

 
SIGNIFICANT ACHIEVEMENT: 
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GUIDELINES FOR APPROPRIATE CONDUCT 
 
As a Company team member, employees are expected to accept certain 
responsibilities, follow acceptable business principles in matters of conduct, and exhibit a 
high degree of integrity at all times.  This not only involves sincere respect for the rights 
and feelings of others, but also demands that employees refrain from any behavior that 
might be harmful to themselves, co-workers, the Company, or that might be viewed 
unfavorably by current or potential customers or by the public at large. Employee 
conduct reflects on the Company.  Employees are, consequently, encouraged to observe 
the highest standards of professionalism at all times. 
 
Types of behavior and conduct that the Company considers inappropriate include, but are 
not limited to, the following:  
• Violation of any Company rule. 

• Any action that is detrimental to the Company’s efforts to operate profitably. 

• Violation of state, federal, or local laws and regulations. 

• Violation of security or safety rules or failure to observe safety rules or the Company 
safety practices; failure to wear required safety equipment; tampering with the 
Company’s equipment or safety equipment.  

• Negligence or any careless action that endangers the life or safety of another person.  
• Having alcohol or a controlled substance in your system while at work; use, 

possession or sale of a controlled substance in any quantity while on Company 
premises, except medications prescribed by a physician which do not impair safety or 
work performance.  

• Unauthorized possession of firearms, weapons, or explosives on Company property 
or while on duty.  

• Engaging in criminal conduct or acts of violence, or making threats of violence 
toward anyone on company premises or when representing the company; fighting, or 
provoking a fight on Company property, or negligent damage of property.  

• Insubordination or refusing to obey instructions properly issued by your manager 
pertaining to your work; refusal to help out on a special assignment.   

• Threatening, intimidating or coercing fellow employees on or off the premises at any 
time, for any purpose. 
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• Engaging in an act of sabotage; negligently causing the destruction or damage of 

Company property, or the property of fellow employees, customers, vendors, or 
visitors in any manner.  

• Theft or unauthorized possession of Company property or the property of fellow 
employees; unauthorized possession or removal of any Company property, including 
documents, from the premises without prior permission from management; 
unauthorized use of Company equipment or property for personal reasons; using 
Company equipment for profit.  

• Dishonesty; falsification, or misrepresentation on your application for employment or 
other work records; falsifying reason for a leave of absence or other data requested by 
the Company; alteration of Company records or other Company documents.  

• Giving confidential or proprietary Company information to competitors or other 
organizations, or to unauthorized Company employees; working for a competing 
business while an employee of the Company; breach of confidentiality of personnel 
information.   

• Spreading malicious gossip and/or rumors; engaging in behavior which creates 
discord and lack of harmony; interfering with another employee on the job; restricting 
work output or encouraging others to do the same.  

• Unsatisfactory or careless work; failure to meet production or quality standards.  
• Violating the Company's anti-harassment policy, which includes any act of unlawful 

harassment, sexual, racial or other; telling sexist or racist jokes; making racial or 
ethnic slurs.  

• Leaving work before the end of a workday or not being ready to work at the start of a 
workday without approval of your manager; stopping work before time specified for 
such purposes.  

• Sleeping or loitering during working hours.  
• Excessive personal use of Company telephone, Company issued cellular phone, and 

computer.  
• Smoking in restricted areas or at non-designated times, as specified by department 

rules.  
• Creating or contributing to unsanitary conditions.  
• Posting, removing, or altering notices on any bulletin board on Company property 

without the permission of an officer of the Company.  



 

 
 

Guidelines for 
Appropriate Conduct 

Issue Date:  Page 
3 of 4 

11.6.2.DOC Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
Justin Bunton 
 

Revised By: Approved By: 
Andrew Modlin 

FOIL Exempt – Trade Secrets          Document Status: Original 
 

• Failure to promptly report an absence or late arrival to your supervisor; excessive 
unexcused absences or lateness.  

• Obscene or abusive language toward any manager, employee, vendor or customer; 
indifference or rudeness towards a customer, fellow employee, or vendor; any 
disorderly/antagonistic conduct on Company premises.  

• Failure to immediately report damage to, or an accident involving, Company 
equipment.  

• Soliciting during working hours and/or in working areas; selling merchandise, or 
collecting funds of any kind for charities or others without authorization during 
business hours, or at a time or place that interferes with the work of another employee 
on Company premises.  

• Failure to use your timesheet; alteration of your own timesheet or records or 
attendance documents so that they do not accurately reflect hours worked; altering 
another employee's timesheet or records, or causing someone to alter your timesheet 
or records. 

 
• Employees are prohibited from having any outside personal relationships with clients 

outside of work. (i.e. attending birthday parties).  
 

 
• Report to work or attend meetings in a manner that is in unprofessional or 

inappropriate.  
  
Should an employee’s performance, work habits, overall attitude, conduct or demeanor 
become unsatisfactory based on violations either of the above or of any other Company 
policies, rules, or regulations, the employee will be subject to disciplinary action, up to 
and including termination. 
 
Before or during imposition of any discipline, employees may be given an opportunity to 
relate their version of the incident or problem at issue and provide any explanation or 
justification they consider relevant. 
 
Where appropriate, employee discipline other than termination may be applied by 
supervisors.  Examples of employee discipline include:  

1. VERBAL REPRIMAND - A "verbal reprimand" is a verbal warning to an 
employee that his/her conduct is unacceptable, and that repeated or continued 
failure to conform conduct or performance to the Company standards will result in 
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more severe disciplinary action.  A record of the notice of the verbal reprimand may 
be made and retained in the employee's personnel file.  

2. WRITTEN REPRIMAND - A “written reprimand" describes the unacceptable 
conduct or performance of the employee and specifies needed changes or 
improvements.  A copy of the written reprimand generally will be retained in the 
employee's personnel file.  

3. SUSPENSION- Suspension of the employee's employment may, at the sole 
discretion of the Company, be used prior to termination.  The length of the 
suspension will vary based upon such factors as the severity of the offense, the 
employee's performance, and the employee's disciplinary record.  An employee may 
be suspended for repeated instances of minor misconduct, failure to conform his 
conduct or performance to the standards of his position, or for a single serious 
offense.  A record of the suspension generally will be retained in the employee's 
personnel file.  

 4. TERMINATION - If an employee fails to conform his/her conduct or performance 
to the standards required by the Company, the Company may, in its sole discretion, 
terminate the employee's employment. 

 
Notwithstanding the potential for less severe discipline before termination, the Company 
reserves the right to administer discipline in such a manner as it deems appropriate to the 
circumstances, and may, in its sole discretion, terminate an employee without prior 
discipline. 
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1. Objective 

1.1. It is important that all employees and visitors, be supported by qualified 

employees and a safe, secure environment. This policy is intended to provide 

rapid visual verification that an individual is authorized to be in the facility.  

 

2. Scope 

2.1. This policy covers all employees, volunteers, and visitors who wish to access the 

medical marijuana facility.  

 

3. Definitions  

3.1. Employee Identification Card – An issued card that verifies an employee’s or 

volunteer’s criminal history check meets the Department’s criteria and is 

authorized to be in the facility. 

 

4. General Conditions  

4.1. All employees and volunteers whose criminal history check meets the 

Department’s criteria and is authorized to be in the facility shall be issued an 

identification card. 

4.1.1. The identification card shall include a clear photograph of the face of the 

employee taken no more than six (6) months before the date of 

application. 

4.1.2. The identification card must be worn at all times when on the property.  

4.1.3. If identification card is lost, destroyed, or stolen, within twenty four (24) 

hours of becoming aware of the loss, destruction or theft, the employee 

shall: 

4.1.3.1. Notify their manager and the Director of Security; 

4.1.3.2. Request a replacement card 
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5. Responsibilities 

5.1. Direction by Operation Manager.  

5.2. Execution by Human Resources. 

5.3. Control by Quality Manager.  

 

6. Exhibits 

N/A 
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1. Objective 

1.1. It is important that all employees and visitors, be supported by qualified 

employees and a safe, secure environment. This policy is intended to support the 

verification of criminal history and other information related to employment 

decisions.  

 

2. Scope 

2.1. All personnel and volunteers will be subjected to a background check conducted 

pursuant to the procedures established by the Department.  

 

3. Definitions  

3.1. Criminal History Check - Verifying that the selected applicant or employee does 

not have any undisclosed criminal history in any jurisdiction where the applicant 

or employee resides or has resided in compliance with the Department. 

3.2. Employment Verification - Verifying that the selected applicant or employee 

actually worked in the positions listed on the application, resume, or cover letter, 

or otherwise cited by the candidate that qualify the individual for the position 

sought. 

3.3. License Verification - Verifying that the selected applicant or employee 

possesses all the licenses listed on the application, resume, or cover letter, or 

otherwise cited by the candidate that qualify the individual for the position 

sought and verification of any licenses required for the position and that said 

licenses are up to date and in good standing. 

 

4. General Conditions  

Employees covered by this policy: This policy applies to all Staff and hourly 

employees. 
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4.1. Employment Verification - To be completed by the Human Resources 

Department 

4.2. License Verification - To be completed by the Human Resources Department 

4.3. Criminal History Check - To be completed by the Department.  

 

5. Responsibilities 

5.1. Direction by Operation Manager  

5.2. Execution by Human Resources  

5.3. Control by Quality Manager  

 

6. Procedure  

6.1. All offers of employment, oral and written, shall include the following statement: 

“This offer is contingent on the verification of information required by state law 

and internal policies including the completion of a criminal history check.” 

6.2. Employment Verification: It is required that this verification be completed before 

making an offer of employment to any individual.  

6.3. Criminal History Check: In all cases necessary background checks are to be 

initiated after the acceptance of the conditional offer of employment. 

6.3.1. The individual’s official name, address, date of birth, and social security 

number will be obtained from the person and provided to the Department. 

6.4. If the criminal history check indicates that there are no convictions, the 

Department will inform Human Resources who in turn will inform the applicant 

that the offer of employment is confirmed. 

6.5. If the criminal history check indicates that there are convictions, the Department 

will inform Human Resources. Human Resources will provide a copy of the 

report to the individual. (All related information will be treated as confidential 

and protected as such.) 
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6.6. In the event that the results of the criminal history check influences a decision to 

withdraw a conditional offer of employment or to terminate employment Human 

Resources will inform the individual’s supervisor and the individual. 

6.7. For all employment, education and license verifications are required. The Human 

Resource Manager shall maintain records indicating the licenses verified as valid 

and/or the status of the verification. These records are to be permanently 

maintained in the personnel file of the associated employee. 

6.8. The business will be responsible for any fees associated with any of the 

components of the background check process. 

 

7. Instructions 

 

8. Exhibits 

N/A 
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1. Objective 

1.1. Describe the transport vehicle inspection methods required to ensure approved 

medical marijuana products and marijuana products being delivered to an 

approved laboratory are only loaded onto transport vehicles that are fit to 

securely carry finished approved medical marijuana products.  

1.2. Ensure that the product integrity and security of all finished approved medical 

marijuana products is maintained during the loading process and under 

conditions suitable to prevent cross contamination and theft. 

 

2. Scope 

2.1. This procedure encompasses every outgoing load/vehicle of finished approved 

medical marijuana products and marijuana products being delivered to an 

approved laboratory. 

 

3. Definitions  

N/A 

 

4. General Conditions  

4.1. The transport vehicle shall be equipped with an internal cage that is securely 

attached to the vehicle. 

4.2. The internal cage shall be secured by a lock and tamper evident seal separate 

from that of the external door(s). 

4.3. The transport vehicle shall be equipped with a fully charged and functional cell 

phone complete with functional GPS tracking. 

4.4. The transport vehicle shall have a full tank of gas before arriving at the facility. 

4.5. The transport vehicle shall be clean, sanitary and free of vermin or insects. 
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4.6. Transportation and deliveries may only occur between 7 a.m. and 9 p.m. to a 

medical marijuana organization or an approved laboratory.  

4.7. Transportation may not occur outside the Commonwealth.  

 

5. Responsibilities 

5.1. Direction by Operations Manager  

5.2. Execution by Facility Manager  

5.3. Control by Quality Manager  

 

6. Procedure 

6.1. The Facility Manager or designee is responsible for ensuring all vehicle General 

Conditions are acceptable for shipment of approved medical marijuana products. 

6.2. The Facility Manager or designee is responsible for completing vehicle 

inspections. 

6.3. The Facility Manager or designee is responsible for ensuring vehicle inspection 

logs are completed and turned in to the Facility Manager. Exhibit 8.1, 

Transportation Vehicle Inspection Log Form (6.8.3.FO). 

6.4. Inspect the vehicle according to the criteria listed below to ensure vehicle 

condition is acceptable prior to loading. The person responsible for the 

inspections shall use a good flashlight. 

6.4.1. Secure Communication – Each vehicle shall be equipped with a cellphone 

and GPS tracking hard mounted to the vehicle. The facility manager or 

designee is responsible for testing to ensure that the phone is fully charged, 

in working order, and GPS tracking is activated and transmitting. If secure 

communication is not operational, the truck shall be rejected. 

6.4.2. Condition of Inner Cage – Each vehicle shall be equipped with an inner 

cage (e.g. locking cargo area) secured with both a lock and a tamper evident 
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closure. The facility manager or designee shall ensure that all welds and 

joiners are secure. If the cage does not meet standards, the truck shall be 

rejected. 

6.4.3. Overall Cleanliness – The facility manager or designee shall inspect each 

vehicle for overall cleanliness. If the trailer is dirty or infested it shall be 

documented and rejected.  Care should be taken to look at the floor and 

walls. Do not load approved medical marijuana products onto any vehicle 

container where items such as hazardous chemicals are being stored or have 

spilled in the vehicle container. 

6.4.4. Odors – If the vehicle container has an unusual odor the truck shall be 

rejected for cleaning and/or airing out.  This shall be documented along with 

documentation of re-inspection. 

6.4.5. Damage – If the integrity of the vehicle container has been compromised, 

e.g., holes in the floors, walls or ceilings, wood or metal fragment protruding 

from walls or floors, refrigeration unit (if applicable) not working, doors not 

closing properly, it is to be rejected.  This shall be documented.  

6.4.6. Minor Defects – All minor defects must be corrected before loading.  This 

includes the removal of any debris, sweeping and/or vacuuming the floor, 

removing the protruding nails from the floor, walls or ceiling.  Objectionable 

odors shall be removed if possible. 

6.4.7. Loading Practices – Loading practices as described in the Transportation 

Vehicle Loading SOP (6.8.4.SOP) have been designed to minimize 

unnecessary approved medical marijuana product exposure to conditions that 

would cause a negative impact to the product or package integrity, e.g. 

protecting approved medical marijuana products that require cold storage 

from high temperatures; and to public view. 



 

 
 

Transport Vehicle 
Inspection Procedure 

Issue Date:  Page 
6 of 9 

6.8.2.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 
Andrew Modlin 

FOIL Exempt – Trade Secrets          Document Status: Original 
 

6.4.8. External markings – The vehicle cannot have markings that would identify 

or indicate the vehicle is being use to transport medical marijuana.  

6.4.9. Documentation – Ensure the vehicle has the necessary State inspection 

stickers, current State vehicle registration, insurance in the amount that is 

commercially reasonable and appropriate, the driver has a valid Driver’s 

License, and the driver is carrying the necessary shipping manifest 

documentation.   

 

7. Instructions  

7.1. Vehicle Information 

7.1.1. Record the date the vehicle is loaded or unloaded (for items unloaded at 

the facility for storage or re-loading). 

7.1.2. Indicate the time the vehicle was loaded/unloaded. 

7.1.3. Record the carrier name. 

7.1.4. Record the trailer number. 

7.1.5. Complete the “COA-Certificate of Analysis” section. Verify that the COA 

– Certificate of Analysis has been delivered ONLY if one is required. If a 

COA is not required write “NR” in the assigned column. If a COA is 

required and has not been delivered, report it to the Facility Manager to 

verify that they have received the COA. Receive the load and put a 

HOLDING tag on the merchandise until QA releases the load. Record on the 

COA column Not Delivered “ND”. Write on the comment column “Product 

on Hold” and store merchandise in the holding product area. 

7.1.6. Complete the “Condition of Incoming and Outgoing Trailer” section 

indicating the trailer condition as Good, Fair, or Bad. Place an “X” in the 

one that applies to the condition of the vehicle. Comments must be 

completed for loads marked as Fair and/or Bad. 
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7.1.7. Complete the “Trailer Security” section. Enter Yes or No if a seal and lock 

was present on the trailer. Enter Yes or No if the trailer was locked. Enter 

Yes or No if the seal and lock was present on the inner cage. 

7.1.8. Complete the “Secure Communication” section. Enter Yes or No 

indicating if the cell phone is fully operational. Enter Yes or No indicating if 

the GPS is fully operational. 

7.1.9. Complete the “Temperature” section. For edible approved medical 

marijuana products record the temperature of the vehicle’s container and of 

the approved medical marijuana product in their prospective columns. Mark 

N/A if non edible. 

7.1.10. Complete “Comments/Notification and Action Taken” section for any 

condition that does not meet requirements. 

7.1.11. Complete the Page section for total number of pages that have been 

completed for that day. 

7.1.12. Confirm the delivery trunk’s cellphone is operational. 

7.1.13. Confirm the delivery trunk’s GPS tracking is operational. 

7.2. Vehicle Inspection  

7.2.1. Inspect the vehicle condition for cleanliness, odors, damage, minor defects 

loading practices.  

7.2.2. Anything marked “Bad” must be corrected prior to loading, and the 

vehicle must be rejected if corrective actions cannot be taken. 

7.2.3. Anything marked “Fair” for the first time must note the issue in the 

comments/notification. “Fair” does not require immediate correction prior to 

shipment or unloading for received goods. “Fair” does require notification to 

the Quality Manager. Correction of the item must be completed to meet the 

“Good” requirement prior to the next shipment with this vehicle. 
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7.2.4. If an item was marked as “Fair” for the previous shipment and still only 

rates as fair, the vehicle must be rejected. 

7.2.5. “Good” will be noted for any vehicle satisfying all company requirements 

for cleanliness, contains no “off” odor, no foreign material, no damage, no 

minor defects, and no issues with loading practices for received loads. 

7.2.6. Notify the Operations Manager and Quality Manager if a vehicle is being 

rejected. 

7.2.7. Complete the “Comments/Notification and Action taken” column if the 

vehicle is rejected. If actions are taken to fix the issue, on the next line 

document a re-check of the trailer. 

 

7.3. Records 

7.3.1. Records will be kept on file for five (5) years to meet MMMG LLC record 

retention policy. 

7.3.2. Shipping logs will be reviewed by the Facility Manager or QA technician 

daily. The Operations Manager will review shipping logs weekly. 

 

8. Exhibits  

8.1. Transportation Vehicle Inspection Log Form (6.8.3.FO) 

8.2. Transportation Vehicle Loading SOP (6.8.4.SOP) 
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1. Objective 

1.1. To retrieve approved medical marijuana products from the warehouse safe and 

place them into the truck for shipping and distribution. 

 

2. Scope 

2.1. This covers the loading of transportation vehicles after a Delivery Order Form 

(8.6.5.FO) has been received and the transportation vehicle has been inspected 

according to Transport Vehicle Inspection Procedure (6.8.2.PRP), the 

Transportation Vehicle Inspection Form (6.8.1.FO) filled out and the Vehicle 

Inspection Log (6.8.3.FO) has been filled out. 

 

3. Definitions 

3.1. Warehouse Safe – In room referenced in the floor plan, this is a secure room with 

restricted access, heavy doors, and extra thick walls. 

3.2. Operations Manager – The manager with full site profit & loss responsibility. 

3.3. Mantrap – A relatively small and secure room with at least two (2) doors.  

Mantraps are designed such that only one door shall be open at a time.  In the 

case of the shipping Mantrap described in this document, one of the doors is the 

loading dock, leading directly into the Transport Vehicle. 

3.4. Transport Vehicle – Automobile used to securely carry finished approved 

medical marijuana product from the manufacturing facility to its prescribed 

destination.  Shall have a secure cage for the transportation of approved medical 

marijuana products that is part of the vehicle that but is not visible from outside 

the vehicle. 

3.5. Transport Agent – One of the two (2) employees responsible for transporting a 

vehicle from the approved manufacturing facility to an approved dispensary.  

One (1) transport agent shall remain with the vehicle at all times, the other may 
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leave the vehicle in order to inspect the loaded approved marijuana products as 

described in relevant SOPs. 

 

4. Responsibilities 

4.1. Performed by Warehouse Lead 

4.2. Supervised by Quality Supervisor 

4.3. Directed and supported by Operations Manager 

4.4. Verified by Transport Agent 

 

5. Prerequisites  

5.1. Forklift (PR002) 

5.2. Approved Lock 

5.3. Coded Seal 

5.4. iPod Touch with MyMedMen App (GA020) 

 

6. Procedure 

6.1. Review delivery order in MyMedMen and pallets required for delivery. 

6.2. Unlock and enter the Warehouse Safe. 

6.2.1. If for any reason it is necessary to leave the Warehouse Safe without 

completing this process, follow the Warehouse Safe Null Entry SOP 

(6.9.1.SOP). 

6.2.2. Close the Warehouse Safe door after travelling through it. 

6.3. Confirm that the pallets are available and properly located. 

6.3.1. If the pallets are not where they should be, you must reconcile the issue, 

contacting the Operations Manager as necessary for support.  

6.4. Use the forklift to pick up the pallets and stage them in the Mantrap. 

6.5. Scan the pallets. 
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6.6. Select “Stage In Mantrap” in MyMedMen. 

 
6.7. Repeat steps 6.2-6.6 as necessary to complete the order. 

6.8. Open the door to the Transport Vehicle. 

6.9. Use the key checked out according to the Key Transfer Log (6.9.9.FO) to unlock 

the cage in the transport vehicle. 

6.10. Use the forklift to deposit the pallets into the locked and secure cage within the 

transport vehicle. 

6.11. Transport Agent shall verify the pallet content against the shipping manifest.  
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6.12. Select the pallet in MyMedMen. 

 
6.13. Scan the pallet. 
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6.14. Choose Placed In Vehicle. 

 
6.15. Use the key checked out according to the Key Transfer Log (6.9.6.FO) to lock 

the cage in the transport vehicle. 

6.16. Remove the forklift from the transport vehicle. 

6.17. Close the gate on the back of the transport vehicle. 

6.18. Affix the approved lock to the gate on the back of the transport vehicle, locking 

it closed. 

6.19. Affix the coded seal to the gate on the back of the transport vehicle, preventing 

entry into the vehicle without breaking the seal. 

6.20. Write the code onto the transportation documentation. 

 

 

 

 

 

 



 

 
 

Truck Loading Issue Date:  Page 
8 of 9 

6.8.4.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 

Document Status: Draft 
 

 

6.21. Enter the code into MyMedMen. 

 
6.22. Close the loading dock door. 

6.23. Notify the driver that the vehicle is ready for transport. 

 

7. Exhibits 

7.1. Delivery Order Form (8.6.5.FO) 

7.2. Transport Vehicle Inspection Procedure (6.8.2.PRP) 

7.3. Transportation Vehicle Inspection Form (6.8.1.FO) 

7.4. Vehicle Inspection Log (6.8.3.FO) 

7.5. Key Transfer Log (6.9.6.FO) 
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8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Objective 

1.1. Describe the inspection methods required to ensure approved medical marijuana 

products are only unloaded at the designated approved medical marijuana 

dispensary. 

1.2. Ensure that the product integrity and security of all finished approved medical 

marijuana products is maintained during the unloading process and under 

conditions suitable to prevent cross contamination and theft. 

 

2. Scope 

2.1. This procedure encompasses every shipment of approved medical marijuana 

product being delivered to an approved medical marijuana dispensary. 

 

3. Definitions  

3.1. Transport Agent – One of the two employees responsible for transporting a 

vehicle from the approved manufacturing facility to an approved dispensary.  

One transport agent shall remain with the vehicle at all times, the other may leave 

the vehicle in order to inspect the loaded approved marijuana products as 

described in relevant SOPs.  

3.2. Transport Vehicle – Automobile used to securely carry finished approved 

medical marijuana product from the manufacturing facility to its prescribed 

destination. 

3.3. Operations Manager – The manager with manufacturing site profit & loss 

responsibility. 

3.4. Dispensary Security – Dispensing facility security guard(s) responsible for the 

safety and security of the facility as well as the approved medical marijuana 

products and people inside. 
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4. Responsibilities 

4.1. Direction by Dispensary Manager 

4.2. Execution by Transport Agent 

4.3. Verification by Dispensary Manager 

 

5. Prerequisites  

5.1. iPod Touch with MyMedMen App (GA020) 

 

6. Procedure 

6.1. Prepare for truck arrival. 

6.1.1. Transport Agents 

6.1.1.1. About ten (10) minutes before arriving at the dispensary contact the 

Dispensary Manager to inform him/her of pending arrival. 

6.1.1.2. While approaching designated approved medical marijuana 

dispensary, be observant of any suspicious persons or activities. 

6.1.1.2.1. If any suspicious persons or activities are observed:  

6.1.1.2.1.1. Do not stop at dispensary. 

6.1.1.2.1.2. Contact Dispensary Manager for further instructions.   

6.1.2. Dispensary Security 

6.1.2.1. Upon receiving call from Transport Agents  

6.1.2.2. Inspect the surroundings for any suspicious persons or activities.  

6.1.2.2.1. If any suspicious persons or activities are observed:  

6.1.2.2.1.1. Contact local authorities for assistance.  

6.1.2.2.1.2. Inform Transport Agents to follow approved return route 

to Manufacturing.  

6.1.3. Arrive at designated approved medical marijuana dispensary.  

6.1.3.1. Transport Agents 
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6.1.3.1.1. Park vehicle in an enclosed area away from public view. 

6.1.3.1.2. Notify Dispensary Security of arrival. 

6.1.3.1.3. Notify Operations Manager of arrival. 

6.1.3.1.4. Verify Dispensary Security credentials. 

6.1.3.1.5. Unlock transport vehicle. 

6.1.3.2. Dispensary Security 

6.1.3.2.1. Verify Transport Agent’s credentials.  

6.1.4. Offload approved medical marijuana products. 

6.1.4.1. Dispensary Manager. 

6.1.4.1.1. Unlock inner cage.  

6.1.4.1.2. Check contents of pallet against manifest. 

6.1.4.1.3. Note any discrepancies and report them to the Operations 

Manager.  Both managers have an obligation to participate into 

researching the cause of the discrepancy. 

6.1.4.2. Transport Agents. 

6.1.4.2.1. Gather all approved medical marijuana products on manifest. 

6.1.4.2.2. Transport Agent 1 takes approved medical marijuana products 

in to the Dispensary Manager’s stock room. 

6.1.4.2.3. Transport Agent 2 stays with the transport vehicle at all times. 

6.1.4.3. Security. 

6.1.4.3.1. Escort Transport Agent 1 to the Dispensary Manager’s stock 

room. 

6.1.4.3.2. Escort Transport Agent 1 back to transportation vehicle.  

6.1.5. Leave Dispensary 

6.1.5.1. Transport Agents. 

6.1.5.1.1. Notify Operations Manager of egress. 
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6.1.5.1.2. Follow predetermined route to next approved medical 

marijuana dispensary or back to manufacturing. 

 

 

7. Exhibits 

      N/A 
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1. Objective 

1.1. To guide the FP Lead in ensuring the production staff is consistently supplied 

with the materials they need to work without interruption. 

 

2. Scope 

2.1. This procedure applies to the support of every finished product production and 

packaging procedure. 

 

3. Definitions  

3.1. FP Lead (Finished Product Lead) – An individual with management authority in 

the production and packaging/Kitchen. Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead.  There may be multiple FP Leads on the floor at any given time. 

3.2. FP Team Member – An individual on the Finished Product Production and 

Packaging Team, regardless of role.  

3.3. Packaging Distributor – An individual on the Production and Packaging Team 

who reports to the FP Lead and who is trained in packaging distribution. 

3.4. KRP (Kitchen Ready Pallet) – A plastic pallet that has been sanitized and 

prepared for use in finished product production and packaging areas. 

3.5. Employee Barcode – A unique barcode on each employee’s security badge that 

allows MyMedMen to track products assigned to them if they do not have a 

MyMedMen login. 

 

4. Responsibilities 

4.1. FP Lead 

4.2. Team Members 
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5. Prerequisites  

5.1. Phone, computer or tablet with MyMedMen app (GA013) 

5.2. Barcode scanner (GA014) 

5.3. White Signal Light (PR063) 

 

6. Procedure 

6.1. FP Lead shall look for the white signal light. 

6.1.1. Signal lights that are illuminated red are signals for the Packaging 

Distributor and are to be ignored by the FP Lead. 

6.2. If the white signal light is solid, continue to 6.3. If the white signal light is 

blinking, skip to 6.14. 

6.3. Approach the FP Team Member and ask what services are required. 

6.4. If the FP Team Member requires approved medical marijuana product to be 

checked in, continue to 6.5, otherwise continue to 6.6. 

6.5. Check in the processed materials following the “Marijuana Check In” SOP 

(6.9.2.SOP). 

6.6. If the additional materials required contain marijuana continue to 6.5, otherwise 

skip to 6.6. 

6.7. Follow the “Marijuana Check Out” SOP (6.9.4.SOP). 
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6.8. Scan marijuana or material. 

 
 

 

 

 

 

 

 

 

6.9. Scan FP Team Member Employee Barcode. 
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6.10. Hand marijuana or material to FP Team Member. 

6.11. If there are non-marijuana materials to check out, continue to 6.14, otherwise 

Return to 6.1 

6.12. Follow the “Warehouse Handoff” SOP (6.9.5.SOP). 

6.13. Place the KRP near the FP Team Member. 

6.14. Select the proper location in MyMedMen. 

6.15. If are flashing signal lights, continue to 6.18, otherwise return to 6.1. 

6.16. Flashing white signal lights indicate machine operation errors or failure. These 

frequently indicate that machinery is down and production has stopped. This 

indicates a top priority. Troubleshooting should begin immediately with 

maintenance staff, management staff, and/or external support contacted to bring 

the line back to safe and error-free operation as soon as possible. 

6.17. Return to 6.1. 
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7. Exhibits 

7.1. Marijuana Check Out SOP (6.9.4.SOP) 

7.2. Warehouse Handoff SOP (6.9.5.SOP)  
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1. Objective 

1.1. To count, control, and keep rework materials safe. 

 

2. Scope 

2.1. This procedure applies to the collection of rework materials. 

 

3. Definitions  

3.1. FP Lead (Finished Product Lead) – An individual with management authority 

over production and packaging/kitchen. Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead. There may be multiple FP Leads on the floor at any given time. 

3.2. FP Team Member – An individual on the Finished Product Production and 

Packaging Team, regardless of role. 

 

4. Responsibility 

4.1. FP Lead 

4.2. Team Members 

 

5. Prerequisites  

5.1. iPad with MyMedMen app (GA013) 

5.2. Barcode scanner (GA014) 

5.3. KRP: Kitchen ready pallet (PR005) 
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6. Procedure 

6.1. The FP Lead shall do a rework pickup at least once every two hours during 

production, after giving a five minute warning. 

6.1.1. If no rework pickup has been logged into MyMedMen in two hours, all FP 

Leads will receive a reminder via MyMedMen push notification. 

6.2. Scan the rework bin of an employee with rework to be collected. 

6.3. Scan the badge of the employee who owns the bin. 

6.4. Select the quantity of units of rework necessary. 

6.5. Place the rework in a collection bin, segregated by approved medical marijuana 

product. 

6.6. Scan the collection bin. 

6.7. Repeat steps 6.1-6.6 for all rework bins in production. 

6.8. Follow the Non Conforming Product and Equipment SOP (7.3.8.SOP) to decide 

what is to be done with the approved medical marijuana product. 

6.9. If necessary, follow the Marijuana Check In SOP (6.9.2.SOP) to put the rework 

into the safe. Otherwise continue with other work until it is time for another 

rework pickup. Then continue with 6.1. 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP) 

7.2. Warehouse Handoff SOP (6.9.5.SOP) 
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1. Objective 

1.1. To create pure THC oil that meets specifications for use in finished product 

production. 

 

2. Scope 

2.1. All pure THC blends manufactured by MMMG LLC. 

 

3. Definitions 

3.1. Carbon dioxide supercritical fluid extraction (CO2-SFE) - Is the process of 

separating extracts from a matrix using supercritical carbon dioxide as the 

extracting solvent. 

3.2. Tetrahydrocannabinol (THC) - The principal psychoactive constituent (or 

cannabinoid) of cannabis. 

3.3. Laboratory Manager - Manages standard operation procedure routine laboratory 

activities and personnel in the analysis and extraction of cannabinoid oil through 

ultra-performance convergence chromatography and carbon dioxide supercritical 

fluid extraction respectively. 

3.4. Chemist - Manages day to day operation of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.5. Laboratory Technician - manual operator of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 
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4. Responsibilities 

4.1. Directed and formulated by Laboratory Manager 

4.2. Managed by Chemist 

4.3. Operated by Laboratory Technician 

 

5. Prerequisites  

5.1. 5L beaker (LAB067) 

5.2. Scale (LAB085) 

5.3. Laboratory mixer (LAB110) 

5.4. Syringe 100mL (SUP033) 

 

6. Procedure 

6.1. Check out marijuana oil. 

6.1.1. Check out marijuana oil by following the Marijuana Check Out SOP 

(6.9.4.SOP). 

6.2. Blend marijuana oil from SFE and ethanol extraction: 

6.2.1. Place a 5L mixing container on the scale. 

6.2.2. Tare the scale. 

6.2.3. Weigh out 765g of marijuana oil from the CO2-SFE. 

6.2.4. Record the weight of the marijuana oil from the CO2-SFE.  

6.2.5. Tare the scale once more. 

6.2.6. Weigh out 360g of marijuana oil from the ethanol extraction. 

6.2.7. Record the weight of the marijuana oil from the ethanol extraction.  

6.2.8. Place the laboratory mixer into the 5L container. 

6.2.9. Select 5 as the mixing speed.  

6.2.10. Select 5 minutes for the time needed to mix. 
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6.2.11. Once timer goes off remove the laboratory mixer from the marijuana oil 

solution. 

6.3. Transfer marijuana oil from 5L beaker to 100mL syringe. 

6.3.1. Use a 100mL syringes and pull up the oil solution.  

6.4. When limited amount of oil is in the 5L beaker.  

6.4.1. Heat the beaker to make the oil less viscous. 

6.4.2. Use a 100mL syringe and pull up the remaining oil solution. 

6.5. Check in marijuana oil. 

6.5.1. Check in blended high THC marijuana oil by following Marijuana Check 

In SOP (6.9.2.SOP). 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP)  

7.2. Marijuana Check Out SOP (6.9.4.SOP) 
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8. Revision Record 
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1. Objective 

1.1. To create pure CBD oil that meets specifications for use in finished product 

production. 

 

2. Scope 

2.1. All pure CBD blends manufactured by MMMG LLC. 

 

3. Definitions 

3.1. Carbon dioxide supercritical fluid extraction (CO2-SFE) - Is the process of 

separating extracts from a matrix using supercritical carbon dioxide as the 

extracting solvent. 

3.2. Cannabidiol (CBD) – one of the many active cannabinoids in the cannabis plant 

3.3. Laboratory Manager - Manages standard operation procedure routine laboratory 

activities and personnel in the analysis and extraction of cannabinoid oil through 

ultra-performance convergence chromatography and carbon dioxide supercritical 

fluid extraction respectively. 

3.4. Chemist - Manages day to day operation of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.5. Laboratory Technician - manual operator of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

 

4. Responsibilities 

4.1. Directed and formulated by Laboratory Manager 
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4.2. Managed by Chemist 

4.3. Operated by Laboratory Technician 

 

5. Prerequisites  

5.1. 5L beaker (LAB067) 

5.2. Scale (LAB085) 

5.3. Laboratory mixer (LAB110) 

5.4. Syringe 100mL (LAB032) 

 

6. Procedure 

6.1. Check out marijuana oil. 

6.1.1. Check out marijuana oil by following the Marijuana Check Out SOP 

(6.9.4.SOP). 

6.2. Blend marijuana oil from SFE and ethanol extraction: 

6.2.1. Place a 5L beaker on the scale . 

6.2.2. Tare the scale . 

6.2.3. Weigh out 765g of marijuana oil from the CO2-SFE. 

6.2.4. Record the weight of the marijuana oil from the CO2-SFE. 

6.2.5. Tare the scale once more. 

6.2.6. Weigh out 360g of marijuana oil from the ethanol extraction. 

6.2.7. Record the weight of the marijuana oil from the ethanol extraction. 

6.2.8. Place the laboratory mixer into the 5L beaker. 

6.2.9. Select 5 as the mixing speed. 

6.2.10. Select 5 minutes for the time needed to mix. 

6.2.11. Once timer goes off remove the laboratory mixer from the marijuana oil 

solution. 

6.3. Transfer marijuana oil from 5L beaker to 100mL syringe. 
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6.3.1. Use a 100mL syringes and pull up the oil solution  

6.4. When limited amount of oil is in the 5L beaker.  

6.4.1. Heat the beaker to make the oil less viscous  

6.4.2. Use a 100mL syringe and pull up the remaining oil solution 

6.5. Check in marijuana oil 

6.5.1. Check in blended high CBD marijuana oil by following Marijuana Check 

In SOP (6.9.2.SOP) 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP)  

7.2. Marijuana Check Out SOP (6.9.4.SOP) 
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1. Objective 

1.1. To create a THC blend diluted 43.7:1 in an extra virgin olive oil excipient such 

that the output oil has a strength of 1.57% THC. 

 

2. Scope 

2.1. The blending of cannabis and olive oil.  

 

3. Definitions  

3.1. Tetrahydrocannabinol (THC) - is the principal psychoactive constituent (or 

cannabinoid) of cannabis. 

3.2. Laboratory Manager - Manages standard operation procedure routine laboratory 

activities and personnel in the analysis and extraction of cannabinoid oil through 

ultra-performance convergence chromatography and carbon dioxide supercritical 

fluid extraction respectively. 

3.3. Chemist - Manages day to day operation of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.4. Laboratory Technician - manual operator of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

 

4. Responsibilities 

4.1. Directed and formulated by Laboratory Manager. 

4.2. Managed by Chemist. 

4.3. Operated by Laboratory Technician. 
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5. Prerequisites  

5.1. 10L beaker (LAB067). 

5.2. Scale (LAB085). 

5.3. Extra virgin olive oil (SUP041). 

5.4. Laboratory mixer (LAB110). 

 

6. Procedure 

6.1. Check out marijuana.  

6.1.1. Check out marijuana by following the Marijuana Check Out SOP. 

(6.9.4.SOP) 

6.2. Blend marijuana oil from SFE and ethanol extraction: 

6.2.1. Place a 10L mixing container on the scale.  

6.2.2. Tare the scale.  

6.2.3. Weigh out 6,752.9g of extra virgin olive oil. 

6.2.4. Record the weight of the extra virgin olive oil.  

6.2.5. Tare the scale once more. 

6.2.6. Weigh out 154.6g of marijuana oil.  

6.2.7. Record the weight of the marijuana oil. 

6.2.8. Now place the laboratory mixer into the 10 L oil solution. 

6.2.9. Select 5 as the mixing speed.  

6.2.10. Select 5 minutes for the time needed to mix. 

6.2.11. Once timer goes off remove the laboratory mixer from the oil solution.  

6.3. Check in diluted THC marijuana oil by following Marijuana Check In SOP. 

(6.9.2.SOP) 
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7. Exhibits. 

7.1. Marijuana Check In SOP (6.9.2.SOP).  

7.2. Marijuana Check Out SOP (6.9.4.SOP). 
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1. Objective 

1.1. To create a CBD blend diluted 43.7:1 in an extra virgin olive oil excipient such 

that the output oil has a strength of 1.57% CBD. 

 

2. Scope 

2.1. The mixing and blending of a diluted CBD oil. 

 

3. Definitions 

3.1. Cannabidiol (CBD) – one of the many active cannabinoids in the cannabis plant. 

3.2. Laboratory Manager - Manages standard operation procedure routine laboratory 

activities and personnel in the analysis and extraction of cannabinoid oil through 

ultra-performance convergence chromatography and carbon dioxide supercritical 

fluid extraction respectively. 

3.3. Chemist - Manages day to day operation of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.4. Laboratory Technician - manual operator of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

 

4. Responsibilities 

4.1. Directed and formulated by Laboratory Manager. 

4.2. Managed by Chemist. 

4.3. Operated by Laboratory Technician. 

 



 

 
 

Mix Diluted CBD Blend 
 

Issue Date:  Page 
4 of 6 

6.2.1.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 
Andrew Modlin 

FOIL Exempt – Trade Secrets          Document Status: Original  
 

5. Prerequisites 

5.1. 10L beaker (LAB067). 

5.2. Scale (LAB085). 

5.3. Extra virgin olive oil (SUP041). 

5.4. Laboratory mixer (LAB110). 

 

6. Procedure 

6.1. Check out marijuana oil. 

6.1.1. Check out marijuana oil by following the Marijuana Check Out SOP. 

(6.9.4.SOP) 

6.2. Mix Oil: 

6.2.1. Place a 10L beaker on the scale.  

6.2.2. Tare the scale.  

6.2.3. Weigh out 6,752.9g of extra virgin olive oil. 

6.2.4. Record the weight of the extra virgin olive oil.  

6.2.5. Tare the scale once more. 

6.2.6. Weigh out 154.6g of marijuana oil.  

6.2.7. Record the weight of the marijuana oil 

6.2.8. Now place the laboratory mixer into the 10L oil solution. 

6.2.9. Select 5 as the mixing speed.  

6.2.10. Select 5 minutes for the time needed to mix. 

6.2.11. Once timer goes off remove the laboratory mixer from the oil solution.  

6.3. Check in the marijuana oil. 

6.3.1. Check in diluted CBD marijuana oil by following Marijuana Check In 

SOP (6.9.2.SOP). 
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7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP).  

7.2. Marijuana Check Out SOP (6.9.4.SOP). 
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1. Objective 

1.1. To create a 50/50 THC/CBD oil that meets specifications for use in finished 

product production.  

 

2. Scope 

2.1. All 50/50 THC/CBD blends produced by MMMG LLC. 

 

3. Definitions 

3.1. Tetrahydrocannabinol (THC) - The principal psychoactive constituent (or 

cannabinoid) of cannabis. 

3.2. Cannabidiol (CBD) – One of the many active cannabinoids in the cannabis plant 

3.3. Laboratory Manager - Manages standard operation procedure routine laboratory 

activities and personnel in the analysis and extraction of cannabinoid oil through 

ultra-performance convergence chromatography and carbon dioxide supercritical 

fluid extraction respectively. 

3.4. Chemist - Manages day to day operation of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.5. Laboratory Technician - manual operator of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

 

4. Responsibilities 

4.1. Directed and formulated by Laboratory Manager 

4.2. Managed by Chemist 
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4.3. Operated by Laboratory Technician 

 

5. Prerequisites  

5.1. 5L beaker (LAB067) 

5.2. Scale (LAB085) 

5.3. Laboratory mixer (LAB110) 

 

6. Procedure 

6.1. Check out high THC and CBD marijuana oil  

6.1.1. Check out marijuana oil by following the Marijuana Check Out SOP 

(6.9.4.SOP). 

6.2. Blend marijuana oil from high THC and CBD blend: 

6.2.1. Place a 5L beaker on the scale. 

6.2.2. Tare the scale. 

6.2.3. Weigh out 1125g of high THC marijuana oil. 

6.2.4. Record the weight of the high THC marijuana oil. 

6.2.5. Tare the scale once more. 

6.2.6. Weigh out 1125g of high CBD marijuana oil. 

6.2.7. Record the weight of the high CBD marijuana oil. 

6.2.8. Place the laboratory mixer into the 5L beaker. 

6.2.9. Select 5 as the mixing speed. 

6.2.10. Select five (5) minutes for the time needed to mix 

6.2.11. Once the timer goes off, remove the laboratory mixer from the marijuana 

oil solution. 

6.3. Check in 50/50 blend of THC/CBD marijuana oil.  

6.3.1. Check in 50/50 blend of THC/CBD marijuana oil by following Marijuana 

Check In SOP (6.9.2.SOP). 
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7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP)  

7.2. Marijuana Check Out SOP (6.9.4.SOP) 
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1. Objective 

1.1. To place vape pen cartridges inside primary packaging for display in a retail 

dispensary. 

 

2. Scope 

2.1. This procedure covers only the primary packaging process of vape pen 

cartridges. 

 

3. Definitions  

3.1. Packaging Distributor – An individual on the Production and Packaging Team 

that reports to the FP Lead who is trained in packaging distribution. 

3.2. Primary Packer – An individual on the Production and Packaging Team that 

reports to the FP Lead who is trained in primary packaging. 

3.3. FP Lead (Finished Product Lead) - An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production & Packaging Supervisor and Production & Packaging Shift 

Lead. 

 

4. Responsibilities 

4.1. Managed by FP Lead 

4.2. Performed by Primary Packager 

4.3. Supported by Packaging Distributor 

 

5. Prerequisites  

5.1. Date coding printer (PR064) 

5.2. Red signal light (PR010) 
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6. Procedure 

6.1. Primary Packager – Form the triangular vape pen cartridge packaging. 

6.2. Primary Packager – Pick up a cartridge and visually inspect it for any defects. 

6.3. Primary Packager – If a defect is found, place the cartridge in the rework bin and 

return to 6.2, otherwise continue to 6.4. 

6.4. Primary Packager – Place the medical marijuana product into Primary 

Packaging: 

6.4.1. Place the cartridge into a soft-touch cartridge insert. 

6.4.2. Place the soft-touch cartridge insert into the triangular box. 

6.5. Primary Packager – Close packaging: 

6.5.1. Close both ends of the box. 

6.5.2. Review appearance.  If there is damage to the packaging, place the box in 

the rework bin. 

6.5.3. Place safety seal on both ends of packaging. 

6.6. Primary Packager – Place primary packaging on conveyor belt. 

6.6.1. While on the conveyor belt to the secondary packager, the primary 

package will be lot coded by the lot coding printer. 

6.7. Primary Packager – If additional non-medical marijuana product materials are 

required (triangular boxes, soft-touch inserts, safety seals) continue to 6.8; 

otherwise skip to 6.10.  

6.7.1. Always switch on the red signal light about 1 minute before running out of 

medical marijuana product as estimated by packaging speed. 

6.8. Primary Packager – Switch red signal light to “flashing” and continue packaging. 

6.9. Primary Packager – Receive non-medical marijuana product materials from the 

Packaging Distributor, refill the container, and continue packaging. 

6.10. Primary Packager – If the Packaging Distributor has sounded the 5 minute 

warning, continue to 6.11; otherwise skip ahead to 6.13. 
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6.11. Primary Packager – Finish packaging the remaining medical marijuana products 

according to 6.1-6.6. 

6.12. Primary Packager – Sanitize work station and leave for break. 

6.13. Primary Packager – If additional medical marijuana product is required, 

continue to 6.14, otherwise return to 6.1. 

6.14. Primary Packager – Switch red signal light to On and continue packaging. 

6.14.1. Always switch on the red signal light approximately 1 minute before 

running out of medical marijuana product as estimated by packaging speed. 

6.15. Primary Packager – Receive additional medical marijuana product from 

Packaging Distributor, then continue from 6.1.  

 

7. Exhibits 

N/A  
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8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Objective 

1.1. To describe a method for the production of finished softgels. 

 

2. Scope 

2.1. This procedure applies to the polishing, printing, inspecting, and blister 

packaging of softgels. 

 

3. Definitions  

3.1. Softgel – A pill shaped method of delivering medical marijuana to a certified 

patient wherein the medical marijuana is encapsulated in a soft gelatin coating. 

3.2. FP Lead (Finished Product Lead) – An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead.  There may be multiple FP Leads on the floor at any given time. 

3.3. Softgel Machine Operator – An individual on the Production and Packaging 

Team that reports to the FP lead and has completed softgel machine operator 

training.  There may be multiple Softgel Machine Operators on the floor at any 

given time. 

3.4. Softgel Inspector – An individual on the Production and Packaging Team that 

reports to the FP Lead and has completed softgel inspection training.  With the 

exception of transition times, there will only be 1 Softgel Inspector on the floor at 

any given time. 

3.5. Softgel Polishing – A process whereby excess oils are removed from the exterior 

of the softgel.  This produces a product that is shinier, cleaner feeling in the hand, 

and easier to print on. 

3.6. Softgel Printing – A process whereby information is printed directly on the 

softgel with food grade ink. 
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3.7. Softgel Inspecting – A quality check process. 

3.8. Blister Pack – A common method of packaging softgels.  Forms are custom 

blown into plastic and sealed by aluminum with a single pill per “blister”. 

3.9. Blister packaging – A process whereby softgels are placed into blister packs. 

 

4. Responsibilities 

4.1. Production managed by FP Lead 

4.2. Production performed by Softgel Machine Operator 

4.3. Inspection performed by Softgel Inspector 

 

5. Prerequisites  

5.1. Phone, tablet or computer with MyMedMen app (GA013) 

5.2. Barcode scanner (GA014) 

5.3. CPT SG-500 Automatic Softgel Polishing Machine (PR081) 

5.4. Ackley VIP Printer (PR055) 

5.5. CapPlus Inspection Machine (PR079) 

5.6. Vacuum Pencil (PR058) 

5.7. CPT BlisterPak 120 (PR042) 

5.8. Capsule drying tray (PR038) 

5.9. Capsule drying tray dolly (PR039) 

5.10. Chilling system for cooling drums (PR040) 

5.11. White signal light (PR063) 

5.12. Scale 

5.13. Air compressor (PR059) 
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6. Procedure 

6.1. FP Lead – Select rack from drying room. 

6.1.1. Check MyMedMen for the forecasted production for the day. 

6.1.2. Check MyMedMen for the capsule drying tray dolly marking tag color to 

determine the drying room and stall numbers from which to remove drying 

trays. 

6.1.3. Scan appropriate rack. 

6.1.4. If MyMedMen displays a warning, select a different rack; otherwise 

continue. 

6.2. FP Lead – Bring rack to Softgel Machine Operator. 

6.3. Softgel Machine Operator – Receive softgels. 

6.4. Softgel Machine Operator – Put softgels in polishing machine. 

6.4.1. Visually inspect each drying tray for defected pills and remove any 

leaking pills as identified by dark spots on the paper on the bottom of the 

tray. 

6.4.2. If defects are found, place defects into defect bin. 

6.4.3. Pour the rest of the softgels into the hopper until the hopper is full. 

6.5. Softgel Machine Operator – Run Polishing Machine 

6.5.1. Place white absorbent paper on the bottom of capsule drying tray.  

6.5.2. Place capsule drying tray under output chute from softgel polishing 

machine. 

6.5.3. Press the Start button. 

6.5.4. Monitor softgels in the drying tray. 

6.5.5. If softgels in drying tray appear to have an abnormally high level of 

defects, immediately stop the machine, turn the white signal light to 

Flashing, and troubleshoot with FP Lead. 
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6.5.6. When trays fill up place them on a drying tray dolly according to 6.6, and 

replace the drying tray according to 6.5. 

6.6. Softgel Machine Operator – Batch softgels out of Polishing Machine. 

6.6.1. Place drying tray on scale. 

6.6.2. Record the weight on the softgel batching weight log form. 

6.6.3. If machine has completed batch, turn white signal light to On. 

6.7. FP Lead – Check polished softgels into MyMedMen. 

6.7.1. Respond to white signal light. 

6.7.2. Review weight check sheet, 

6.7.3. Add additional tag to dolly in accordance with the capsule drying tray 

dolly marking tags color register. 

6.7.4. Scan dolly.  If the next machine is ready, immediately move the dolly to 

the next machine and continue.  If the next machine is not ready, move the 

dolly to the storage room in the stall indicated by MyMedMen. 

6.8.  Softgel Machine Operator – Put softgel into the softgel printer. 

6.8.1. Use the same procedure as listed in 6.4. 

6.9. Softgel Machine Operator – Run printer. 

6.9.1. Place white absorbent paper on the bottom of capsule drying tray. 

6.9.2. Place capsule drying tray under output chute from printer. 

6.9.3. Select printing routine for the softgels being produced using the 

touchscreen. 

6.9.4. Press the green Start button to start operation. 

6.9.5. As necessary, repeat 6.8 to fill the machine. 

6.9.6. As necessary, batch the output with 6.10. 

6.10. Softgel Machine Operator – Batch softgels out of softgel printer. 

6.10.1. Follow the same batching process as 6.6. 

6.11. FP Lead - Check Printed Softgels into MyMedMen. 
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6.11.1. Follow the same process as 6.7. 

6.12. Softgel Machine Operator – Put softgels into the Inspection Machine. 

6.12.1. Follow the same process as 6.4. 

6.13. Softgel Machine Operator – Run Machine. 

6.13.1. Place white absorbent paper on the bottom of capsule drying tray. 

6.13.2. Place capsule drying tray under output chute from inspection machine. 

6.13.3. Confirm that the Softgel Inspector is in place and ready. 

6.13.4. Switch machine to on. 

6.13.5. As necessary, repeat 6.8 to fill the machine. 

6.13.6. As necessary, batch the output with 6.10. 

6.14. Softgel Inspector – Inspect softgels. 

6.14.1. Using the vacuum pen, pick up any softgels that have defects according to 

the softgel defect register and place them in the rework bin. 

6.15. Softgel Machine Operator – Batch softgels out of Softgel Inspection Machine. 

6.15.1. Follow the same batching process as 6.6. 

6.16. FP Lead – Check printed softgels into MyMedMen. 

6.16.1. Follow the same process as 6.7. 

6.17. Softgel Machine Operator – Put softgels into the Blister Packager. 

6.17.1. Follow the same process as 6.4 

6.18. Softgel Machine Operator – Run Machine 

6.18.1. Place drying tray under output (no paper necessary). 

6.18.2. Confirm machine is ready to run and all materials are loaded. 

6.18.3. Start Air Compressor. 

6.18.4. Switch the machine to On. 

6.18.5. Monitor operation.  If the machine should begin to produce an abnormal 

level of defects at any point, immediately stop the machine and switch alert 

light to Flashing.  Debug with FP Lead. 
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6.19. Softgel Machine Operator – Batch Output. 

6.19.1. Follow same process as 6.6. 

6.20. FP Lead – Check Printed Softgel into MyMedMen. 

6.20.1. Follow the same process as 6.7. 

 

7. Exhibits 

N/A 
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1. Objective 

1.1. To describe a method for the manufacturing of softgels. 

 

2. Scope 

2.1. This procedure applies to the preparation and operation of the CapPlus Softgel 

Production System 5RPM. 

 

3. Definitions  

3.1. Softgel – A pill shaped method of delivering medical marijuana to a certified 

patient wherein the medical marijuana is encapsulated in a soft gelatin coating. 

3.2. Cooling Drum – A rotating drum that allows the softgels to harden without losing 

shape.  The Cooling Drums are attached to the end of the CapPlus Softgel 

Production System and softgels are automatically fed into them as they are 

manufactured. 

3.3. FP Lead (Finished Product Lead) – An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead. 

3.4. Softgel Machine Operator – An individual on the Production and Packaging 

Team that reports to the FP lead. 

 

4. Responsibilities 

4.1. Production managed by FP Lead 

4.2. Production performed by Softgel Machine Operator 

 

5. Prerequisites 

5.1. iPad with MyMedMen app (GA013) 
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5.2. Barcode scanner (GA017) 

5.3. CapPlus Softgel Production System 5RPM (PR034) 

5.4. Gel melting and transfer tank (PR036) 

5.5. Medicine service tank (PR037) 

5.6. Capsule drying tray (PR038) 

5.7. Capsule drying tray dolly (PR039) 

5.8. Chilling system for cooling drums (PR040) 

5.9. White signal light (PR063) 

 

6. Procedure 

6.1. FP Lead – If syringe of marijuana oil has not been checked in or if additional 

marijuana oil is required, check in syringe using Marijuana Check In SOP 

(6.9.2.SOP). 

6.2. FP Lead – If additional materials have not been checked in or if additional 

materials are required, check in additional materials using Warehouse Handoff 

SOP (6.9.5.SOP). 

6.3. Softgel Machine Operator – Receive materials and ingredients. 

6.4. Softgel Machine Operator – Load gel ingredients into the Gel Melting & 

Transfer Tank. 

6.4.1. Softgel Machine Operator – Load gel ingredients into the Gel Melting & 

Transfer Tank in accordance with the gel recipe. 

6.4.2. Softgel Machine Operator – Press the start button on the Gel Melting & 

Transfer Tank. 

6.5. Softgel Machine Operator – Press signal button on white signal light. 

6.6. FP Lead – Set time. 

6.6.1. FP Lead – Acknowledge proper operation of Gel Melting & Transfer 

Tank. 
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6.6.2. FP Lead – Set timer for one (1) hour in MyMedMen. 

6.7. FP Lead and Softgel Machine Operator – Attend to other duties until the timer 

expires, then continue with 6.8. 

6.8. FP Lead – Confirm gel is melted and machine is ready for operation. 

6.8.1. FP Lead – Check consistency of gel in Gel Melting & Transfer Tank.  

Consistency should be uniformly liquid, with no lumps.  If lumps appear, 

inform FP Lead to restart timer for the amount of time estimated to finish 

melting the lumps. 

6.8.2. FP Lead – Review machine status on touchscreen and confirm status as 

ready for operation. 

6.9. FP Lead – Check out marijuana oil according to Marijuana Check Out SOP 

(6.9.4.SOP). 

6.9.1. Softgel Machine Operator – Receive the marijuana oil. 

6.9.2. Softgel Machine Operator – Load the marijuana oil into the Medicine 

Service Tank. 

6.10. Softgel Machine Operator – Run Softgel Machine. 

6.10.1. Softgel Machine Operator – Place sheet of white absorbent paper on 

bottom of capsule drying tray. 

6.10.2. Softgel Machine Operator – Place capsule drying tray at the cooling drum 

outlet chute. 

6.10.3. Softgel Machine Operator – Press start button on touchscreen. 

6.11. Softgel Machine Operator – Monitor machine function. 

6.11.1. Softgel Machine Operator – Watch for alerts on touchscreen and respond 

as necessary.  If alerts occur, see 6.12.3. 

6.11.2. Periodically check the output of the pills from the machine for defects.  If 

defects appear to be occurring at an abnormal rate go to 6.11.3, otherwise go 

to 6.11.4. 
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6.11.3. Softgel Machine Operator – If any problem may affect the quality or 

safety of the medical marijuana product, immediately stop the machine and 

switch the white signal light to Blinking.  Work with the FP Lead to solve 

the problem. 

6.11.4. Softgel Machine Operator – Once enough softgels have entered a drying 

tray to fill that tray to a single level of softgels without overlap, swap out the 

tray for an empty tray. 

6.11.5. Softgel Machine Operator – Place the filled tray on a Capsule Drying Tray 

Dolly or, if a Capsule Drying Tray Dolly already has a Capsule Drying Tray 

on it, stack the drying trays. Do not stack over ten (10) trays high. 

6.11.6. Softgel Machine Operator – If the stack of Capsule Drying Trays is 10 

trays high go to 6.15. 

6.12. Softgel Machine Operator – If any additional materials are needed to support 

the function of the CapPlus Softgel Production System, turn the white signal light 

to On. 

6.12.1. Softgel Machine Operator – Turn white signal light to On. 

6.12.2. FP Lead – Respond to white signal light and discuss materials required.  If 

necessary go to 6.1. 

6.13. Softgel Machine Operator – Once machine has completed its run, shut the 

machine down. 

6.14. Softgel Machine Operator – Press white signal light button to On to alert FP 

Lead that the machine has finished its run. 

6.15. FP Lead – Scan softgel drying trays and confirm the stack is ten (10) high. 

6.16. FP Lead – Apply the appropriate color tag to the stack as listed in the Capsule 

Drying Tray Dolly Marking Tags color register. 

6.17. FP Lead – Check MyMedMen for the appropriate stall to move the cart to in the 

drying room. 
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6.18. FP Lead – Check cart out to the stall. 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP) 

7.2. Marijuana Check Out SOP (6.9.4.SOP) 

7.3. Warehouse Handoff SOP (6.9.5.SOP) 
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1. Objective 

1.1. To seal packaging for storage and shipping. 

 

2. Scope  

2.1. This procedure only covers the sealing of boxes containing tinctures. 

 

3. Definitions  

3.1. FP Lead (Finished Product Lead) – An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production & Packaging Supervisor and Production & Packaging Shift 

Lead.  There may be multiple FP Leads on the floor at any given time. 

3.2. Primary Packaging Team Member – An individual on the Production and 

Packaging Team that reports to the FP lead and has completed primary 

packaging training.  

 

4. Responsibility 

4.1. Managed and supported by the FP Lead 

4.2. Operated by Primary Packaging Team Member 

 

5. Prerequisites  

5.1. Tape Dispenser (GA014) 

 

6. Procedure 

6.1. Primary Packaging Team Member – Receive filled tincture boxes. 

6.2. Primary Packaging Team Member – Visually inspect filled box. 

6.2.1. If box is not filled or any defects are apparent, send box for rework, 

otherwise continue to 6.3. 
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6.3. Primary Packaging Team Member – Seal box with tape from tape dispenser. 

6.4. Send product down conveyor belt to warehouse to be palletized, stored, and 

eventually shipped. 

 

7. Exhibits 

N/A 

  



 

 
 

Seal Primary 
Packaging - Tincture 

Issue Date:  Page 
5 of 5 

6.5.5.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 

Document Status: Draft 
 

8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
    
    
    
    
    
    
    
    
 
 



 

 
 

Primary Manual 
Packaging - Tincture 

Issue Date:  Page 
1 of 5 

6.5.4.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 

Document Status: Draft 
 

 
Primary Manual Packaging - Tincture 

 
 
 

VERSION 1.0 
 
 
 

 
CONFIDENTIALITY NOTICE: This document contains trade secret information 
proprietary to MMMG LLC.  Reproduction, disclosure, downloading, electronic 
transmission or use of this document without MMMG LLC expressed written 
authorization is forbidden 

 
 
 
 
 

FINISHED PRODUCT PRODUCTION AND PACKAGING 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

Primary Manual 
Packaging - Tincture 

Issue Date:  Page 
2 of 5 

6.5.4.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 

Document Status: Draft 
 

Table of Contents         Page 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Objective 
 

3 

2. Scope 
 

3 

3. Definitions  
 

3 

4. Responsibilities 
 

3 

5. Prerequisites 
 

3 

6. Procedure 
 

3 

7. Exhibits 
 

4 

8. Revision Record 
 

5 



 

 
 

Primary Manual 
Packaging - Tincture 

Issue Date:  Page 
3 of 5 

6.5.4.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 

Document Status: Draft 
 

1. Objective 

1.1. The procedure covers the placing of tincture bottles into boxes for shipping. 

 

2. Scope 

2.1. This procedure only covers the placing of tincture bottles into boxes on the 

production line. 

 

3. Definitions 

3.1. FP Lead (Finished Product Lead) – An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production & Packaging Supervisor and Production & Packaging Shift 

Lead.  There may be multiple FP Leads on the floor at any given time. 

3.2. Primary Packaging Team Member – An individual on the Production and 

Packaging Team that reports to the FP lead and has completed primary 

packaging training.  

 

4. Responsibilities 

4.1. Managed and supported by the FP Lead 

4.2. Operated by Primary Packaging Team Member 

 

5. Prerequisites  

N/A 

 

6. Procedure 

6.1. Primary Packaging Team Member – Receive completed tincture bottles on 

conveyor belt. 

6.2. Primary Packaging Team Member – Receive formed boxes on conveyor belt. 
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6.3. Place one bottle per cardboard space in box. 

6.4. If box is full, pass box down conveyor and receive another box, otherwise 

continue with 6.1. 

 

7. Exhibits 

N/A 
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1. Objective 

1.1. Forming boxes so packers can pack tincture bottles without delay. 

 

2. Scope 

2.1. This procedure only covers the forming of boxes on the production line. 

 

3. Definitions (if applicable) 

3.1. FP Lead (Finished Product Lead) – An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production & Packaging Supervisor and Production & Packaging Shift 

Lead.  There may be multiple FP Leads on the floor at any given time. 

3.2. Form Boxes Team Member – An individual on the Production and Packaging 

Team that reports to the FP lead and has completed Form Boxes training.  

 

4. Responsibilities 

4.1. Managed and supported by the FP Lead 

4.2. Operated by the Form Boxes Team Member 

 

5. Prerequisites  

5.1. White signal light (PR063) 

5.2. Tape Dispenser (GA016) 

 

6. Procedure 

6.1. Form Boxes Team Member – Pick up unformed box. 

6.2. Form Boxes Team Member – Form box into shape. 

6.2.1. Visually inspect box for damage. 

6.2.2. If box is damaged, discard box into defect bin and select a different box. 
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6.3. Form Boxes Team Member – Apply tape from tape dispenser to the bottom of 

the box. 

6.4. Form Boxes Team Member – Add box insert to the box. 

6.5. Form Boxes Team Member – Send box down the conveyor belt to box filler. 

6.6. For Boxes Team Member – If additional material is required, switch the white 

signal light to “on”. 

6.7. Form Boxes Team Member – Receive materials from FP Lead. 

6.8. Form Boxes Team Member – Install materials as necessary. 

6.9. Form Boxes Team Member – Continue from 6.1. 

 

7. Exhibits 

N/A 
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1. Objective 

1.1. To respond to red signal lights as lit by the packaging team and provide 

packaging materials and unpackaged approved medical marijuana products as 

required to those team members.   

 

2. Scope 

2.1. This procedure applies only to the retrieval and distribution of packaging 

materials and finished but unpackaged approved medical marijuana products for 

primary packaging. 

 

3. Definitions 

3.1. Packaging Distributor – An individual on the Production and Packaging Team 

who reports to the FP Lead and who is trained in packaging distribution. 

3.2. Primary Packer – An individual on the Production and Packaging Team who 

reports to the FP Lead and who is trained in primary packaging. 

3.3. FP Lead (Finished Product Lead) – An individual with management authority 

over production and packaging/kitchen. Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead. There may be multiple FP Leads on the floor at any given time. 

 

4. Responsibilities 

4.1. FP Lead – Manager 

4.2. Packaging Distributor – Operator 

 

5. Prerequisites  

5.1. Phone, tablet or computer with MyMedMen app (GA013) 

5.2. Barcode Scanner (GA014) 
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5.3. Red Signal Light (PR010) 

5.4. White Signal Light (PR063) 

 

6. Procedure 

6.1. Packaging Distributor shall look for red signal light. 

6.2. If the red signal light is solid, indicating that the Primary Packager is requesting 

additional approved medical marijuana product to package, Packaging 

Distributor shall skip to 6.4.  If the red signal light is blinking, the Primary 

Packager is requesting different materials, and the Packaging Distributor shall 

continue to 6.3 with the assumption that the materials required are approved 

medical marijuana products for packaging. 

6.3. Packaging Distributor shall approach the Primary Packager and ask what 

additional materials are required. 

6.4. Packaging Distributor shall scan the tray or relevant container of requested 

approved medical marijuana product. 
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6.4.1. Select Start Packing. 
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6.4.2. Scan Cart. 

 
 

6.5. Packaging Distributor shall bring the tray of material to the Primary Packager 

and remove the empty tray. 
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6.6. Packaging Distributor shall scan the Primary Packager barcode. 

  
6.7. Packaging Distributor shall turn the white signal light to “On” and inform the FP 

Lead of the required materials if additional materials are required. 

6.7.1. FP Lead shall consult the Warehouse Handoff SOP (6.9.5.SOP) for 

packaging materials or the Marijuana Check Out SOP (6.9.4.SOP) as 

necessary to replenish needed materials. 

6.8. Packaging Distributor shall check the clock; if within five minutes of a break 

time, Packaging Distributor shall continue to 6.9, otherwise Packaging 

Distributor shall return to 6.1. 

6.9. Packaging Distributor shall verbally give five minute warning to Primary 

Packagers. 

6.10. Packaging Distributor shall return marijuana-containing materials to the Safe 

using the Marijuana Check In SOP (6.9.2.SOP). 
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7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP) 

7.2. Marijuana Check Out SOP (6.9.4.SOP) 

7.3. Warehouse Handoff SOP (6.9.5.SOP) 
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1. Objective 

1.1. To describe a method for filling the Tincture Hopper before running the Tincture 

Filling Line. 

 

2. Scope 

2.1. This procedure applies to the filling of the Tincture Line. 

 

3. Definitions  

3.1. FP Lead (Finished Product Lead) – An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production & Packaging Supervisor and Production & Packaging Shift 

Lead. 

 

4. Responsibilities 

4.1. Production performed by FP Lead 

4.2. Production supported by FP Team Member 

 

5. Prerequisites 

5.1. iPad with MyMedMen app (GA013) 

5.2. Scanner (GA0014) 

5.3. Tincture Hopper (PR068) 

 

6. Procedure 

6.1. FP Lead – If syringe of Marijuana Tincture Mixture has not been checked in or 

additional marijuana is required, check in syringe using Cannabis Check In SOP 
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6.2. FP Lead – Bring all materials to the hopper and select “Start Production”. 

 
6.3. Open hopper. 

6.4. Depress plunger on syringe until all materials are in the hopper. 

6.5. Repeat 6.4 as necessary until all checked out materials are in the hopper. 

6.6. Close hopper. 

6.7. Inform FP team member that the machine is now full and ready for operation. 

 

7. Exhibits 

N/A 
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1. Objective 

1.1. To combine, protect, and store approved medical marijuana products for storage 

and shipping. 

 

2. Scope 

2.1. This procedure covers the palletizing and storage of finished approved medical 

marijuana products. 

 

3. Definitions 

3.1. Warehouse Operator – An individual on the Warehouse Team that reports to the 

Warehouse Lead.  There may be multiple Warehouse Operators on the floor at 

any given time. 

3.2. Warehouse Lead – An individual with management authority in the warehouse.  

Examples of people with this authority are the Warehouse Supervisor and 

Warehouse Shift Lead.  There may be multiple FP Leads on the floor at any 

given time. 

 

4. Responsibilities 

4.1. Warehouse Operator  – Operator 

4.2. Warehouse Lead – Manager 

 

5. Prerequisites  

5.1. iPod Touch with MyMedMen app (GA020) 

5.2. Barcode scanner (GA014) 

5.3. Forklift (PR002) 

5.4. EZ Loader (PR006) 
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6. Procedure 

6.1. Receive approved medical marijuana products from the conveyor belt. 

6.2. If the pallet is currently empty, continue to 6.3; otherwise skip to 6.4. 

6.3. Scan the pallet. 
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6.4. Scan Item to add it to the pallet. 

 
 

6.5. Place the approved medical marijuana product on the pallet. 

6.6. If the pallet is not full, return to 6.1; otherwise continue to 6.7. 

6.7. Wrap the pallet with plastic film such that the film must be broken to remove any 

finished product from the pallet. 
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6.8. Select Pallet Full in MyMedMen. 

 
6.9. Choose Storage Destination. 
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1. Objective 

1.1. Ensure display packaging are properly put into larger boxes for protection during 

shipping. 

 

2. Scope 

2.1. This procedure covers the operation of secondary packaging. 

 

3. Definitions  

3.1. FP Lead (Finished Product Lead) – An individual with management authority 

over production and packaging/kitchen. Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead. There may be multiple FP Leads on the floor at any given time. 

3.2. Secondary Packer – An individual on the Production and Packaging Team that 

reports to the FP Lead and has completed Secondary Packer Training. There may 

be multiple Secondary Packers on the floor at any given time. 

 

4. Responsibilities 

4.1. FP Lead – Manager 

4.2. Secondary Packer – Operator 

 

5. Prerequisites  

5.1. Tape Dispenser – 3m Electric Water Activated Tape (GA014) 

5.2. Date coding printer (PR064) 

5.3. White signal light (PR063) 

 

6. Procedure 

6.1. Receive approved medical marijuana product on the conveyor belt. 
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6.2. If secondary packaging is formed, skip to 6.4; otherwise continue to 6.3. 

6.3. Form secondary packaging: 

6.3.1. Pick up a box and form it to the proper shape, being careful to not break 

any perforations or creases in undesired locations. 

6.3.2. Use tape from the tape dispenser to seal the bottom of the container. 

6.4. Place the approved medical marijuana products in the secondary packaging. 

6.4.1. Approved medical marijuana products shall be placed into the secondary 

packaging only in the format described by the FP Lead. 

6.5. If the package is not full, return to 6.1. If it is full, continue to 6.6. 

6.6. Use tape from the tape dispenser to seal the secondary package. 

6.7. Push the packaged approved medical marijuana products onto the conveyor belt. 

6.7.1. If the approved medical marijuana product packaging does not contain 

metal, the approved medical marijuana products will now go through the 

metal detector. 

6.7.2. The secondary packaging will pass through a date code printer, printing 

the same date code on the secondary packaging that has already been printed 

on the primary packaging. 

6.8. If additional materials are required, continue to 6.9, otherwise return to 6.1. 

6.9. Press the white signal button to “On.” 

6.10. Receive materials from FP Lead. 

6.11. Install the materials as necessary and return to 6.1. 

 

7. Exhibits 

N/A  
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1. Objective 

1.1. To properly apply tamper evident shrink-wrapping to our approved medical 

marijuana products. 

 

2. Scope 

2.1. This procedure exclusively covers the operation of the L Bar sealer on the 

production line. 

 

3. Definitions  

3.1. FP Lead (Finished Product Lead) – An individual with management authority 

over production and packaging/kitchen. Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead. There may be multiple FP Leads on the floor at any given time. 

3.2. L Bar Sealer Operator – An individual on the Production and Packaging Team 

that reports to the FP Lead and has completed L Bar sealer training. 

 

4. Responsibilities 

4.1. FP Lead – Manager 

4.2. L Bar Sealer Operator – Operator 

 

5. Prerequisites 

5.1. Clamco 120 combo shrink system (PR019) 

5.2. White signal light (PR063) 

 

6. Procedure 

6.1. L Bar Sealer Operator shall receive approved medical marijuana products from 

the conveyor belt. 
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6.2. L Bar Sealer Operator shall run the approved medical marijuana products 

through the sealer. 

6.2.1. Place the approved medical marijuana product into the top left hand corner 

of the shrink wrapping material. 

6.2.2. Pull the approved medical marijuana product and shrink wrapping 

material onto the L Bar platform, placing them in the bottom right hand 

corner of the L Bar. 

6.2.3. Close the L Bar and let go. 

6.3. L Bar Sealer Operator shall switch the white signal light to “On” if additional 

material is required. 

6.4. L Bar Sealer Operator shall receive materials from FP Lead. 

6.5. L Bar Sealer Operator shall install materials as necessary. 

6.6. L Bar Sealer Operator shall repeat starting from 6.1 as necessary. 

 

7. Exhibits 

N/A 
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1. Objective 

1.1. To facilitate the exchange of non-marijuana materials from the warehouse to the 

production areas. 

 

2. Scope 

2.1. This procedure applies to all exchanges of non-marijuana material from the 

warehouse to production areas of the facility. 

 

3. Definitions  

3.1. Warehouse Inventory – Inventory in any warehouse. 

3.2. Warehouse Stall – Specific pallet rack location in any warehouse. 

3.3. Clean Area – All employees and equipment must be cleared and cleaned to enter 

a clean area. 

3.4. Dirty Area – An area with forklifts and less strict sanitation standards. 

3.5. Exchange Port – Mantrap for pallet exchange between clean area and dirty area. 

No human transit is allowed through an exchange port. 

3.6. Staging Area – Area near the exchange port. 

3.7. Warehouse Operator – Individual responsible for managing the stock in the 

warehouse, with a forklift operator license. 

3.8. Recipient – Individual receiving stock. 

 

4. Responsibilities 

4.1. Request for action to be initiated by receptor. 

4.2. Warehouse tasks to be managed by warehouse operator. 
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5. Prerequisites  

5.1. Phone, tablet or computer with MyMedMen app (GA013) 

5.2. Barcode scanner (GA014) 

5.3. Forklift (PR002) 

5.4. KRP: Kitchen ready pallet (PR005) 

5.5. Pallet jack (PR003) 

 

6. Procedure 

6.1. Recipient- Log in to MyMedMen App. 

 
6.2. Recipient- Check dashboard for forecasted amount to check out. 

6.3. Recipient- Confirm quantity and SKU to check out. 
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6.3.1. Select “Recipe” or individual stock code for check out. 
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6.3.2. Press “Order All”. 
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6.3.3. Observe filling process. 

 
 

6.4. Warehouse Operator – Confirm Request. 

6.4.1. Receive “Gather” alert on iPad and hear audible alert. 
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6.4.3. Review requested items and their locations. 

 
 

6.5. Warehouse Operator – Select Kitchen Ready Pallet (KRP). 

6.5.1. Select a plastic KRP. 
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6.5.2. Scan barcode on KRP. 

 
6.5.3. If MyMedMen rejects the pallet: 

6.5.3.1. Select a different pallet and repeat 6.5. 

6.5.4. Place selected KRP in staging area. 

6.6. Warehouse Operator – Gather SKU. 

6.6.1. Drive forklift to location of first SKU. 

6.6.2. Pull pallet of SKU and bring it to the staging area. 

6.6.3. Scan each SKU to confirm that it is correct. 

6.6.4. If MyMedMen rejects the selected SKU: 

6.6.4.1. Select a different SKU. 

6.7. Warehouse Operator – Stage SKUs on KRP. 

6.7.1. Place scanned SKUs onto the KRP. 
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6.7.2. Count the number of product to be moved and enter into MyMedMen. 
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6.7.3. Scan KRP to move. 

 
6.7.4. If, at any time, a product is to come into contact with the ground: 

6.7.4.1.  Inspect seals immediately. 

6.7.5. If any seal was broken, any visible damage incurred, or there is any reason 

to expect the product is at any risk of contamination or defect: 

6.7.5.1. Immediately tag product with a red “quarantine” label and set aside 

for QA inspection. 

6.7.6. Return unused SKU’s to the original pallet location, as indicated by the 

MyMedMen app. 

6.8. Warehouse Operator – If there are additional items to collect, return to 6.6. 

6.9. Warehouse Operator – Alert Recipient that the pallet is ready by selecting the 

“Alert” button in MyMedMen. 

6.10. Recipient – Pick up materials. 
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6.11.4. Scan KRPs as they are received to accept responsibility for them. 
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6.11.5. Confirm all KRPs have been scanned and quantities are correct. 
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1. Objective 

1.1. Securely return marijuana from the bulk inventory of the Safe to the authorized 

employee’s inventory in a designated room and tracking the transaction. 

 

2. Scope 

2.1. Any check-out of marijuana from the Safe to trusted and authorized employee. 

 

 

3. Definitions 

3.1. WIP Product – (Work In Process Product) Marijuana in the development process 

to become a finished approved medical marijuana product. 

3.2. Safe – A secure room where marijuana WIP Product is stored. Access to the Safe 

is extremely limited.  The “Safe” is distinct from the “Warehouse Safe” in that 

the Safe is physically separate from the Warehouse Safe and the Safe is for WIP 

Products while the Warehouse Safe is for Finished Products. 

3.3. WIP Room – A room adjoining the Safe where the Provider sits. 

3.4. WIP Window – The window through which WIP is exchanged between the 

Provider and the Stock Controller. 

3.5. Stock Controller – Among the very few positions granted access to the Safe. The 

Stock Controller also functions as the grinder when she/he is not controlling 

stock. 

3.6. Recipient – An authorized person to transfer marijuana from the Safe to 

production areas. This person must have their own login information for 

MyMedMen and will typically be a supervisor or shift lead. 

 

4. Responsibilities 

4.1. Provider 
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4.2. Stock Controller 

 

5. Prerequisites  

5.1. Phone, tablet or computer with MyMedMen (GA013) 

5.2. Barcode scanner (GA014) 

5.3. Scale 

 

6. Procedure 

6.1. Recipient shall approach the WIP Window and verbally get the attention of the 

Stock Controller in the WIP Room. 

6.1.1. Discuss the WIP Product needed. 

6.2. Stock Controller shall log into MyMadMen. 

6.3. Stock Controller shall select My Inventory. 
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6.3.1. Confirm the WIP Product is available. 

6.4. Stock controller shall lock the Safe and retrieve the WIP Product. 

6.5. Stock Controller shall select Hand Off. 

 
6.6. Stock Controller shall scan WIP Product to transfer. 
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6.7. Recipient shall select My Inventory. 
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6.8. Recipient shall select Hand Off. 

 
 

 

 

 

 

 

 

 

 

 

 

 





 

 
 

Marijuana Check Out Issue Date:  Page 
9 of 11 

	
6.9.4.SOP Supersedes Date: 

New Document 
Version No. 

1.0 

 

Developed By: 
 

Revised By: Approved By: 
Andrew Modlin 

FOIL Exempt – Trade Secrets          Document Status: Original 
 

6.10.2. Wait for confirmation from MyMedMen. 

 
 

6.11. Stock Controller shall continue to 6.6 if MyMedMen confirms the weight. If 

MyMedMen displays an error notify management. 

6.11.1. If an error occurs and an immediate resolution is not available, return to 

6.1 and select a different WIP Product. 

6.12. Stock Controller shall wait for the Recipient to accept WIP Product. 

6.13. Recipient shall check for the confirmation screen. 
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6.13.1. If an additional item transfer is necessary, select Hand Off Next Item and 

return to 6.1.1. 

 
6.13.2. If there is no additional item transfer, Recipient should return to the 

operation and continue with their process. 

 

7. Exhibits 

N/A 
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1. Objective 

1.1. To properly identify the purpose of entering the Safe when no action was taken. 

An employee who unlocks the door to the Safe but fails to make any entry into 

MyMedMen shall be considered to have committed a security lapse that will be 

investigated. 

 

2. Scope 

2.1. Every time an employee unlocks the Safe, the security system logs their keycard 

scan.  MyMedMen must have a related entry describing a WIP Product deposited 

or retrieved from the safe.  When an employee enters the Safe but does not take 

any action, this provides them a method of describing why they entered the safe 

without depositing or retrieving that object.  Reasons may include, but are not 

limited to, sanitation, inspection, or error. 

 

3. Definitions 

3.1. Safe – A secure room where marijuana WIP Product is stored. Access to the Safe 

is extremely limited.  The “Safe” is distinct from the “Warehouse Safe” in that 

the Safe is physically separate from the Warehouse Safe and the Safe is for WIP 

Products while the Warehouse Safe is for Finished Products. 

3.2. WIP Product – (Work In Process Product) Marijuana in the development process 

to become a finished approved medical marijuana product. 

 

4. Responsibility 

4.1. Managed by Operations Manager 

4.2. Performed by any employee who unlocks the safe. 
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5. Prerequisites  

5.1. Phone, tablet or computer with MyMedMen app (GA013) 

5.2. Barcode scanner (GA014) 

 

6. Procedure 

6.1. If, for any reason, an employee unlocks the Safe but does not scan WIP Product 

into or out of the Safe, they must select “Null Safe Entry” in MyMedMen 

6.2. The employee shall enter their reason for entry into the box in MyMedMen. 

 
6.3. The employee shall return to their previous screen and continue operating. 

 

7. Exhibits 

N/A  
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1. Objective 

1.1. To outline the security procedures to be followed by the Transport Agents while 

transporting finished approved medical marijuana products to the designated 

dispensaries or laboratory from the manufacturing facility. 

2. Scope 

2.1. This procedure encompasses every outgoing load/vehicle of finished approved 

medical marijuana products.  

 

3. Definitions  

3.1. Transport Agent – One of the two (2) employees responsible for transporting a 

vehicle from the approved manufacturing facility to an approved dispensary.  

One transport agent shall remain with the vehicle at all times, the other may leave 

the vehicle in order to inspect the loaded approved marijuana products as 

described in relevant SOPs.  

3.2. Transport Vehicle – Automobile used to securely carry finished approved 

medical marijuana product from the manufacturing facility to its prescribed 

destination. 

 

4. General Conditions  

N/A 

 

5. Responsibilities  

5.1. Direction by Operations Manager  

5.2. Execution by Transportation Agents  

5.3. Control by Quality Manger  
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6. Procedure 

6.1. A shipping manifest shall be transmitted at least two (2) days prior to shipping.  

The manifest shall be received and be verified by the Operations Manager prior 

to this procedure. 

6.2. The Transport Vehicle shall be equipped with an internal cage that is securely 

attached to the vehicle. 

6.3. The internal cage shall be secured by a lock and tamper evident seal separate 

from that of the external door(s).  The internal cage shall not be visible from 

outside the vehicle.  The internal cage shall be a part of the Transport Vehicle. 

6.4. The Transport Vehicle shall have a full tank of gas before arrive at the 

manufacturing facility.  

6.5. There shall be two (2) transport agents assigned to each transport.  

6.6. One transport agent shall remain with the vehicle at all times from loading until 

the vehicle is fully unloaded at the prescribed destination and cleared for egress. 

6.7. Transport agents shall obtain the shipping manifest complete with the prescribed 

route prior to loading of vehicle.  The shipping manifest shall remain with the 

vehicle at all times and shall be produced upon request for members of law 

enforcement or the Department. 

6.8. Any deviations from prescribed route must receive authorization from the 

Operations Manager prior to deviation and notated on the shipment manifest. 

 

7. Instructions 

7.1. Transportation may only occur between 7 a.m. to 9 p.m. 

7.2. Inspect the Transport Vehicle for any structural or mechanical issues. 

7.3. Inspect the Transport Vehicle’s storage compartment for any security or food 

safety issues.  

7.4. Fill fuel tank.  
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7.5. Arrive at the manufacturing facility.  

7.6. Check in with Operations Manager to receive the shipping manifest and the 

prescribed route.  

7.7. Back up the Transport Vehicle to the loading dock doors.  

7.8. Allow warehouse personnel to inspect the Transport Vehicle. 

7.9. Verify the approved medical marijuana products to be transported against the 

shipping manifest as the items are loaded onto the Transport Vehicle. 

7.10. Once all approved medical marijuana products are loaded onto the Transport 

Vehicle and verified, lock and secure the inner storage compartment. 

7.11. Lock and secure outer cargo door(s). 

7.12. Verify the operation of the secure communication and GPS. 

7.13. Receive clearance from the Warehouse Manager to leave the manufacturing 

facility. 

7.14. Progress along the prescribed route without deviation. 

7.15. If the destination arrival time will vary from the predicted time, notify the 

manufacturing facility’s Operation Manager. 

7.16. When the Transport Vehicle is approximately ten minutes from the destination, 

notify the destination manager of the impending arrival. 

7.17. Upon arrival at destination back the Transport Vehicle up to the loading dock 

door. 

7.18. Check in with the destination manager. 

7.19. Verify the approved medical marijuana products being off loaded against the 

shipping manifest. 

7.20. Stay with the Transport Vehicle until the destination manager gives the all clear. 

8. Exhibits  

N/A 
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9. Revision Record  

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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Date: ______________________ P.O. No.__________________________________ 
 
Shipper:_________________________________________________________________ 
 
Lot No. from Shipper:______________________________________________________ 
 
Lot No. from Distributor (if different from Shipper):______________________________ 
 
Temperature on Truck:_____________________________________________________ 
 
Food Temperature:________________________________________________________ 
 
Inner cage mounted in transport vehicle: Yes / No  
 
Inner cage only visible from inside the vehicle: Yes / No  
 
Inner cage in excellent conditions: Yes / No       Fuel tank full: Yes/ No 
 
GPS operational? Yes / No                                  Cell phone fully operational? Yes / No  
 
If you answered No to any of the above, notify your supervisor immediately! 
 
During truck inspection, did you notice any of the following? 
      Yes  No 
  Pests    _____  _____ 
  Insects               _____  _____ 
  Birds    _____  _____ 
  Dirt on floor   _____  _____ 
  Dirt on walls   _____  _____ 
  Dirt on doors   _____  _____ 
  Any other debris  _____  _____ 
  Foul odor   _____  _____                         
 
If you answered yes to any of the above, notify your supervisor immediately! 
 
Truck was inspected by:____________________________________________________ 
 
Comments:______________________________________________________________ 
 
Released/Verified By:____________________________Date:_____________________  
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1. Objective 

1.1. To define a method for filling and assembling vape pen cartridges. 

 

2. Scope 

2.1. This procedure applies to the filling and assembly of all vape pen cartridges. 

 

3. Definitions  

3.1. Marijuana Syringe – A syringe for loading the filling robot and dispensing into 

the cartridges in the cartridge tray. 

3.2. FP Lead (Finished Product Lead) – An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead. 

3.3. Filler – An individual on the Production and Packaging Team that reports to the 

FP Lead. 

3.4. Cartridge Clearomizer – A part of a cartridge.  Seals the oil into the cartridge and 

allows for the inhalation of vapor. 

 

4. Responsibilities 

4.1. Production managed by FP Lead 

4.2. Production performed by Filler 

 

5. Prerequisites 

5.1. iPad with MyMedMen app (GA013) 

5.2. Scanner (GA0014) 

5.3. Filling Robot (PR054) 
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5.4. Syringe disposal boxes (SUP032 ) 

5.5. Cartridge lid box 

5.6. White signal light (PR063) 

 

6. Procedure 

6.1. FP Lead – If the syringe of marijuana oil has not been checked in or additional 

marijuana oil is required, check in the syringe using Marijuana Check In SOP 

(6.9.2.SOP). 
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6.3. FP Lead – Bring all materials to the filler. 

6.4. FP Lead – Leave materials in a pallet space near the work station. 

6.5. FP Lead – Select Start Production. 
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6.5.1. FP Lead – Select Carts if not already selected. 
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6.5.2. FP Lead – Scan cart to send to production line. 
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6.5.3. FP Lead – Enter Number of Trays in Cart. 
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6.5.4. FP Lead – Scan Production Worker ID Tag To Start. 

 
6.6. Filler – Receive materials. 

6.7. Filler – Load the syringe of marijuana oil into the filler arm of the filling robot. 

6.7.1. Filler – If necessary, remove previous syringe and place it into the syringe 

disposal box. 

6.7.2. Filler – Place syringe into arm. 

6.7.3. Filler – Affix and tighten the strap into place. 

6.8. Filler – Prepare tray of cartridges. 

6.8.1. Filler – Remove box and all outer packaging from cartridges. 

6.8.2. Filler – Line up tray with markings on filling robot. 

6.9. Filler – Run filling robot. 
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6.9.1. Filler – Using the program number switch on the front control panel, 

select program number “01” for the 0.5 gram cartridges and number “02” for 

the 1 gram cartridges. 

6.9.2. Filler – Press Start button on the front control panel. 

6.9.3. Filler – Monitor filling.  If the filling robot fills incorrectly or begins to 

spill, press the Emergency Stop button and press button on white signal light 

to Flashing mode.  Explain the defect to the FP Lead and troubleshoot. 

6.10. Filler – If more cartridges or other materials are required, press button on white 

signal light to On. 

6.10.1. Filler – Press button on white signal light to on. 

6.10.2. FP Lead – Respond to light and ask Filler for required materials. 

6.10.3. FP Lead – Return to 6.2. 

6.10.4. Filler – Turn white signal light Off. 

6.11. Filler – If more marijuana oil is required, press button on white signal light to 

On. 

6.11.1. Filler – Press button on white signal light to On. 

6.11.2. FP Lead – Respond to light and ask Filler for required materials. 

6.11.3. FP Lead – Return to 6.1. 

6.11.4. Filler – Turn white signal light Off. 

6.12. Filler – Assemble completed cartridges. 

6.12.1. Filler – Remove cartridge clearomizers from box. 

6.12.2. Screw one (1) clearomizer on top of each filled cartridge. 

6.12.3. If any cartridges appear to have a defect according to the cartridge defect 

list, place a defect marker on that cartridge and continue. 

6.13. Filler – Alert FP Lead by switching white signal light to On. 
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6.14. FP Lead – Scan Cart To Accept. 

 
6.14.1. Place each tray of finished cartridges onto a plastic tray and place each 

plastic tray into a cart. 
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6.14.2. Enter Number of Trays in Cart. 
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6.14.3. Select Accept Complete. 
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6.14.4. Confirm product is Ready For Pick Up. 

 
6.15. FP Lead – If packaging is ready to accept another cart of cartridges, then bring 

the cart to packaging, otherwise check the cart into the safe using the Marijuana 

Check In SOP (6.9.2.SOP). 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP) 

7.2. Warehouse Hand Off SOP (6.9.9.SOP)
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8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Objective 

1.1. To describe a method to place blister packs of softgels inside primary packaging 

boxes for display in a retail dispensary. 

 

2. Scope 

2.1. This procedure covers only the primary packaging process of softgels. 

 

3. Definitions  

3.1. Packaging Distributor – An individual on the Production and Packaging Team 

who is trained in packaging distribution that reports to the FP Lead. 

3.2. Primary Packer – An individual on the Production and Packaging Team who is 

trained in primary packaging that reports to the FP Lead. 

3.3. FP Lead (Finished Product Lead) - An individual with management authority in 

the Production and Packaging/Kitchen.  Examples of people with this authority 

are the Production and Packaging Supervisor and Production and Packaging Shift 

Lead. 

 

4. Responsibilities 

4.1. FP Lead 

4.2. Primary Packager 

4.3. Packaging Distributor 

 

5. Prerequisites  

5.1. Date coding printer (PR064) 

5.2. Red signal light (PR010) 
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6. Procedure 

6.1. Primary Packager – Form the softgel box. 

6.2. Primary Packager – Pick up a blisterpack of softgels and visually inspect it for 

any defects. 

6.3. Primary Packager – If a defect is found, place the blisterpack in the rework bin 

and return to 6.2 otherwise continue to 6.4. 

6.4. Primary Packager – Place the blisterpack of softgels into Primary Packaging. 

6.4.1. Place the blisterpack in the box. 

6.5. Primary Packager – Close packaging. 

6.5.1. Close both ends of the box. 

6.5.2. Review appearance.  If there is damage to the packaging, place the box in 

the rework bin. 

6.6. Primary Packager – Place the primary packaging on conveyor belt. 

6.6.1. While on the conveyor belt to the L Bar Sealer, the primary package will 

be lot coded by the lot coding printer. 

6.7. Primary Packager – If additional non-medical marijuana product materials are 

required (boxes) continue to 6.8, otherwise skip to 6.10.  

6.7.1. Always switch on the red signal light about 1 minute before running out of 

medical marijuana product as estimated by packaging speed. 

6.8. Primary Packager – Switch red signal light to Flashing and continue packaging. 

6.9. Primary Packager – Receive non-medical marijuana product materials from the 

Packaging Distributor, refill the container, and continue packaging. 

6.10. Primary Packager - If the Packaging Distributor has sounded the five (5) minute 

warning, continue to 6.11; otherwise skip ahead to 6.13. 

6.11. Primary Packager – Finish packaging remaining blisterpacks according to 6.1-

6.6. 

6.12. Primary Packager – Sanitize work station and leave for break. 
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6.13. Primary Packager – If additional medical marijuana product is required, 

continue to 6.14, otherwise return to 6.1. 

6.14. Primary Packager – Switch red signal light to On and continue packaging. 

6.14.1. Always switch on the red signal light approximately one (1) minute before 

running out of medical marijuana product as estimated by packaging speed. 

6.15. Primary Packager – Receive additional medical marijuana product from 

Packaging Distributor, then continue from 6.1. 

 

7. Exhibits 

N/A 
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RM Name Product Name & Number SKU# 
11 Turntable 28-060-USA Turntable Food Grade PR077 
11 Rinser 50-BR1-L02 Bottle Rinser PR078 
11 Conveyor System 26-ST45-SA0 Sanitary Conveyor PR065 
11 Filling Machine 02-580-000 AVF Filling Machine  Accutek PR066 
11 Nozzle Kit 03-DIV-K12 Diving Nozzle Kit PR067 
11 Hopper 56-HT1-M02 Hopper PR068 
11 Neck Grabber 50-PDG-048 Neck Grabber / Drip Tray PR069 
11 Float Kit 63-FLT-001  Float Kit - Tank Level PR070 
11 Hopper Cover 56-HTC-006 Hopper Lid PR071 
11 Spindle 22-001-000 Accutek Semi-Auto Spindle PR072 
11 Labelette APS-106 24-APS-106 Labelette PR073 
11 Label Applicator 42-SL1-150 Sleeve Label Applicator PR074 
11 Heat Tunnel 32-G9A-45A Recirculation Heat Tunnel PR075 
11 Turntable 28-060-ACA Turntable Food Grade PR076 
        
12-15 Softgel Production CapPlus Softgel Prod System 5RPM PR034 
12-15 Packing for Softgel Packing PR035 
12-15 Melting & Transfer  Gel Melting & Transfer Tank PR036 
12-15 Medicine Tank Medicien Service tank PR037 
12-15 Capsule Trays Capsule Drying Trays PR038 
12-15 Dolly Capsule Drying Tray Dolly PR039 
12-15 Chilling Chilling System for Cooling Drums PR040 
12-15 Spare Parts Spare Parts Package PR041 
12-15 CPT Blister Pak CPT Blister Pak 120 PR042 
12-15 Part Set Additional Change Part Set PR043 
12-15 Brush Box Brush Box Feeding System PR044 
12-15 Alarm System Alarm System w/ Rejection System PR045 
12-15 Chilling System Chilling System     PR046 
12-15 Safety Guards Acrylic Safety Guards w Interlocks PR047 
12-15 Control System Touch Screen Control System PR048 
12-15 Spare Parts Package for 2 years PR049 
12-15 Inspection Machine CapPlus Inspection Machine PR079 
12-15 Pencil & Bin Vacuum Pencil and Collection Bin PR080 
12-15 Polishing CPT SG-500 Automatic Softgel Polishing PR081 
12-15 Tachometer Tachometer with Digital Readout PR082 
12-15 Timer Timer with Automatic Shutoff PR083 
12-15 Feed table 90 degree Feed Table  PR084 
12-15 Roller CPT PharmaSpec Auto Capsule Roller PR085 
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12-15 Printing Machine Ackley Machine Corp PR055 
12-15 Change Parts Change Parts for Printing PR056 
        
Other Scale Ohaus VN31P5000X Series PR001 
Other Forklift Toyota 7FBEU15 3 Wheel  PR002 
Other Natural gas Refillable Natural Gas  PR052 
Other Pallet Jack Uline H-2900 Yellow PR003 
Other Pallets Uline H-750 Recycled PR004 
Other Pallets - Plastic Uline H-1212 PR005 
Other Ez Loader Bishamon Ez Loader PR006 
Other LBAR Sealer Clamco 120 Combo Shrink System PR019 
Other Light Chrome Lane Light - Red PR010 
Other Light Chrome lane Light - White PR063 
Other Conveyor System Ingalls Conveyor System PR028 
Other Metal Detector Xtreme Standard Conveyor PR029 
Other Rack Cabinet Open Frame rack Cabinet Square PR050 
Other Mat Anti-Fatigue Mat  PR051 
Other Filling Robot Intellispense Filling Robot PR054 
Other Printer Evolution Date Coder PR064 
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1. Objective 

1.1. To ensure that all premises and employees are prepared for and know how to 

respond in the event of a fire emergency. 

 

2. Scope 

2.1. This procedure applies to all premises.   

 

3. Definitions 

N/A 

 

4. Responsibilities 

4.1. Manager on Duty 

4.2. All staff 

 

5. Prerequisites  

N/A 

 

6. Equipment 

6.1. Fire extinguisher. 

6.2. Squeegee 
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7. Procedure 

7.1. Stay calm, but react quickly as follows. 

7.2. Use fire extinguishers on the fire, if safe to do so. 

7.2.1. All fire extinguishers will contain instructions on the label. Staff should 

familiarize themselves in advance of the location and operation of the 

specific extinguishers on premises.  

7.3. If necessary, announce an evacuation.  

7.3.1.  An evacuation becomes necessary if the extinguisher has not put out the 

fire, the fire has spread beyond the capacity of the extinguishers on premises 

or the damage done by an extinguished fire threatens the safety of those in 

the facility. 

7.3.2. Announce evacuation at a minimum of three times. Suggested language is, 

“May I have your attention, please? An emergency has made it necessary to 

evacuate the facility immediately. Please move to the nearest emergency 

exit.” 

7.3.3. Have all employees meet at the predetermined assembly area. 

7.3.4. Check all areas of the building (if safe to do so) to make sure everyone has 

evacuated. 

7.3.5. Verify, according to the work schedule, that all employees are outside of 

the building in the predetermined assembly area. 

7.3.6. Manager on Duty: Assign an employee to meet the firefighters and direct 

them to the fire location. 

7.4. Call 911. 

7.5. Turn off gas valves if applicable and if safe to do so. 

7.6. After the fire is extinguished: 

7.6.1. Call the Director of Operations to report the incident. 

7.6.2. Clean up any water from extinguishing activities. 
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7.6.2.1. Check for any electrical hazards. 

7.6.2.2. Push water out of building with squeegee. 

 

8. Exhibits 

N/A 

 

9. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Task that is Described in this Document 

1.1. To ensure that all premises and employees are prepared for and know how to 

respond in the event of a fire emergency. 

 

2. When it Needs to Happen 

2.1. This procedure applies to all premises.   

 

3. Definitions 

N/A 

 

4. Who Needs to Perform this Task 

4.1. All Staff 

 

5. What Needs to Happen First  

N/A 

 

6. Tools Needed to Complete this Task 

6.1. Fire Extinguisher 

 

7. How to Complete this Task 

7.1. Ensure fire extinguishers are placed throughout the facility according to fire 

code, and that all staff are aware of the locations of extinguishers.  

7.2. Assure that all staff are aware of the locations of fire extinguishers, and that they 

are familiar with the operation of an extinguisher.  

7.2.1. All fire extinguishers should have instructions attached to them. If not, 

request them from the city fire department.  

7.3. Ensure that all emergency exits have illuminated signs. 
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7.4. Be aware of the location and operation of gas shut valves and their operation, if 

any. 

7.4.1. In the event of a Fire Emergency Response (0.8.5.SOP), gas lines should 

be turned off as soon as possible.  

7.5. Advise all employees of evacuation procedures and the safe assembly location 

outside of the facility per Fire Emergency Response (0.8.5.SOP). 

 

8. Exhibits 

8.1. Fire Emergency Response (0.8.5.SOP) 

 
9. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Task that is Described in this Document 

1.1. To define and provide an appropriate level response to broken water pipes on 

premises. 

 

2. When it Needs to Happen 

2.1. This procedure should be conducted whenever a broken water pipe issue arises 

on premises.  

 

3. Definitions 

NA 

 

4. Who Needs to Perform this Task 

4.1. All staff 

 

5. What Needs to Happen First  

N/A 

 

6. Tools Needed to Complete this Task 

6.1. Plastic Sheeting 

6.2. Trash Cans 

6.3. Squeegees 

6.4. Broom 
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7. How to Complete this Task 

7.1. Determine the location of the broken water pipe. 

7.2. If possible, turn off the valve controlling the source of the water. 

7.3. If necessary, contact the local City Water Department. 

7.4. If there is standing water in the building: 

7.4.1. Make sure there are no potential electrical hazards and that products have 

not been contaminated. 

7.4.2. Push water out of the building using squeegees, brooms, sweepers, or any 

other useful tools. 

7.4.3. Prioritize safety issues and product that is at risk of being water damaged.  

7.5. If water is leaking from the ceiling: 

7.5.1. Cover products and equipment with plastic. 

7.5.2. Place empty trashcans under leaking areas. 

7.5.3. Elevate products off the floor. 

7.5.4. Rope off damaged areas. 

 

8. Additional Resources Relating to this Task 

N/A 

9. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Objective 

1.1. To support the food safety policy by helping make safe approved medical 

marijuana products for our patients. The rules in this program are necessary to 

make sure our approved medical marijuana products are produced, stored, and 

handled under sanitary conditions.  

 

2. Scope 

2.1. Good Manufacturing Practices (GMPs) apply to ALL people who are involved 

with producing, handling, and distributing approved medical marijuana products, 

including vendors and contractors that get involved into our process through their 

services. 

 

3. Definitions  

N/A 

 

4. General Conditions 

4.1. GMPs published by the Food & Drug Administration (FDA) deal primarily with 

sanitation in the manufacturing, processing, packaging and holding of human 

food. We apply the same standards to approved medical marijuana products 

consumed by humans. 

 

5. Responsibilities  

5.1. Direction by Director of Operations  

5.2. Execution by all staff  

5.3. Control by Quality Manager  
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6. Procedure 

6.1. Employees shall be familiar with and enforce requirements outlined in the Good 

Manufacturing Practices (GMPs). 

6.2. There shall be a new employee orientation, which includes training in basic 

GMPs, and this training is documented and on file, stating the person's name and 

date of training session and items covered in the training. 

6.3. Training of GMPs with all employees shall be conducted at least annually.  

Training documentation shall include the employee's name, date of training and 

items included.  The documentation shall be maintained for 2 years. 

6.4. The GMPs establish basic requirements to be utilized in the production of 

wholesome, sanitary food that assures not only compliance with our standards 

but also FDA requirements for current Good Manufacturing Practices (21 CFR, 

Part 110). 

6.5. Personal Practices  

6.5.1. Wash Hands:  

6.5.1.1. On entering approved medical marijuana product handling or 

processing areas. 

6.5.1.2. After each visit to the locker room, restroom, cafeteria or lunch 

room. 

6.5.1.3. After touching any unclean surface such as floors and equipment, 

if handling exposed product. 

6.5.1.4. After using a handkerchief. 

6.5.1.5. After handling wash down hoses. 

6.5.1.6. After smoking, eating or drinking. 

6.5.2. Do not handle approved medical marijuana products when hands are cut 

or infected.  If wearing a band-aid, it must be covered with a plastic glove 
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and the band-aid shall be metal detectable. Personnel with cuts or injuries on 

hands MUST review their condition with a Supervisor or designated person 

before reporting to work site. 

6.5.3. For incidents where bodily fluids (e.g. blood) are released in a GMP area, 

proper clean-up procedures must be followed (i.e. according to “universal 

precautions for blood borne pathogens”). Appropriate sanitation procedures 

must be applied depending on the severity of the incident.   

6.5.4. No person will be admitted into GMP area if he/she has been exposed to, 

is infected with, or is carrier of any potential source or microbial or viral 

contamination. Examples of these diseases include, but not limited to: 

Hepatitis A virus, Norwalk (-like) viruses, Salmonella typhi, Shigella 

species, Staphylococcus aureus, Streptococcus pyogenes, Campylobacter 

jejuni, Entamoeba histolytica, Escherichia coli, Giardia lamblia, Rotavirus, 

Taenia solium, Vibrio cholerae 01, Yersinia enterocolitica.  

6.5.5. Anyone who has been exposed, or possibly exposed, to a communicable 

diseases MUST report it to their Supervisor (or other designated person) 

prior to reporting to their work area. When consulting with a physician, it is 

important to tell your physician you work in a food production facility. 

6.5.6. Examples of disease symptoms include: boils, open sores, infected 

wounds, diarrhea or vomiting, excessive coughing/sneezing, fever, dark 

urine, jaundice.  

6.5.7. Wear hairnets over the ears and be sure all hair is covered with the hairnet.  

Company issued hairnets are to be worn. 

6.5.8. Beard nets must be worn over facial hair, except for a neatly trimmed 

mustache that does not extend below the corners of the mouth. 
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6.5.9. Keep fingernails trimmed and clean.  The use of hand lotion is not 

allowed.  False eyelashes, false fingernails, and fingernail polish may not be 

used.  Fingernails must not be visible when hands are viewed from the palm. 

6.5.10. Keep hands away from mouth, nose, ears, and scalp. 

6.5.11. Candy, mints, chewing gum, tobacco, cigarettes, etc., are not allowed in 

production areas at any time.  This includes all warehouses, mezzanines, 

freezers, etc.  In addition, the eating of ingredients and/or finished product in 

these areas are not allowed. 

6.5.12. Only plain, smooth wedding bands are permitted to be worn. No other 

jewelry of any kind may be worn.  This includes watches, earrings, pins, 

brooches, and rings. 

6.5.13. Medical alert identification card or jewelry, as authorized by a physician, 

is allowed. For GMP purposes, a necklace worn underneath clothing is 

preferred.  

6.5.14. Do not carry pens, pencils, eyeglasses, etc. clipped to the front of shirts or 

in pockets above the waist. 

6.5.15. Keep lockers and locker rooms neat and clean, and do not store food in 

your locker. 

6.5.16. Clean up your table after use in cafeteria. 

6.5.17. Do not cough or sneeze on product, ingredients, or equipment.  Should it 

be necessary to sneeze or cough, turn away from the process line and wash 

and sanitize hands prior to handling the product, ingredient, or equipment. 

6.5.18. Do not carry brushes, scrapers, or other implements to be used in contact 

with food, in your pockets, nor temporarily store them on unsanitary 

surfaces; i.e., ledges, racks, stairs, etc.  

6.5.19. Laundry services for uniforms must include a sanitizing rinse (i.e. Clorox) 

for all washable clothing.  Laundry services must not wash food service 
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uniforms with healthcare goods.  If possible, laundry service should be 

restricted completely (i.e. no industrial clothing). 

6.5.20. Do not sit or stand on product contact zones (even on non- production 

days), nor walk or stand or sit on any ingredient container.  Treat packaging 

material as though it were an ingredient. 

6.5.21. Keep hand contact with ingredients and finished product to a minimum, 

especially after packaging.  Clean disposable gloves must be worn to handle 

open product. 

6.5.22. Keep personal food out of production areas.   

6.5.23. Avoid creating a mess when handling ingredients.  If spillage occurs, 

clean up immediately before it is tracked into surrounding areas.  Keep your 

work area clean, neat, and orderly. 

6.5.24. Practice good housekeeping in all areas of the plant by keeping work areas 

clean and equipment, ingredients, packaging material and finished product 

lined up and "squared away.”  Each employee is responsible for maintaining 

their work area clean and free of clutter. 

6.5.25. No prescription or over the counter drugs are allowed in the production or 

warehouse areas.  If medication is needed, it should be taken in the cafeteria 

or locker room. 

6.5.26. Do not sit or stand on cases or bags of finished product or ingredients.  

6.5.27. Nothing should be attached to work clothes, including badges and pins.  

6.5.28. Personal belongings, such as coats, sweaters, purses, newspapers, 

briefcases, etc. are not to be stored or taken into the production areas.  All 

personal items must be stored in lockers or in locker rooms. 

6.5.29. All employees must practice good personal hygiene habits at all times. 
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6.5.30. Uniforms and or smocks shall be used upon entrance to processing areas. 

Uniforms and or smocks shall not have buttons or other removable fasteners. 

In addition, no pockets above the waist will be allowed. 

6.5.31. If portable drinking stations are necessary in a production area, they shall 

be located away from product contact surfaces and the liquid contained in 

them must be consumed at the drinking station.  Under no circumstances are 

the drinks to be taken to the workstation. A sign shall be posted stating cups 

and beverages are not to be removed from the drinking station.  

6.5.32. Disposable gloves and aprons shall be changed after each break, upon 

entry into the processing area and when ripped or torn dispose gloves 

properly. 

 

7. Instructions  

N/A 

 

8. Exhibits  

N/A 
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1. Objective 

1.1. To ensure the workplace meets the requirements for First Aid in accordance with 

workplace safety standards. 

 

2. Scope 

2.1. The scope of this procedure applies to all workplace parties. 

 

3. Definitions  

N/A 

 

4. Responsibilities  

4.1.  OSHA Safety Team members. 

 

5. Prerequisites  

5.1. First aid kit 

 

6. Procedure 

6.1. A first aid station shall be in the charge of a worker who works in the immediate 

vicinity of the first aid station and who is qualified in first aid to the required 

standards. 

6.2. First aid stations shall be so located within quick and easy access for the prompt 

treatment of any worker at all times when work is in progress. 

6.3. The OSHA Safety Team shall keep a record of all circumstances respecting an 

accident as described by the injured worker: the date and time of its occurrence; 

the names of witnesses; the nature and exact location of the injuries to the 

worker; and the date, time, and nature of each first aid treatment given. 
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6.4. First aid boxes and their contents shall be inspected at not less than quarter-

yearly intervals by respective supervisors and shall record the inspection card for 

each box with the date of the most recent inspection and the signature of the 

person making the inspection. 

6.5. Any blood exposure will be cleaned up per the Blood Born Pathogen Control 

SOP (7.5.3.SOP). 

 

7. Exhibits 

7.1. Blood Born Pathogen Control SOP (7.5.3.SOP) 
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1. Objective 

1.1. To eliminate or minimize occupational exposure to blood or other potentially 

infectious materials in accordance with the OSHA Blood Borne Pathogens 

Standard. 

 

2. Scope 

2.1. The scope of this procedure applies to all workplace parties. 

 

3. Definitions  

3.1. PPE – Personal protective equipment 

 

4. Responsibility 

4.1. OSHA Safety Team members. 

 

5. Prerequisites  

5.1. Blood borne pathogen clean up kit 

5.2. Absorbent towel 

5.3. Plastic trash bag 

5.4. Clean up bucket 

5.5. Bleach based sanitizer 

 

6. Procedure 

6.1. Locate the blood borne pathogen clean up kit. 

6.2. Put on impervious gloves and other PPE as deemed appropriate. 

6.3. Use absorbent material or item covered with absorbent solidifier to wipe up 

blood. 

6.4. Place contaminated items in a plastic bag and dispose of in the garbage. 
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6.5. Clean up the area with a bleach based cleaner/sanitizer. 

6.6. Allow the area to air dry. 

6.7. Machinery exposure to blood 

6.7.1. Immediately shut down machinery. 

6.7.2. Quarantine any product within a radius of 36 inches of blood spillage. 

6.7.3. Clean/sanitize machinery per the Master Sanitation Schedule. 

 

a. Utensils and tools shall be cleaned and sanitized to avoid foreign material 

contamination 

b. Sanitation personnel shall be trained to handle cleaning and sanitation 

chemicals   

c. Cleaning and Sanitation personnel shall wear the Personal Protection 

Equipment when conducting such activities   

d. Detergents and Sanitizers shall be purchased and store according with 

applicable  legislation.   

e. The methods and responsibilities of the cleaning and sanitation program 

shall  include:  

 What is to be cleaned   

 How it is to be cleaned   

 When it is to be cleaned   

 Who is responsible for the cleaning   

 The responsibility and methods to verify the effectiveness of the 

cleaning  and sanitation program.  

f. The cleaning and sanitation supervisor or designated trained cleaning and 

 sanitation operator shall confirm the correct concentration of detergent 
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1. Objective 

1.1. It is corporate policy to store all rejected or otherwise unusable cannabis and 
cannabis containing products under quarantine until it is properly destroyed in 
accordance with all applicable state regulations and local ordinances or 
requirements.   

 

2. Scope 

2.1. Applies to any material that needs to be quarantined and destroyed. 

 

3. Definitions   

 

4. Responsibilities 

4.1. Quality Assurance Manager - It is the responsibility of the Director of Quality 

Assurance to oversee and ensure compliance with this Standard Operating 

Procedure. 

 

5. Prerequisites 

N/A 
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6. Equipment 

6.1. Grinder  

6.2. Waste Bin 

6.3. Soil 

 

7. Procedure 

7.1. All cannabis and cannabinoid containing extracts, concentrates, in-process 

materials and bulk product that cannot be further processed into approvable 

packaged product will be held under quarantine in a secure storage area(s) until 

they can be properly destroyed in accordance with this procedure. 

7.2. Any packaged product determined to not meet the minimum safety standards and 

specifications for brand consistency or otherwise been rejected by Quality 

Assurance    will be held under quarantine in a secure storage area and physically 

separated from any released products until they can be properly destroyed in 

accordance with this procedure. 

7.3. Any cannabinoid materials that have been subjected to improper storage 

conditions including but not limited to extremes in temperature, water damage or 

smoke due to natural disasters, fires, accidents or equipment failures shall not be 

salvaged, but held under quarantine in a secure storage area until they can be 

properly destroyed in accordance with this procedure. 

7.4. Upon notification by the appropriate department, any individual lot or all lots of 

cannabis products will be held under quarantine and not transport, distribute or 

dispense unless prior written approval is obtained from the department. If so 

directed by the appropriate department, any such products will be properly 

destroyed in accordance with this procedure. 

7.5. All quarantined cannabis and cannabis containing products will be properly 

inventoried in the company computerized seed to sale system, MyMedMen. 
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7.6. All quarantined cannabis and cannabis containing products shall be rendered 

unusable and unrecognizable prior to leaving the premises as follows: 

7.6.1. Cannabis, cannabis containing products or facility waste that contains a 

recoverable amount of cannabinoid material shall be mixed and incorporated 

with non-consumable solid wastes listed below such that the resulting 

mixture is at least 50 percent by volume non-cannabis: 

7.6.1.1. Soil, sand, dirt 

7.6.1.2. Plastic waste 

7.6.1.3. Paper or Cardboard waste 

7.6.1.4. Plant growing mediums 

7.7. The rendering process of cannabis and cannabinoid materials shall be performed 

in an area with video surveillance and witnessed by no less than 2 employees, 

one of whom shall be the Quality Assurance Manager. 

7.8. After the cannabis, cannabis containing products or other cannabis containing 

waste is made unusable and unrecognizable in accordance with one of the 

preceding methods, the rendered waste shall be: 

7.8.1. Disposed of at a legal locally-approved solid waste site and disposal 

facility; 

7.8.2. Composted on-site at the company owned facility. 

7.9. Cannabis, cannabis containing products or other cannabis containing waste not 

rendered unusable and unrecognizable by one of the previous methods shall NOT 

be dispose in an unsecured waste receptacle outside the possession and control of 

the company 

7.10. In addition to the company required computerized seed to sale system, 

there shall be a written record documenting the date, time, type and quantity of 

cannabis material, manner of disposal and the names and signatures of the 

persons present during the rendering process.   
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1. Objective 

1.1. To ensure that all employees are prepared for and know how to respond in the 

event of a gas leak on premises. 

 

2. Scope 

2.1. This procedure applies to all premises in the event of gas leak. 

 

3. Definitions 

N/A 

 

4. Responsibilities 

4.1. All Staff 

 

5. Prerequisites  

N/A 

 

6. Equipment 

N/A 
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7. Procedure 

7.1. Immediately respond to any report of someone in the dispensary smelling gas. 

7.2. Attempt to determine the severity and location of the gas leak. 

7.3. If the gas leak is determined to be severe or cannot be shut off: 

7.3.1. Call 911. 

7.3.2. Evacuate the premises. 

7.3.3. Announce evacuation at a minimum of three times. Suggested language is, 

“May I have your attention, please? An emergency has made it necessary to 

evacuate the facility immediately. Please move to the nearest emergency 

exit. Please take any merchandise you purchased with you.” 

7.3.4. Have all employees meet at the predetermined assembly area. 

7.3.5. If safe to do so, check all areas of the building to make sure everyone has 

evacuated. 

7.3.6. Verify, according to the work schedule, that all employees are outside of 

the building and accounted for in the predetermined assembly area. 

7.3.6.1. If someone is not accounted for, the Manager on Duty should 

attempt to contact his or her cell phone.  

7.3.7. Locate and turn off the originating gas valve, if safe to do so. 

7.3.8. Contact the gas utility for assistance. 

7.3.9. Open doors to promote cross-ventilation. 

7.4. Call the Director of Operations to report the incident. 

 

8. Exhibits 

N/A  
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1. Objective 

1.1. It	is	corporate	policy	to	establish,	maintain	and	follow	standard	cleaning	
procedures	for	all	equipment	and	utensils	used	in	the	cultivation,	
manufacture	and	packaging	of	its	products.	

 

 

2. Responsibilities 

2.1. It	is	the	responsibility	of	all	employees	involved	to	properly	clean	
assigned	equipment	and	document	this	equipment	cleaning	
according	to	these	established,	written	procedures.	

2.2. It	is	the	responsibility	of	the	Director	of	each	department	to	assign	
adequate	personnel	to	clean	all	equipment	utilized	by	their	staff	and	
oversee	the	proper	performance	of	these	written	cleaning	
procedures.	

2.3. It	is	the	responsibility	of	Quality	Assurance	to	monitor	the	equipment	
cleaning	and	its	specified	documentation	to	ensure	compliance	with	
this	Standard	Operating	Procedure.	

 

 

3. Procedure 

3.1. There	shall	be	written	procedures	established	for	the	cleaning	of	equipment,	

including	utensils,	used	 in	 the	manufacture,	processing,	packing	or	holding	

of	 all	 products.	 These	 written	 procedures,	 schedules	 and	 logbooks	 shall	

include: 

	
• Assignment	of	responsibility	for	cleaning	equipment	
	
• A	description	in	sufficient	detail	of	the	methods	and	materials	used	for	

cleaning	and	the	methods	of	disassembling	and	reassembling	equipment	
to	assure	proper	cleaning	
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• Removal	of	all	previous	batch	identification	prior	to	processing	the	next	

batch	of	material	
	
• Protection	of	clean	equipment	from	contamination	prior	to	use	
	
• Inspection	of	equipment	for	cleanliness	immediately	before	use	
	
• All	major	pieces	of	equipment	will	be	uniquely	identified	and	have	a	

dedicated	equipment	cleaning	log	(see	attachment	1).	Written	records	of	
the	equipment	cleaning	shall	include	the	date	cleaned,	product	or	
material	processed	and	the	lot	number	or	other	appropriate	
identification	for	each	usage	of	that	equipment.	

	
3.2	 Based	upon	the	individual	equipment	design,	the	following	sequence	of	

cleaning	operations	shall	be	performed	upon	the	completion	of	each	batch	of	
product.	If	applicable,	a	reduced	written	disassemble	and	cleaning	procedure	
may	be	utilized	between	sequential	batches	of	the	identical	product	brand,	
strength	and	dosage	form.	

	
• Upon	the	completion	of	a	manufacturing	or	packaging	operation	-	

disassemble	or	remove	all	moveable	parts	so	that	the	equipment	can	be	
properly	cleaned.	

	
• Rinse	and/or	wipe	all	exterior	machine	surfaces	with	tap	water.	
	
• Wash	the	equipment	interior	with	an	approved	detergent	mixed	with	

water	and	then	rinse	thoroughly	with	tap	water.		Exercise	caution	to	
prevent	water	from	entering	electrical	motors	and	connections.	

	
• Rinse	interior	and	all	other	product	contact	surfaces	with	denatured	

alcohol	and	allow	to	air	dry.	
	

3.3	 The	persons	performing	and	double-checking	the	cleaning	shall	initial	and	
date	the	equipment	log	indicating	that	the	work	was	performed.	All	entries	in	
the	log	shall	be	in	chronological	order.	

	
• Upon	completion,	the	individual	who	performed	the	cleaning	shall	enter	
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the	required	information	in	the	equipment	cleaning	log	and	inform	the	
Departmental	Supervisor	to	inspect	the	equipment	for	completeness	of	
cleaning.		If	necessary,	a	flashlight	or	other	source	of	illumination	may	be	
used	to	facilitate	this	inspection.	

	
• If	cleaning	has	been	performed	properly,	the	Departmental	Supervisor	

will	check	the	entry	in	the	cleaning	log	and	sign	the	cleaning	log	if	he/she	
approves.	

	
• If	the	Departmental	Supervisor	does	not	approve	the	equipment	is	clean,	

the	procedure	will	be	repeated.		The	Department	Supervisor	will	recheck	
the	equipment	after	it	has	been	recleaned	and	sign	the	cleaning	log	upon	
approval.	

	
3.4			 This	cleaning,	inspection	and	approval	sequence	is	also	performed	for	all	

production	utensils	including	mixing	paddles,	spatulas	or	measuring	devices	
except	the	individual	utensils	are	not	documented	in	a	cleaning	log.	
Individual	cleaning	logs	are	maintained	for	only	the	uniquely	identified	
major	pieces	of	equipment.	

	
3.5			 Quality	Assurance	shall	audit	or	check	equipment	cleaning	and	its	

documentation	on	a	random	basis	several	times	a	week.		Such	checks	shall	
include	the	actual	equipment	cleanliness	(if	currently	clean)	and	the	
timely/accurate	cleaning	log	documentation.	

	
3.6	 All	cleaning	records	required	by	this	procedure	shall	be	retained	for	at	least	

five	years	after	distribution	of	the	product	manufactured,	processed	or	
packaged	utilizing	that	equipment.	

	
4. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Objective 

1.1. It	 is	 corporate	 policy	 to	 only	 utilize	 equipment	 for	 the	 manufacturing,	

processing,	 packaging	 or	 holding	 product	 of	 appropriate	 design,	 adequate	

size	and	suitably	located	within	the	facility	for	its	intended	use,	cleaning	and	

maintenance. 

 

 

2. Responsibilities 

2.1. It	is	the	responsibility	of	all	company	personnel	to	only	utilize	
equipment	for	its	designated	manufacturing,	processing,	packaging	
or	holding	purposes.	

2.2. It	is	the	responsibility	of	each	department’s	assigned	personnel	
product	to	properly	maintain	all	equipment	utilized	for	the	
manufacturing,	processing,	packaging	or	holding	of	company	
products.	

2.3. It	is	the	responsibility	of	the	Director	of	each	department	to	oversee	the	safe,	
reliable	usage	of	equipment	utilized	by	their	staff	and	ensure	compliance	
with	this	Standard	Operating	Procedure.	

 

 

3. Procedure 

3.1. Equipment	shall	be	constructed	so	surfaces	that	contact	the	components,	in-

process	materials	 or	products	 shall	 not	 be	 reactive,	 additive	 or	 absorptive	

and	 alter	 the	 safety,	 identity,	 strength,	 quality	 or	 purity	 of	 any	 cannabis	

product	beyond	its	established	specifications. 

3.2. Substances	 required	 for	 operation,	 such	 as	 lubricants,	 shall	 not	 come	 into	

contact	 with	 product	 components,	 packaging,	 in-process	 materials	 or	

finished	products	and	alter	the	safety,	identity,	strength,	quality	or	purity	of	

the	cannabis	product	beyond	its	established	specifications. 
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3.3. Equipment	 shall	 be	 maintained	 and	 sanitized	 at	 appropriate	 intervals	 to	

prevent	malfunctions	or	contamination	that	would	alter	the	safety,	identity,	

strength,	 quality	 or	 purity	 of	 the	 cannabis	 product	 beyond	 its	 established	

specifications. 

3.4. Written	programs	shall	be	established	and	followed	for	the	maintenance	of	

equipment	 used	 in	 the	manufacture,	 processing,	 packing	 or	 holding	 of	 all	

products.	These	written	procedures,	schedules	and	logbooks	shall	include: 

	
• Assignment	of	responsibility	for	maintaining	the	equipment	
	
• Maintenance	schedules,	including,	where	appropriate,	sanitizing	

schedules	
	
• A	description	in	sufficient	detail	of	the	methods,	equipment	and	

materials	used	in	the	maintenance	operations	
	
• All	major	pieces	of	equipment	will	be	uniquely	identified	and	have	a	

dedicated	equipment	maintenance	log.	Written	records	of	the	
equipment	maintenance	(except	for	routine	in-process	adjustments)	
shall	include	the	date,	time	and	identification	of	the	previous	
product	and	lot	number	processed	with	that	equipment.	
	

• The	person	performing	equipment	maintenance	shall	date	and	sign	or	
initial	the	log	indicating	that	the	work	was	performed.	Entries	in	the	
log	shall	be	in	chronological	order.	

	
• Automatic,	mechanical	or	electronic	equipment	shall	be	routinely	

calibrated,	inspected	or	checked	according	to	a	written	program	
designed	to	assure	proper	performance.	Written	records	of	those	
calibration	checks	and	inspections	shall	be	maintained.	
	

3.5								Any	equipment	record	that	is	required	to	be	maintained	in	compliance	with	
this	procedure	shall	be	retained	for	at	least	five	(5)	years	after	distribution	of	
the	product	manufactured,	processed	or	packaged	utilizing	that	equipment.	

	



 

 
 

Equipment Design and 
Maintenance 

Issue Date:  Page 
5 of 5 

SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By:  
 

Revised By: Approved By:  
Andrew Modlin 

FOIL Exempt – Trade Secrets          Document Status: Original 
 

3.6		 Filters	for	liquid	filtration	used	in	the	manufacture,	processing	or	packaging	
shall	be	of	adequate	design	for	their	intended	purpose.	The	use	of	an	
asbestos-containing	filter	is	prohibited.	

	
3.7	 Appropriate	controls	shall	be	exercised	over	computer	or	related	systems	to	

assure	that	any	changes	in	master	production	control	records	or	similar	
documentation	are	instituted	only	by	authorized	personnel.	Input	to	and	
output	from	the	computer	or	related	system	of	formulas	or	other	product	
manufacturing	data	shall	be	checked	for	accuracy.	The	degree	and	frequency	
of	input/output	verification	shall	be	based	on	the	complexity	and	reliability	
of	the	computer	or	related	systems.	Accurate	backup	files	of	data	entered	
into	computer	system	shall	be	maintained.	

	
4. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1.1. To decarboxylate the acidic cannabinoids, thus converting them to their 

psychoactive form.  

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for cannabinoid oil extraction. 

 

3. Definitions 

3.1. Decarboxylate – the chemical reaction that removes a carboxyl group from a 

carboxylic acid and releases a carbon dioxide molecule. 

3.2. Chemist – manages standard operation procedure routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.3. Extraction Shift Lead – manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.4. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction. 

3.5. Marijuana  –  always refers to the female marijuana plant. 

 

4. Responsibilities 

4.1. Direction by Chemist 

4.2. Control by Extraction Shift Lead  

4.3. Execution by Extraction Team  
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5. Prerequisites  

5.1. Bluetooth barcode reader (GA014) 

5.2. iPad with MedMenApp (GA013) 

5.3. Label printer (LAB083) 

5.4. Laboratory hoods (LAB022) 

5.5. Oven (LAB20) 

5.6. Tongs (LAB086) 

5.7. Vacuum bag (LAB084) 

 

6. Procedure 

6.1. Pre-Decarboxylation Set Up 

6.1.1. Turn oven on. 

6.1.2. Set oven to 150 oC and set timer for 30 minutes for the oven to hit the      

target temperature. 

6.2. Decarboxylation: 

6.2.1. Check out ground marijuana. 

6.2.1.1. Follow Marijuana Check Out SOP (6.9.4.SOP). 

 

 

 

 

 

 

 

 

6.2.2. Log in to MyMedMen. 
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6.2.3. Select Extraction. 
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6.2.4. Select Decarb. 
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6.2.5. Select desired Decarb Unit. 
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6.2.6. Select Add Cannabis. 
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6.2.7. Place marijuana bags into oven. 

6.2.7.1. Open oven. 
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6.2.7.2. Scan the barcode on the marijuana bags that need to be placed into   

the oven. 

 
6.2.7.3. Place scanned marijuana bags into the oven. 

 

 

 

 

 

 

 

 

6.2.7.4. Select Done Filling Oven once all the bags that need to be              

decarboxylated are scanned and placed into the oven. 
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6.2.7.5. Close oven. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

6.2.8. Select Initiate Decarb. 
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6.2.9. Enter decarboxylation temperature. 



 

 
 

Decarboxylate Issue Date: 
03/01/17 

Page 
13 of 24 

5.2.2.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.2.10. Set Timer for decarboxylation. 
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6.2.11. Select Run Decarb Oven. 



 

 
 

Decarboxylate Issue Date: 
03/01/17 

Page 
15 of 24 

5.2.2.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
 

Revised By: Approved By: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.2.12. Select End Decarb once the timer goes off. 
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6.2.13. Remove marijuana bags from oven. 

6.2.13.1. Open oven. 
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6.2.13.2. Select Remove Cannabis. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6.2.13.3. Scan marijuana bags that need to be removed from the oven. 
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6.2.13.4. Remove marijuana bags from oven with tongs. 

6.2.13.5. Allow marijuana bags to reach room temperature. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

6.2.14. Weigh marijuana. 

6.2.14.1. Select Vacuum Bag from the Select Container drop down menu. 
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6.2.14.2. Tare scale. 

6.2.14.3. Place the marijuana bag on the scale. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
6.2.14.4. Enter Cannabis Weight. 
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6.2.14.5. Toggle Print Barcode and attach the barcode to the designated 

vacuum bag. 
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6.2.14.6. Select Add To Inventory And Continue to complete the inventory 

reconciliation of the decarboxylated marijuana. 
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6.2.14.7. Repeat steps 6.2.14.1 – 6.2.14.5 until you reach the last bag. 

6.2.14.8. Once you reach the last bag, repeat steps 6.2.14.1 – 6.2.14.5. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6.2.14.9. Select Add To Inventory And Exit when all marijuana bags that were 

checked in have been weighed and recorded. 
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6.2.15. Check in decarboxylated marijuana. 

6.2.15.1. Follow Marijuana Check In SOP (6.9.2.SOP). 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP) 

7.2. Marijuana Check Out SOP (6.9.4.SOP) 

 

 

 

 

 

 
8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1.1. To optimize cannabinoid oil extraction by increasing the surface area of the 

marijuana. 

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for cannabinoid oil extraction. 

 

3. Definitions 

3.1. Chemist – manages standard operation procedure routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.2. Grinder and Stock Controller – responsible for marijuana distribution through 

Marijuana Check In SOP (6.9.2.SOP) and Marijuana Check Out SOP 

(6.9.4.SOP). Marijuana distribution takes priority over any other task for these 

employees. If at any time the grinding process is interrupted, the Grinder and 

Stock Controller shall find the first possible stopping place and help employees 

who need medical marijuana product before returning to the grind. If this 

requires changing gloves, the Grinder and Stock Controller shall change gloves. 

3.3. Marijuana  –  always refers to the female marijuana plant. 

 

4. Responsibilities 

4.1. Direction by Chemist  

4.2. Execution by Grinder and Stock Controller  

 

5. Prerequisites  

5.1. 5L beaker (LAB067) 

5.2. Automatic grinder (LAB080) 
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5.3. Bluetooth barcode reader (GA014) 

5.4. Dowel rods (LAB081) 

5.5. iPad with MyMedMen app (GA013) 

5.6. Label printer (LAB083) 

5.7. Scale (LAB085) 

5.8. Vacuum bag (LAB084) 

5.9. Vacuum sealer (LAB082) 

 

6. Procedure 

6.1. Check out cured marijuana. 

6.1.1. Follow Marijuana Check Out SOP (6.9.4.SOP). 

6.2. Log in to MyMedMen. 

 
6.3. Check dashboard. 

 

 

6.4. Select My Inventory. 
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6.5. Select Cannabis. 
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6.6. Select Grind. 
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6.7. Scan barcode. Information will be displayed on screen. 
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6.8. Open marijuana bag. 

6.9. Only process parts of the medical marijuana plant that: 

6.9.1. Are free of seeds and stems 

6.9.2. Are free of dirt, sand, debris, or other foreign matter 

6.9.3. Contain a level of mold, rot, or other fungus or bacterial diseases 

acceptable to the Department. 

6.10. Only handle medical marijuana in a safe and sanitary manner on food-

grade stainless steel tables. 

6.11. Turn on grinder and let it run for 10 seconds before depositing marijuana. 

6.12. Deposit marijuana in grinder. 

6.13. Move marijuana through the grinder with ½ inch diameter wooden dowel to 

ensure the marijuana is entering the grinder. 
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6.14. Take a picture of the ground marijuana and upload it to MyMedMen. 
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6.15. Select Continue To Weight. 
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6.16. Weigh marijuana. 

6.16.1. Select Vacuum Bag from the Container Type drop down menu. 

 
6.16.2. Tare scale. 

6.16.3. Place approximately 350g of ground marijuana into the vacuum bag. 

6.16.4. Vacuum seal the vacuum bag. 

6.16.5. Place vacuum bag onto scale. 
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6.16.6. Enter Cannabis Weight. 
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6.16.7. Toggle Print Barcode and attach barcode to the designated vacuum bag. 
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6.17. If there is more marijuana to grind: 

6.17.1. Toggle Continue To Next Bag. 

 
 

 

 

 

 

 

 

 

 

 

 

6.17.2. Select Add Items To My Inventory. 
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6.17.3. Repeat step 6.14 as needed. 

 

 

 

 

 

 

 

 

 

 

 

6.18. If there is no marijuana left over to grind: 

6.18.1. Toggle Continue To Next Bag. 
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6.18.2. Toggle Ground Container Empty. 
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6.18.3. Select Add To My Inventory. 
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6.19. Check in ground marijuana. 

6.19.1. Follow Marijuana Check In SOP (6.9.2.SOP). 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP)  

7.2. Marijuana Check Out SOP (6.9.4.SOP) 

 

 

 

 

 

 

8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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RM Name Product Name & Number SKU# 
23 Eden Eden Extraction machine LAB187 
23 CO2 Praxair CO2 Dosing System 24 Ton Tank LAB002 
23 CO2 Liquid CO2 LAB003 
23 CO2 Liquid CO2 Distribution Network Installation LAB004 
23 Vacuum NilFisk Vacuum LAB005 

 
      

23-25 UPC 2 Waters UPC Machine LAB007 
23-25 Waters - UPC 740004664 Samp MGR-FL LAB008 
23-25 Waters - UPC 740004309 BSM LAB009 
23-25 Waters - UPC 740004315 Converge MGR LAB010 
23-25 Waters - UPC 740004321 PDA Detector LAB011 
23-25 Waters - UPC 740004864  CM-A LAB012 
23-25 Waters - UPC 740005034  QDa Detector LAB013 
23-25 Waters - UPC 740005037  Isocratic Solvent MGR LAB014 
23-25 Waters - UPC 740000827  Maintanence - 2nd year LAB015 
23-25 ParaFilm Parafilm Roll 250' LAB016 
23-25 Flammable Cabinet JustRite Safety Cabinet 894520 LAB017 
23-25 Freezer Aegis laboratory Freezer 2-F-23G LAB018 
23-25 Refrigerator Summit Appliance ACR 1515SS LAB019 
23-25 Oven Quincy Lab LAB020 
23-25 Sink Marquis DM-84-34 LAB021 
23-25 Lab Hood Protector XL Benchtop Lab Hood LAB022 
23-25 Kitchen Exhaust Kitchen Exhaust Hood  LAB023 
23-25 Cabinet  Wetlab Cabinet 3 Drawers WL-1816 LAB024 
23-25 Cabinet  Wetlab Cabinet 4 Drawers WL-1819 LAB025 
23-25 Cabinet  Wetlab Cabinet 1 Drawer WL-3003 LAB026 
23-25 Sink Cabinet Wetlab Sink Cabinet Duble Doors WL-3607 LAB027 
23-25 Sink Cabinet Wetlab Sink Cabinet Duble Doors WL-4807 LAB028 
23-25 Height Panel Wetlab Height Panel Leg WPL-15 LAB029 
23-25 Filler Panel Wetlab Height Filler Panel WFP-1507-L LAB030 
23-25 Filler Panel Wetlab Height Filler Panel WFP-1507-R LAB031 
23-25 Height Corner Adapter Wetlab Height Corner Adapter WCA-150303 LAB032 
23-25 Height Corner Adapter Wetlab Height Corner Adapter WCA-150307 LAB033 
23-25 Apron Drawer Wetlab Apron Drawer WAPD-30 LAB034 
23-25 Apron Drawer Wetlab Apron Drawer WAPD-36 LAB035 
23-25 Apron Drawer Wetlab Apron Drawer WAPD-42 LAB036 
23-25 Modesty Panel Wetlab Height Modesty Panel WMPA-1530 LAB037 
23-25 Modesty Panel Wetlab Height Modesty Panel WMPA-1536 LAB038 
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23-25 Modesty Panel Wetlab Height Modesty Panel WMPA-1542 LAB039 
23-25 Sink Resin Single Bowl Sink RS-25 LAB040 
23-25 Faucet Hot & Cold Mixing Faucet FM8-412 LAB041 
23-25 Safety Shower Combo Safety Shower Eye/Face Wash SS-EW LAB042 
23-25 Glass Door Hinged Glass Door Wall Cabinet WC-1830-HGD-E-L LAB043 
23-25 Glass Door Hinged Glass Door Wall Cabinet WC-1830-HGD-E-R LAB044 
23-25 Glass Door Hinged Glass Door Wall Cabinet WC-3030-HGD-E LAB045 
23-25 Glass Door Hinged Glass Door Wall Cabinet WC-3630-HGD-E LAB046 
23-25 Glass Door Hinged Glass Door Wall Cabinet WC-4830-HGD-E LAB047 
23-25 Glass Door Hinged Glass Door Wall Cabinet WC-4830-HGD-E LAB048 
23-25 Countertop Tec- Resin Countertop w/ Sink Cutout TR1-3048-SCO LAB049 
23-25 Countertop Tec- Resin Countertop TR1-3048 LAB050 
23-25 Countertop Tec-Resin Countertop TR1-3060 LAB051 
23-25 Countertop Tec-Resin Countertop TR1-3072 LAB052 
23-25 Countertop Tec-Resin Countertop TR1-3076 LAB053 
23-25 Countertop Tec- Resin Countertop TR1-3085 LAB054 
23-25 Countertop Tec-Resin Countertop TR1-3096 LAB055 
23-25 Backguard Tec-Resin Backguard BGR-29 LAB056 
23-25 Backguard Tec-Resin Backguard BGR-48 LAB057 
23-25 Backguard Tec-Resin Backguard BGR-60 LAB058 
23-25 Backguard Tec-Resin Backguard BGR-72 LAB059 
23-25 Backguard Tec-Resin Backguard BGR-76 LAB060 
23-25 Backguard Tec-Resin Backguard BGR-85 LAB061 
23-25 Backguard Tec-Resin Backguard BGR-96 LAB062 
23-25 Epoxy Quart of Resin Epoxy for Countertops RK-Q LAB063 
23-25 Winterizer Coldfinger Winterizer with Protocol LAB064 
23-25 Graduated Cylinders TLD Graduated Cylinders LAB065 
23-25 Flasks Glass Flask Set Erlenmeyer LAB066 
23-25 Beakers Pyrex Graduated Griffin Beaker LAB067 
23-25 Glassware  Beakers, Bottles, Burets, Crucible etc LAB068 
23-25 Funnel Kimax Filling Funnel LAB069 
23-25 Hot Plate Nuova Porcelain Top Hot Plate LAB070 
23-25 Stir Bars Spinar Stir Bars Round LAB071 
23-25 Storage Rack Thermometer Storage Rack Scienceware LAB072 
23-25 Balance Intell-Lab PX-200 Analytical Balance LAB073 
23-25 Thermometers Waterproof Electronic Thermometer LAB074 
23-25 Weight Set Hooked Weight Set LAB075 
23-25 Pipettors Signature Single Channel Pipettors LAB076 
23-25 Pipettor Stand Pipettor Stand LAB077 
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23-25 Workbench 46in 9 drawer Workbench LAB078 
23-25 Water Filter HydroPerfection Undersink Reverse Osmosis LAB079 
23-25 Grinder Hammer Mill Herb Grinder LAB080 
23-25 Dowels Red Oak Dowel Rod  LAB081 
23-25 Sealer Weston Vacuum Sealer Pro 3000 LAB082 
23-25 Label Maker Zebra GK420d Thermal Printer LAB083 
23-25 Vacuum Bag Vacuum Bag Roll LAB084 
23-25 Scale Ohaus ES Bench Scale LAB085 
23-25 Tongs Tongs LAB086 
23-25 Rubber Mallet Rubber Mallet LAB087 
23-25 Acetone Bottle Acetone Wash Bottle LAB088 
23-25 Filtration Corning Disposable Vacuum Filtration  System LAB089 
23-25 Clamp Talon Two and Three Prong Swivel Clamps LAB090 
23-25 Vacuum Flask  Ace Glass Filtering Flask  LAB091 
23-25 Support Stand Scienceware Economy Support Stand LAB092 
23-25 Funnel Nalgene Buchner Funnels LAB093 
23-25 Adaptor Kimble chase Pluro Stoppers LAB094 
23-25 Filter Melitta Natural Brown Basket Coffee Filter LAB095 
23-25 Vacuum  Rocker 300 Vacuum Source LAB096 
23-25 Tubing Black Rubber Vacuum Tubing LAB097 
23-25 Watch Glass Watch Glass Shallow Form LAB098 
23-25 Flasks Aldrich Single Neck Round Bottom Flask LAB099 
23-25 Clamp Three Prong Extension Clamp LAB100 
23-25 Support Ring Aldrich Support Ring LAB101 
23-25 Mantles Aldrich Stuart Heating Mantles LAB102 
23-25 Adapter Distilling Adapter 3 Way LAB103 
23-25 Keck Clip Keck Clip Size 18mm for Glass or Glass Joints LAB104 
23-25 Funnell American Educational Borosilicate Glass Funnel LAB105 
23-25 Flasks 105 ml Erlenmeyer Flask  LAB106 
23-25 Thermometer  Waterproof Electronic Thermometer LAB107 
23-25 Condensor Head Aldrich Concentrator Condensor Head LAB108 
23-25 Spatula Stainless Hayman Stye Spatula LAB109 
23-25 Mixer Standard Lab Mixer LAB110 
23-25 Drum Carbon Steel Transport Drum LAB111 
23-25 Crimpers/Decappers Electronic Recharable Crimpers and Decappers LAB112 
23-25 Masticator Microbiology Masticator Lab Paddle Blender LAB113 
23-25 Plate Reader 3M Petrifilm Plate Reader LAB114 
23-25 Incubator Quincy Lab Acrylic Door Incubator LAB115 
23-25 Vortex VWR 58816-121 Vortex Mixer  LAB116 
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23-25 Sonicator Bath Elmasonic Sonicator Bath PH350EL LAB117 
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1. Objective 

1.1. Safely remove the cannabinoids and terpene oil from the carbon dioxide 

fractionating separators.  

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for cannabinoid oil extraction. 

 

3. Definitions 

3.1. Cannabinoid – a class of diverse chemical compounds that bind to cannabinoid 

receptors on the membrane of cells that repress neuro-transmitter release in the 

brain. 

3.2. Terpene – large group of volatile unsaturated hydrocarbons found in essential 

oils of plant which contribute to the flavor and aroma of plants. 

3.3. Chromatography – is the method used by scientists for separating organic and 

inorganic compounds from a mixture so that the compounds can be identified 

and quantified.  

3.4. Chemist – manages standard operation procedures, routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.5. Extraction Lead – manages day-to-day operation of laboratory activities and 

personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 
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3.6. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.7. Marijuana – always refers to the female marijuana plant. 

 

4. Responsibilities 

4.1. Direction by Chemist  

4.2. Control by Extraction Lead  

4.3. Execution by Extraction Team  

 

5. Prerequisites  

5.1. Acetone bottle (LAB088) 

5.2. 5L beaker (LAB067) 

5.3. Microvolume inserts (SUP021) 

5.4. CO2 supercritical fluid extraction system (LAB187) 

5.5. Metal spatula (LAB109) 

5.6. Parafilm (LAB016) 

 

6. Procedure 

6.1. Pull terpenes. 

6.1.1. Remove bottom of separator 1. 

6.1.2. Place pull in collection 5L beaker. 

6.1.3. Clean all residue off the separator bottom. 

6.1.4. Clean all residue off the separator vessel.  

6.1.5. Brush acetone on the threads of separation vessel to prevent seizing. 

6.1.6. Replace bottom. 
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6.2. Pull cannabinoids. 

6.2.1. Remove bottom of separator 1. 

6.2.2. Place pull in collection 5L beaker. 

6.2.3. Clean all residue off the separator bottom. 

6.2.4. Clean all residue off the separator vessel. 

6.2.5. Brush acetone on the threads of separation vessel to prevent seizing. 

6.2.6. Replace bottom. 

6.3. Select Extraction Unit. 
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6.4. Select Record Terpene Weight. 
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6.5. Weigh terpene analysis sample. 

6.5.1. Select Microvolume Insert from the Select Container dropdown menu. 

 
6.5.2. Tare scale. 

6.5.3.   Use a metal spatula to scoop terpenes into the microvolume insert. 

6.5.4.   Place microvolume insert on the scale. 
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6.5.5. Record the weight of terpenes for analysis. 

 
6.5.6. Screw on cap. 
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6.5.7. Toggle Print Barcode and attach printed barcode to microvolume insert. 
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6.5.8. Select Continue to Terpene Pull. 

 
6.6. Check in terpene for analysis. 

6.6.1. Follow Marijuana Check In SOP (6.9.2.SOP). 
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6.7. Weigh terpene pull: 

6.7.1. Select 5L Beaker from the Select Container dropdown menu. 

 
6.7.2. Tare scale. 

6.7.3. Place terpene pull into 5L beaker. 

6.7.4. Place beaker on the scale. 
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6.7.5. Record the weight of the terpene pull. 

 
6.7.6. Place parafilm on top of beaker. 
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6.7.7. Toggle Print Barcode and attach printed barcode to 5L beaker. 
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6.7.8. Select Add Items to My Inventory. 

 
6.8. Check in terpene pull. 

6.8.1. Follow Marijuana Check In SOP (6.9.2.SOP). 
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6.9. Select Record Cannabinoid Weight. 
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6.10. Weigh cannabinoid analysis sample. 

6.10.1. Select Microvolume Insert from the Select Container dropdown menu. 

 
6.10.2. Tare scale. 

6.10.3. Use a metal spatula to scoop cannabinoids into the microvolume insert. 

6.10.4. Place microvolume insert on the scale. 
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6.10.5. Record weight of the cannabinoids for analysis. 

 
6.10.6. Screw cap on. 
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6.10.7. Toggle Print Barcode and attach printed barcode on microvolume insert. 
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6.10.8. Select Continue To Cannabinoid Pull. 

 
6.11. Check in cannabinoid for analysis. 

6.11.1. Follow Marijuana Check In SOP (6.9.2.SOP). 
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6.12. Weigh cannabinoid pull:  

6.12.1. Select 5L Beaker from the Select Container dropdown menu. 

 
6.12.2. Tare scale. 

6.12.3. Place cannabinoid pull into 5L beaker. 

6.12.4. Place beaker on the scale. 
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6.12.5. Record the weight of the cannabinoid pull. 

 
6.12.6. Place parafilm on top of the beaker. 
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6.12.7. Toggle Print Barcode and attach printed barcode to the 5L beaker. 
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6.12.8. Select Add Items to My Inventory.  

 
6.13. Check in cannabinoid for analysis. 

6.13.1. Follow Marijuana Check In SOP (6.9.2.SOP). 

  
7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP).  
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8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Objective 

1.1. Extraction of cannabinoids and terpenes from spent marijuana. 

 

2. Scope 

2.1. Procedure applies to all solvents used in the extraction of cannabinoid oil.  

 

3. Definitions  

3.1. Solution – a mixture of a solvent and solute. 

3.2. Solvent – a substance used to dissolve a solute. 

3.3. Solute – the minor component in a solution. 

3.4. Chemist – manages standard operation procedures, routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.5. Extraction Shift Lead – manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.6. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.7. Marijuana – always refers to the female marijuana plant. 

 

4. Responsibilities 

4.1. Direction by Chemist  

4.2. Control by Extraction Shift Lead  
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4.3. Execution by Extraction Team  

 

5. Prerequisites  

5.1. Ethanol (SUP026) 

5.2. Scale (LAB085) 

5.3. Beaker (LAB067) 

5.4. Graduated cylinder (LAB065) 

5.5. Heating plate/stir plate (LAB070) 

5.6. Stir bar (LAB071) 

 

6. Procedure 

6.1. Check out spent marijuana. 

6.1.1. Follow Marijuana Check Out SOP (6.9.4.SOP). 

6.2. Log in to MyMedMen. 
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6.3. Scan the spent marijuana container. 
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6.4. Select Move To. 
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6.5. Select Ethanol Mix. 
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6.6. Weigh spent marijuana.  

6.6.1. Select 5L Beaker from the Select Container dropdown menu. 

 
6.6.2. Tare scale. 

6.6.3. Place 450g of marijuana into a 5L beaker. 

6.6.4. Place the beaker on the scale. 
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6.6.5. Record spent marijuana weight.  
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6.7. If there is more marijuana to be weighed, repeat step 6.6 and select Add and 

Continue. Otherwise, continue to 6.8. 
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6.8. Once the last amount of marijuana is weighed out:  

6.8.1. Toggle Empty Container. 
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6.8.2. Select Add and Complete. 
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6.9. Select Ethanol. 
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6.10. Enter Beaker #. 
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6.11. Select Start Mixing. 
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6.12. Measure out 2L of ethanol. 

6.12.1. Pour 2L of ethanol into a graduated cylinder. 

6.12.2. Pour the measured 2L of ethanol from the graduated cylinder to the 

beaker. 

6.12.3. Enter the volume of ethanol used for Solvent. 
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6.13. Turn the heating plate to 30oC. 

6.13.1. Enter Temperature. 
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6.14. Place a stir bar into the solution.  

6.14.1. Select “6” from the Stir Bar Speed dropdown menu. 
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6.15. Set the timer for 1 hour 15 min. 
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6.16. Select Run Mixing. 
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6.17. Once mixing is done select Ok. 

6.18. Select Stop Mixing. 

 
6.19. Remove the beaker from the hot plate and let it sit until it reaches room 

temperature. 
 
 
7. Exhibits 

7.1. Marijuana Check Out SOP (6.9.4.SOP)  
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8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Objective 

1.1. Winterize the spent marijuana to remove unwanted waxes and triglycerides. 

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for cannabinoid oil extraction. 

 

3. Definitions  

3.1. Winterization – the process of removing the higher melting point molecules from 

oil-like waxes or triglycerides by slowly cooling the mixture.  

3.2. Chemist – manages standard operation procedure routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.3. Extraction Shift Lead – manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.4. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.5. Marijuana – always refers to the female marijuana plant. 

 

4. Responsibilities 

4.1. Direction by Chemist  

4.2. Control by Extraction Shift Lead  

4.3. Execution by Extraction Team  
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5. Prerequisites  

5.1. Freezer (LAB018) 

 

6. Procedure 

6.1. Wait until the ethanol solution has reached room temperature. 

6.2. Place the ethanol mixture in the freezer. 

6.2.1. Select beaker in which you wish to move to the winterizing step. 
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6.2.2. Select Move To Freezer. 
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6.2.3. Select the appropriate freezer from the Select Freezer dropdown menu. 
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6.2.4. Select the appropriate shelf from the Select Shelf dropdown menu. 
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6.2.5. Select the appropriate position from the Select Position dropdown menu. 
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6.2.6. Enter winterizing time. 
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6.2.7. Select Move to Freezer. 

 
6.2.8. Open the applicable freezer. 

6.2.9. Place beaker on the designated shelf, in the designated position. 

6.2.10. Close the freezer. 

 

7. Exhibits 

N/A 
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8. Revision Record 
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1. Objective 

1.1. To further refine the spent marijuana by filtering the unwanted waxes through 

vacuum filtration.   

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for cannabinoid oil extraction. 

 

3. Definitions 

3.1. Vacuum Filtration – A chemistry laboratory technique which allows for a greater 

rate of filtration. In normal filtration gravity provides the force which draws the 

liquid through the filter paper. In vacuum filtration a pressure gradient vacuum 

performs this function. 

3.2. Chemist – Manages standard operation procedure, routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.3. Extraction Team Lead – manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.4. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.5. Marijuana – always refers to the female marijuana plant. 
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4. Responsibilities 

4.1. Direction by Chemist  

4.2. Control by Extraction Shift Lead  

4.3. Execution by Extraction Team  

 

5. Prerequisites  

5.1. Beaker (LAB067) 

5.2. Filtration Unit (LAB089) 

5.3. Scale (LAB085) 

5.4. Freezer (LAB018) 

5.5. Refrigerator (LAB019) 

5.6. Clamp (LAB090) 

5.7. Vacuum Flask (LAB091) 

5.8. Support Stand (LAB092) 

5.9. Buchner Funnel (LAB093) 

5.10. Rubber Funnel Adaptor (LAB094) 

5.11. Filter Paper (LAB095) 

5.12. Vacuum Source (LAB096) 

5.13. Vacuum Tubes (LAB097) 

5.14. Watch Glass (LAB098) 

 

6. Procedure 

6.1. Once winterization process in complete a notification will pop up on the iPad.  
6.1.1. Select Ok. 
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6.1.2. Select Freezer. 
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6.1.3. Select Freezer Number. 
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6.1.4. Select Self Number. 
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6.1.5. Select Beaker Number. 
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6.2. Select Filter. 
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6.3. Enter Beaker #. 
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6.4. Select Continue With Filtering. 

 
 

6.5. Prepare vacuum filtration unit. 

6.5.1. Clamp the flask securely to a ring stand. 
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6.5.4. Connect the side arm flask to a vacuum source. 

 
6.5.5. Wet the filter paper with some ethanol and turn on the vacuum. 
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6.5.6. Pour the mixture to be filtered onto the filter paper. 

 
6.5.7. Rinse the beaker with a small amount of fresh solvent and pour the mixture 

onto the filter paper. 
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6.5.8. Carefully disconnect the rubber tubing. 

 
6.5.9. Remove the filter paper and the collected solid on it. 
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6.5.10. Let the fat air dry on a watch glass.  

																	 	
6.6. Disassemble filtration unit and separate waxes from aqueous solution. 
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6.7. Weigh Filtered Cannabis. 

6.7.1. Select 5L Beaker from the Select Container dropdown menu. 

 
6.7.2. Tare scale.  

6.7.3. Place filtered waxes into the beaker. 

6.7.4. Place the beaker on the scale. 
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6.7.5. Record Filtered Cannabis weight. 

 
6.7.6. Place parafilm on top of the beaker. 
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6.7.7. Toggle Print Barcode and attach printed barcode to 5L beaker. 
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6.8. Select Add And Weigh Solution. 
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6.9. Check in Filtered Cannabis. 

6.9.1. Follow Marijuana Check In SOP (6.9.2.SOP). 

6.10. Weigh Strained Solution. 

6.10.1. Select 5L Beaker from the Select Container dropdown menu. 

 
6.10.2. Tare scale. 

6.10.3. Place Strained Solution into 5L beaker.  

6.10.4. Place beaker on the scale. 
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6.10.5. Record Strained Solution weight. 
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6.11. If Strained Solution needs to be refined further, select Add To Freezer To 

Refine. 
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6.11.1. Enter fridge information. 

6.11.1.1. Select the appropriate fridge from the Select Fridge dropdown 

menu. 
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6.11.1.2. Select the appropriate shelf from the Select Shelf dropdown menu. 
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6.11.1.3. Select the appropriate position from the Selection Position 

dropdown menu. 
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6.11.1.4. Select Move to Fridge. 

 
 

6.11.1.5. Open the fridge. 

6.11.1.6. Place the solution in the designated position. 

6.11.1.7. Close the fridge. 
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6.12. If Strained Solution needs to be winterized further continue to 6.12.1. 

6.12.1. Select “Add To Freezer to Winterize”. 
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6.12.2. Place Strained Solution in the freezer. 

6.12.2.1. Select the appropriate freezer from the Select Freezer dropdown 

menu. 
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6.12.2.2. Select the appropriate shelf from the Select Shelf dropdown menu. 
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6.12.2.3. Select the appropriate position from the Select Position dropdown 

menu. 
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6.12.2.4. Enter the winterizing time. 
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6.12.2.5. Select Move to Freezer. 

 
 

6.12.2.6. Open the applicable freezer. 

6.12.2.7. Place the Strained Solution on the designated shelf in the 

designated position. 

6.12.2.8. Close the freezer. 

6.13. If the Strained Solution does not need to be further winterized the procedure is 

complete. 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.4.SOP) 
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1. Objective 

1.1. To refine the solution by evaporating the solvent, ethanol.  

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for cannabinoid oil extraction. 

 

3. Definitions  

3.1. Winterizer Unit – a machine that processes evaporating ethanol from the strained 

cannabinoid oil. 

3.2. Chemist – manages standard operation procedures, routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.3. Extraction Shift Lead – manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.4. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.5. Marijuana – always refers to the female marijuana plant. 

 

4. Responsibilities 

4.1. Direction by Chemist  

4.2. Control by Extraction Shift Lead  

4.3. Execution by Extraction Team  
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5. Prerequisites  

5.1. Winterizer Unit (LAB064) 

5.2. Microvolume insert (SUP021) 

5.3. Scale (LAB085) 

5.4. Container (LAB067) 

5.5. Round-bottom Flask (LAB099) 

5.6. Three-pronged Clamp (LAB100) 

5.7. Support Stand (LAB092) 

5.8. Ring Clamp (LAB101)   

5.9. Heating Mantle (LAB102) 

5.10. Y-adaptor (LAB103) 

5.11. Keck Clips (LAB104) 

5.12. Vacuum Source (LAB096) 

5.13. Stemmed Funnel (LAB105) 

5.14. Erlenmeyer Flask (LAB106) 

5.15. Thermometer (LAB107) 

5.16. Vacuum Tubing (LAB097) 

5.17. Condenser (LAB108)  

 

6. Procedure 

6.1. Once winterization process is complete a timer will pop up on the iPad.  
6.1.1. Select Ok to proceed. 
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6.2. Select Run Evap. 
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6.3. Set up the Winterizing Unit. 

6.3.1. Begin with a round-bottom flask. To secure your setup you will need a 

small three-pronged clamp, two ring stands and a ring clamp.	
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6.3.2. Place the ring clamp and three-pronged clamp on the ring stand. The ring 

clamp attaches to the bottom and will hold the heating mantle. Secure the 

round-bottom flask to the ring stand using the three-pronged clamp. The next 

item to be added is the Y-adaptor.	
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6.3.3. The Y-adaptor sits atop the round-bottom flask. The next item to be added, 

the condenser, will secure the Y-adaptor to the system. You will also need a 

Keck clip and a versatile clamp.	
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6.3.4. Connect the condenser to the Y-adaptor and secure the connection with a 

Keck clip. Secure the condenser to the ring stand with a versatile clamp. The 

next items you will need are a vacuum adaptor and another Keck clip.	
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6.3.5. Connect the vacuum adaptor to the condenser and secure the connection 

with a Keck clip.	
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6.3.6. Place a stemmed funnel into the top of the Y-adaptor and pour the liquid 

to be distilled through it so that it goes into the round bottom flask. The flask 

should be between 1/2 full and 2/3 full. Remove funnel when complete.	
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6.3.7. The Erlenmeyer flask has been placed under the vacuum adaptor. This is 

the receiving flask. In a vacuum distillation a round bottom flask is used as 

the receiving flask and it is securely attached with either a clamp or a yellow 

clip. The next items to be added is the thermometer. Always add the 

thermometer last - it is large and susceptible to breakage.	

	
	
	
	
	
	
	
 



 

 
 

Ethanol Evaporation Issue Date: 
03/01/17 

Page 
13 of 37 

5.4.4.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
Sean Akhavan 

Revised By: Approved By: 
Andrew Modlin 

FOIL Exempt – Trade Secrets          Document Status: Original 
 

6.3.8. Here is all the glassware properly assembled. The thermometer and 

thermometer adaptor are connected on top of the Y-adaptor. Note the correct 

placement of the thermometer. This is vital for correct measurement of 

boiling point. The collection flask has been temporarily removed to protect it 

during the addition of the heat source, which could cause an unsecured flask 

to fall and break.	
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6.3.9. Collect two pieces of tubing for the condenser.	
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6.3.10. Place the heating mantle on the ring under the round-bottom flask. Adjust 

the height of the apparatus as necessary. Connect two pieces of tubing to the 

condenser. The tubing to the lower connection goes to the water source; the 

upper connection goes to the drain. Begin heating the round-bottom flask 

carefully.	
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6.4. Enter Evaporation Conditions. 

6.4.1. Enter Beaker #. 
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6.4.2. Select Continue With Evap. 
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6.4.3. Select Evap Unit from drop down menu. 
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6.4.4. Enter “0.03” for Pressure and turn the pressure to “0.03” bar on the 

vacuum source.  
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6.4.5. Enter “35” for Temperature and set the heating mantle to 35oC. 
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6.4.6. Enter 15 for Set Evap Time. 
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6.4.7. Select Begin Evap. 
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6.5. Record the ethanol weight. 

6.5.1. Select desired Evap Unit. 
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6.5.2. Select Rec Ethanol Weight. 
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6.5.3. Select 5L Beaker from the Select Container drop down menu. 

 
6.5.4. Tare scale. 

6.5.5. Pour the Condensed Ethanol into the 5L beaker. 

6.5.6. Place beaker on the scale. 
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6.5.7. Record Condensed Ethanol weight. 
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6.5.8. Toggle Print Barcode and attach printed barcode to 5L beaker. 
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6.5.9. Select Continue to Sample. 
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6.6. Record the weight of the spent mixture for analysis. 

6.6.1. Select Microvolume Insert from the Select Container dropdown menu. 

 
6.6.2. Tare scale. 

6.6.3. Pour the spent extract into the microvolume insert.  

6.6.4. Place microvolume insert on scale. 
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6.6.5. Record spent extract weight for analysis.  

 
6.6.6. Screw cap on. 
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6.6.7. Toggle Print Barcode and attach printed barcode to microvolume insert.  
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6.6.8. Select Continue To S. Ext. Weight. 

 
 

6.7. Check in solution. 

6.7.1. Follow Marijuana Check In SOP (6.9.2.SOP). 
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6.8. Weigh spent extract pull. 

6.8.1. Select 5L Beaker from the Select Container dropdown menu. 

 
6.8.2. Tare scale. 

6.8.3. Place spent mixture pull into a 5L beaker. 

6.8.4. Place beaker on the scale. 
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6.8.5. Record the spent extract weight. 

 
6.8.6. Place parafilm on extract. 
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6.8.7. Toggle Print Barcode and attach printed barcode to the 5L beaker.  
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6.8.8. Select Add Items To My Inventory. 

 
6.9. Check in extract solution. 

6.9.1. Follow Marijuana Check In SOP (6.9.2.SOP). 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP) 
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1. Objective 

1.1. Be able to identify and quantify cannabinoids and terpenes. 

 

2. Scope 

2.1. The procedure applies to determining the quality of cannabinoid oil. 

 

3. Definitions  

3.1. Carbon dioxide supercritical fluid extraction – the process of separating extracts 

from a matrix using supercritical carbon dioxide as the extracting solvent. 

3.2. Chemist – manages standard operation procedure routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.3. Extraction Shift Lead – manages day to day operation of laboratory activities and 

personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.4. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

 

4. Responsibilities 

4.1. Direction by Chemist 

4.2. Control by Extraction Shift Lead  

4.3. Execution by Extraction Team  
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5. Prerequisites  

5.1. Cannabinoid standards (SUP025) 

5.2. Terpene standards (SUP025) 

5.3. Conical vial (SUP045) 

5.4. Graduated cylinder (LAB065) 

5.5. iPad with MedMen app (GA013)  

5.6. Label printer (LAB083) 

5.7. Distilled water filter (LAB079) 

5.8. Hexane (SUP042) 

5.9. Scale (LAB085) 

5.10. Sonicator (LAB117) 

5.11. Vortex (LAB116) 

5.12. Freezer (LAB018) 

5.13. Microvial Insert (SUP021) 

5.14. PTFE filter (SUP043) 

5.15. Syringe (SUP032) 

5.16. UPC2 (LAB007) 

 

6. Procedure 

6.1. Standard solution 

6.1.1. Standards of cannabinoids are prepared from a 1 mg/mL stock solution to 

concentrations of 0.10, 0.25, 0.50, 0.75 mg/mL by way of a serial dilution.  

6.1.2. Standards of terpenes are prepared from a 1 mg/mL stock solution to 

concentrations of 0.10, 0.25, 0.50, 0.75 mg/mL by way of a serial dilution.  

6.2. Check out analysis marijuana samples. 

6.2.1.1. Follow Marijuana Check Out SOP (6.9.4.SOP). 
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6.3. Log in to MyMedMen. 

 

6.4. Select Extraction Reports. 
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6.5. Select strain: Indica, Sativa or Hybrid. 
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6.6. Select a lot number. 
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6.7. Record the weight of the sample: 

6.7.1. Select Conical Vial under Select Container drop down menu. 

 

6.7.2. Tare scale. 

6.7.3. Place 1 mL of sample into the graduated cylinder. 

6.7.4. Pour the 1 mL of sample into the conical vial. 

6.7.5. Place the conical vial on the scale.  
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6.7.6. Enter Oil Sample Weight. 

 

6.7.7. Screw on the cap. 
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6.7.8. Toggle Print Barcode and attach printed barcode on the conical vial.  
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6.7.9. Select Continue To Water. 

 

6.8. Pour distilled water and hexane into the conical vial: 

6.8.1. Pour around 5 mL of distilled water from the faucet into a graduated 

cylinder. 
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6.8.2. Enter Water Volume.  

 

6.8.3. Pour the 5 mL of distilled water from the graduated cylinder into the 

conical vial. 

6.8.4. Screw on the cap.    

6.8.5. Pour around 10 mL of hexane into a graduated cylinder.  
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6.8.6. Enter Hexane Volume. 

 

6.8.7. Pour the 10 mL of hexane from the graduated cylinder into the conical vial.   

6.8.8. Screw on the cap.  
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6.8.9. Select Continue to Sonicate. 

 

6.9. Sonicate the solution. 

6.9.1. Place the conical vial in the sonicator for 60 minutes.  
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6.9.2. Set Timer for 1 hour.  

 

6.9.3. Select Ok when timer finishes. 
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6.9.4. Select Continue To Vortex. 

 

6.10. Vortex the solution 

6.10.1. Now place the solution in on a vortex mixer for 2 minutes. 
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6.10.2. Set the timer for 2 minutes.  

 

6.10.3. Select Ok when timer finishes.   
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6.10.4. Select Continue To Freezer. 
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6.11. Place the solution in the freezer. 

6.11.1. Enter freezer number. 

 

 

 

 

 

 

 

 



 

 
 

Analysis Of Oil Issue Date: 
03/01/17 

Page 
20 of 27 

5.4.5.SOP Supersedes Date: 
New Document 

Version No. 
1.0 

 

Developed By: 
Sean Akhavan 

Revised By: Approved By: 
Andrew Modlin 

FOIL Exempt – Trade Secrets          Document Status: Original 
 

6.11.2. Enter shelf number. 
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6.11.3. Enter position number. 
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6.11.4. Set Timer for 1 hour. 
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6.11.5. Select Start. 

 

6.11.6. Open the freezer. 

6.11.7. Place conical vial in designated position. 

6.11.8. Close the freezer. 

6.11.9. Select Ok when timer finishes. 

6.12. Remove the solution form the freezer.  

6.13. Prepare the microvial insert. 

6.13.1. Take a graduated syringe and remove the 1.5 mL of the organic layer. 

6.13.2. Place a 0.45 µm PTFE filter on the tip of the syringe. 

6.13.3. Place the microvial insert on the scale. 

6.13.4. Tare the scale. 

6.13.5. Now filter 1.5 mL of the organic layer into the microvial insert. 
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6.13.6. Enter Oil Sample Weight. 

 

6.13.7. Screw on cap. 
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6.13.8. Select Ready for Analysis. 

 

6.14. Place microvial insert in UPC2. 

6.15. Start the Run. 
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6.16. Interface data into MyMedMen from UPC2 software. 

 

 

7. Exhibits 

7.1. Marijuana Check Out SOP (6.9.4.SOP) 
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8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Objective 

1.1. Remove spent marijuana and prepare it for ethanol extraction. 

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for cannabinoid oil extraction. 

 

3. Definitions  

3.1. Chemist – Manages standard operation procedures, routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.2. Extraction Shift Lead – Manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.3. Extraction Team – Manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.4. Marijuana  –  always refers to the female marijuana plant. 

 

4. Responsibilities 

4.1. Direction by Chemist 

4.2. Control by Extraction Shift Lead  

4.3. Execution by Extraction Team 
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5. Prerequisites  

5.1. CO2 supercritical fluid extraction system (LAB187) 

5.2. Rubber Mallet (LAB087) 

5.3. 5L beaker (LAB067) 

5.4. Nilfisk (HACCP) Vacuum (LAB005) 

5.5. Scale (LAB085) 

5.6. Scanner (GA014) 

5.7. Label Printer (GA017) 

 

6. Procedure 

6.1. Select Record Spent Cannabis Weight. 
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6.2. Remove marijuana from extraction vessel. 

6.2.1. Loosen the pressure gauge near the top of the extraction vessel. 

6.2.2. Push pressure gauge forward, away from the extraction vessel. 

6.2.3. With a rubber mallet, strike the extraction vessel lid to twist it in a counter    

clockwise direction and break seal. 

6.2.4. Complete twisting of lid by hand. 

6.2.5. Hook the wench to the extraction vessel lid. 

6.2.6. Winch the extraction vessel lid and swing it out of the way. 

6.2.7. Remove the rubber gasket and discard. 

6.2.8. With a HACCP-approved vacuum, suck out all the marijuana into the 

HACCP-approved collection vessel. 

6.3. Weigh spent marijuana in container. 

6.3.1. Select Vacuum Bag from the Select Container drop down menu. 
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6.3.2. Tare scale. 

6.3.3. Place marijuana in vacuum bag. 

6.3.4. Place bag of marijuana on the scale. 

6.3.5. Record Enter Cannabis Weight. 
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6.3.6. Toggle Print Barcode and attach the barcode to the designated bag. 
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6.3.7. Toggle More Spent Cannabis To Bag and Weigh if excess marijuana is present. 
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6.3.8. Select Add To My Inventory. 

 
6.3.9. Repeat 6.3.1 – 6.3.8 until all remaining marijuana is accounted for. 
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6.4. Once on the final marijuana bag: 

6.4.1. Toggle Print Barcode and attach barcode to designated bag. 
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6.4.2. Toggle More Spent Cannabis To Bag And Weigh to Off. 
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6.4.3. Select Add To My Inventory. 

 
6.5. Check in spent marijuana: 

6.5.1. Follow Marijuana Check In SOP (6.9.2.SOP) 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP) 
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8. Revision Record 
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1. Objective 

1.1. To extract the cannabinoid and terpene oil from the marijuana plant. 

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for extraction. 

 

3. Definitions 

3.1. Cannabinoid – a class of diverse chemical compounds that bind to cannabinoid 

receptors on the membrane of cells that repress a neuro-transmitter release in the 

brain. 

3.2. Terpene – large group of volatile, unsaturated hydrocarbons found in essential 

oils of plant, which contribute to the flavor and aroma of plants. 

3.3. Chemist – manages day-to-day operation of lab activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction. 

3.4. Extraction Shift Lead – manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.5. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

3.6. Marijuana  –  always refers to the female marijuana plant. 

 

4. Responsibilities 

4.1. Direction by Chemist 
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4.2. Control by Extraction Shift Lead  

4.3. Execution by Extraction Team 

 

5. Prerequisites  

5.1. CO2 Supercritical Fluid Extraction system (LAB187) 

5.2. 5L beaker (LAB067) 

 

6. Procedure 

6.1. Select Extraction. 
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6.2. Select CO2. 
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6.3. Select desired Extraction Unit. 
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6.4. Select Initiate Extraction. 
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6.5. Enter Pressure. 
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6.6. Enter Temperature. 
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6.7. Enter Flow Rate. 
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6.8. Set Timer.   
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6.9. Select Run Extraction. 

 
6.10. Ensure that all valves are in the Off position. Perpendicular to tubing is Off, 

parallel is On. 

6.11. Open the valve to the CO2 tank. 

6.12. Open Valve 1. 

6.13. On the Pump Inlet Manifold, open Valve 4. 

6.14. On the Pump Outlet Manifold, open Valve 6. 

6.15. Turn on CO2 circulating pump. 

6.16. Fill accumulator to 1200psi. (1200psi is not operating pressure, but it will drop 

because CO2 contracts as it cools.) At 1000psi the rate will increase quickly, so 

monitor the pressure gauge closely. 

6.17. Turn off CO2 circulating pump. 

6.18. Turn off source to accumulator Valve 6. 
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6.19. Slightly turn on Valve 9 to extraction vessel for 10 seconds. 

6.20. Fully open valve to extraction vessel. 

6.21. Turn on CO2 circulating pump. 

6.22. Close needle valve. 

6.23. Allow extraction vessel to reach 1200psi. 

6.24. Open needle valve. 

6.25. Fill separators to 800-900psi, allowing the separators to fill at the same time as 

the extraction vessel to allow the CO2 to expand before truly filling the tank, thus 

giving a false fill. 

6.26. Fill extraction vessel to 1800psi. 

6.27. Turn off CO2 circulation pump. 

6.28. Open needle valve about 5 full turns. 

6.29. Adjust needle valve to achieve a constant 1800psi in the extraction vessel and a 

constant 900psi in separators. You will see slight fluctuations for about an hour. 

6.30. Turn off Valve 4 to prevent CO2 from entering system. 

6.31. Turn on the output of the accumulator Valve 5 to begin the recycling process. 

6.32. Turn on CO2 circulating pump. 

6.33. Turn on Valve 12. 

6.34. Set timer for 4 hours. 

6.35. When alarm sounds, turn off CO2 pump and reverse flow. 
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6.36. Select End Extraction. 

 
6.37. Pump down. 

6.37.1. Turn off CO2 circulating pump. 

6.37.2. Open valve to dedicated CO2 collection tank. (Always collect in the same 

tank. Extraction residue could accumulate in the collection tank, causing 

the returning tank intended for refill to be unhygienic.) 

6.37.3. Close the extraction vessel. 

6.37.4. Route CO2 from accumulator to CO2 collection tank. 

6.37.5. Turn on CO2 circulating pump. 

6.37.6. Watch gauges until they no longer drop. 

6.38. Shut off pump. 

6.39. Shut off CO2 collection. Slowly release pressure in system into beaker. (Water 

will be released. Dispose of water). 
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7. Exhibits 

N/A 
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1. Objective 

1.1. Prepare the carbon dioxide supercritical fluid extraction vessel with marijuana.  

 

2. Scope 

2.1. The procedure applies to all marijuana utilized for cannabinoid oil extraction.  

 

3. Definitions 

3.1. Carbon dioxide supercritical fluid extraction – the process of separating extracts 

from a matrix using supercritical carbon dioxide as the extracting solvent. 

3.2. Chemist – manages standard operation procedures, routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.3. Extraction Shift Lead – manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively. 

3.4. Extraction Team – manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively. 

 

4. Responsibilities 

4.1. Direction by Chemist 

4.2. Control by Extraction Shift Lead  

4.3. Execution by Extraction Team 
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5. Prerequisites  

5.1. 5L beaker (LAB067) 

5.2. Acetone wash bottle (LAB088) 

5.3. CO2 supercritical fluid extraction system (LAB187) 

5.4. Dowel (LAB081) 

5.5. iPad with MyMedMen app (GA013)  

5.6. Label printer (LAB083) 

5.7. Laboratory hoods (LAB022) 

5.8. Rubber mallet (LAB087) 

5.9. Scale (LAB085) 

 

6. Procedure 

6.1. Check out decaboxylated marijuana. 

6.1.1. Follow Marijuana Check Out SOP (6.9.4.SOP). 

6.2. Log in to MyMedMen. 
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6.3. Select Extraction. 
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6.4. Select CO2. 
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6.5. Select desired Extraction Unit. 
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6.6. Place marijuana into extraction vessel: 

6.6.1. Select Add Cannabis. 
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6.6.2. Scan marijuana bag that needs to be placed in the extraction vessel. 

 
6.6.3. Open extraction vessel. 

6.6.4. Loosen the pressure gauge near the top of the extraction vessel. 

6.6.5. Twist pressure gauge forward, away from the extraction vessel. 

6.6.6. With a rubber mallet strike the extraction vessel’s lid to twist it in a 

counter-clockwise direction to break seal. 

6.6.7. Complete twisting of lid by hand. 

6.6.8. Hook the winch to the extraction vessel lid. 

6.6.9. Winch the extraction vessel lid upward and swing it out of the way. 

6.6.10. Fill extraction vessel with selected marijuana bag. 

6.6.11. Tap down to remove any air pockets. 
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6.6.12. Select Add All & Continue to add more marijuana. 

 
6.6.13. Repeat 6.6.1 - 6.6.11 until extraction vessel is full. 
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6.7. Once extraction vessel is full: 

6.7.1. Select Add All & Exit. 

 
6.8. Close the extraction vessel. 

6.8.1. Place new rubber gasket onto the lid. 

6.8.2. Swing the winch with the extraction vessel lid to position lid over the 

extraction vessel. 

6.8.3. Brush acetone on threads of extraction vessel to prevent seizing. 

6.8.4. Winch down the extraction vessel lid. 

6.8.5. Hand twist the extraction vessel lid in a clockwise direction until it is “hand 

tight.” 

6.8.6. With a rubber mallet strike the extraction vessel lid twisting it in a 

clockwise direction until it is fully tightened. 

6.8.7. Twist the pressure gauge up until it is in its original upright position. 
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6.8.8. Tighten the pressure gauge. 

6.9. If there is left over marijuana: 

6.9.1. Select Weigh Remainder. 
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6.9.2. Select Vacuum Bag from the Select Container drop down menu. 

 
6.9.3. Tare scale. 

6.9.4. Place leftover marijuana in the vacuum bag. 

6.9.5. Place the vacuum bag on the scale. 
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6.9.6. Enter Cannabis Weight. 
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6.9.7. Toggle Print Barcode and attach printed barcode on the bag. 
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6.9.8. Select Add to My Inventory. 

 
6.10. Check in leftover marijuana: 

6.10.1. Follow Marijuana Check In SOP (6.9.2.SOP). 

 

7. Exhibits 

7.1. Marijuana Check In SOP (6.9.2.SOP) 

7.2. Marijuana Check Out SOP (6.9.4.SOP) 
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Date 
Initials 

 
Fertilizer  Amounts Units  A-Tank 
Calcium Nitrate  Kg          
Potassium Nitrate  Kg          
Phosphoric Acid  Kg          
Iron Chelate %  Liters          
Citric Acid  Kg           
             
             
              
Fertilizer Amounts Units  B-Tank 
Phosphoric acid  Liters          
Citric acid  Kg          
Monopotassium 
Phosphate 

 Kg          

Potassium Sulfate  Kg          
Magnesium 
Sulfate 

 Kg          

Postassium 
Chloride 

 Kg          

            
            
            
Fertilizer Amounts Units C-Tank 
Manganese 
Sulfate 

 Gram          

Zinc Sulfate  Gram          
Boron  Gram          
Copper Sulfate  Gram          
Sodium 
Molybdate 

 Gram          

            
            

 
Instructions: 
Refer to Irrigation Monitoring SOP (0.1.5.1.SOP) 
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Document
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Clone Waste Form Issue Date: Page: 1 of 1

Version No. 1.0



1.2.1.FO Supercedes: New 
Document

Clone	Quantity Strain	Name
Clone	from	Grow	
Media	(Date)

Transplant	to	
Cube	(Date)

Move	to	Harves	
(Date)

Harvest Clone Form Issue Date: Page: 1 of 1

Version No. 1.0
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1. Task that is Described in this Document 

1.1. To track the deletion of mother plants within the MyMedMen grow tracking 

system.  

 

2. When this Task Needs to Happen 

2.1. Mother plants should be deleted and replaced approximately every four months. 

 

3. Definitions  

3.1. Clone Plug – a sustainable growing media used in hydroponic growing systems 

that is made from coconut husk material. 

3.2. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.3. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.4. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 
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4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Supervision) 

4.3. Cultivation Supervisor (Direction) 

 

5. What Needs to Happen First 

N/A 

 

6. Tools Needed to Accomplish Task 

6.1. Computer with login credentials for the Grow section of MyMedMen 

6.2. Green waste container 

 

7. How to Complete this Task 

7.1. Identify mother plants for deletion based on age, general health and as 

determined by the “Decommission Date” column on the “Mom Calendar” tab, 

within the Cultivation Calendar (0.6.1.2.DFOx) Google sheet.  

7.1.1. Continually optimize cultivation resources by deleting low-demand strains 

and replacing with higher demand strains.  

 
7.2. Scan the mother plant or plants that have been marked for deletion. 

7.3. From the Detail Pane, click “Move To.” 

7.4. Select “Waste.” 
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7.5. From the dropdown menu choose the “Cause for Waste” which most closely 

matches the deletion reason. 

 
7.6. Click “Adjust Plants” to complete the deletion process. 

7.7. Ensure the waste process is followed per the State Regulations. Ensure the non-

hazardous medical marijuana waste is unusable and unrecognizable. Ensure 

hazardous waste is managed in accordance with Federal and State law, rules and 

regulations related to hazardous waste.  

7.7.1. The plant material must be rendered unrecognizable through grinding and 

mixing the material with soil. 

7.7.2. Grind the mother plant until it is unrecognizable 

7.7.3. Weigh the ground plant material and place into the waste bucket 

7.7.4. Weigh the same out of soil and place into the same waste bucket 

7.7.5. Mix the contents in the waste bucket together 

7.7.6. Place the contents of the waste bucket into the organic materials dumpster 



 

 
 

Deleting Mother Plants Issue Date: 
 

Page 
6 of 8 

0.1.6.3.SOP Supersedes Date: 
New Document 

Version 
1.0 

 

Developed By: 
David Glassner 

Revised By: 
David Glassner 

Approved By: 
Sara Connolly 

Document Status: Original 
 

7.7.7. Ensure waste is indistinguishable and incapable of being ingested, inhaled, 

injected, swallowed or otherwise used for certified medical use. 

7.7.8. Dumpster will be picked up weekly. 
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1. Additional Resources Relating to this Task 

1.1. Culling Unhealthy Plants SOP (0.1.3.4.SOP) 

1.2. General Health Inspection (0.1.3.2.SOP) 

1.3. Identifying and Handling Hermaphrodite Plants (0.1.3.6.SOP) 
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1. Task that is Described in this Document 

1.1. To track the addition of mother plants within the MyMedMen grow tracking 

system.  

 

2. When this Task Needs to Happen 

2.1. Mother plants should be deleted and replaced approximately every four months. 

 

3. Definitions  

3.1. Clone Plug – a sustainable growing media used in hydroponic growing systems 

that is made from coconut husk material. 

3.2. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.3. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.4. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 
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4. Who Needs to Perform this Task 

4.1. Clone Technician 

4.2. Cultivation Manager 

4.3. Cultivation Supervisor 

 

5. What Needs to Happen First 

5.1. Monitor Root Development (1.2.2.SOP) 

 

6. Tools Needed to Accomplish Task 

6.1. Rooted plug trays 

6.2. Coconut coir growing media 

6.3. Transport cart 

6.4. Green waste container 

 

7. How to Complete this Task 

7.1. Consult the “Mom Calendar” tab on the Cultivation Calendar (0.1.2.3.DFOx) to 

see which plants are marked for deletion and replacement. 

7.1.1. Plants are generally deleted based on age, general health and/or strain 

demand.  

7.1.2. Continually optimize cultivation resources by deleting low-demand strains 

with higher demand strains.  

7.1.3. Create new mother plants from tallest and healthiest-looking mothers per 

Harvest Clone from Mother Plant (0.1.2.1.SOP). 

7.2. Select the sturdiest branches. Branches should be thick enough to fully support 

the weight of the leaves and branches once the clone is antonymous and planted 

in an upright position. 



 

 
 

Creating New Mother Plants Issue Date: 
 

Page 
5 of 9 

0.1.6.2.SOP Supersedes Date: 
New Document 

Version 
1.0 

 

Developed By: 
Arnoldo Roman 

Revised By: 
David Glassner 

Approved By: 

Document Status:  
 

7.3. Select the greenest cuttings, and avoid any cuttings that are yellow or showing 

signs of yellowing.  

7.3.1. Report any yellowing mother plants to the Cultivation Manager. 

Unhealthy mother plants may be treated or marked for deletion. 

7.3.2. Note the strain of any previously deleted mother plants, so that it can be 

replaced. 

7.4. Clip the mother clone.  

7.4.1. Clone cuttings should be a minimum of 6-inches in height.  

7.4.2. Some large cuttings may produce more than one mother clone.  

7.5. Follow the procedure Planting Clone (0.1.2.2.SOP) to plant the new mother 

plant.  
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7.6. Log in to MyMedMen software with your personal credentials and select the 

grow location from the upper-left corner, above the Navigational Sidebar.   

7.7. Select “Grow” from the Navigational Sidebar.  

7.8. Select the “+” icon to add new plants. 
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7.9. From the Stage dropdown menu Detail Pane, select the Mother stage.  

 
7.10. Click “Start.” 
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7.11. From the “Start New Grow” page, populate “Strain” (name) and “Total 

Plants Added” fields. 

 
7.12. Select the ID band color that corresponds with the blank labels in the label 

printer. 

7.13. Select the room that the plant is being added to from the “Select A Room” 

dropdown menu. 

7.13.1. Only rooms valid for the Stage to which the plant is being added will be 

displayed in the room selection menu. 

7.14. Leave “Print Labels” in the On position, unless labels for the new plants 

have already been created.  

7.15. Click “Save.” 

7.16. Affix printed labels loosely around the trunk of the new plant or plants.  

 

8. Additional Resources Relating to this Task 

8.1. Culling Unhealthy Plants SOP (0.1.3.4.SOP) 

8.2. Deleting Mother Plants (0.1.6.3.SOP) 

8.3. General Health Inspection (0.1.3.2.SOP) 

8.4. Identifying and Handling Hermaphrodite Plants (0.1.3.6.SOP) 

8.5. Harvest Clone from Mother Plant (0.1.2.1.SOP) 

8.6. Planting Clone (0.1.2.2.SOP) 
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9. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Task that is Described in this Document 

1.1. To track the product from the end of the curing process through its transfer to the 

safe. 

 

2. When it Needs to Happen 

2.1. This procedure applies to all plant material that has gone through the curing 

process. 

 

3. Definitions  

3.1. Post-Harvest Manager – An individual who oversees the all steps of cultivation 

from the point of harvest, until product is ready for sale and moved to Finished or 

Store Inventory.  

3.2. Cultivation Manager – an individual who oversees the Cultivation Department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. 

 

4. Who Needs to Perform this Task 

4.1. Post-Harvest Manager 

4.2. Cultivation Manager 

 

5. What Needs to Happen First 

5.1. Monitor Curing (0.1.4.6.SOP) 

 

6. Tools Needed to Complete this Task 

6.1. Safe 

6.2. Funnel 

6.3. Scale 
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6.4. Foil bags 

6.5. Labels 

 

7. How to Complete this Task 

7.1. Identify the bin and strain you would like transferred to the safe. 

7.2. Determine that curing process is complete per 0.1.4.6.SOP Monitor Curing. 

7.2.1. If curing seems complete, seek second opinion and approval from the 

Cultivation Manager on duty. 

7.3. Get foil bag to transfer contents from bin. 

7.4. Place the foil bag on the scale and tare the scale.  

7.5. Using a funnel, carefully pour contents of bin into the foil bag, until a weight of 

458g is reached. 

7.5.1. If less than 458g is contained in the bin, check to see if there is another bin 

containing the same stain that has completed curing, per 7.2. 

7.5.1.1. If there is more of the strain in a separate bin that is ready to move 

to safe, continue pouring from the new bin until a weight of 458g is 

reached. 

7.5.1.2. If there is less than 458g, and no more inventory of the strain is 

available to fill the bag to 458g, skip to 7.6. 

7.5.2.  If more than 458g is left in either the first or second bin, return the bin 

containing the remainder to the same location on the curing shelf.  

7.5.2.1. Record on the bin label how much plant material was removed 

from the bin. 

7.6. Fill out a label with the strain, weight and date data and place it on the foil bag. 

7.7. Place bag in an empty location in the safe. 

7.8. Manually record the data in the Destem-Cure Log (0.1.4.5.DFO) Google Sheet, 

on the “Phase 3 – TO SAFE” tab. 
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8. Additional Resources Relating to this Task 

8.1. Destem-Cure Log (0.1.4.5.DFO) 

 

9. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1.1. Separation of the harvested flower from the stem. 

 

2. When this Task Needs to Happen  

2.1. This procedure applies to all dry post-harvest plant material in the Dry Room. 

 

3. Definitions  

3.1. Cultivation Supervisor – an individual trained to perform the all essential duties 

as necessary to run a facility in the absence of a cultivation manager. 

3.2. Post-Harvest Manager – An individual who oversees the all steps of cultivation 

from the point of harvest, until product is ready for sale and moved to Finished or 

Store Inventory.  

3.3. Trim Technician – an individual who is responsible for trimming, weighing, and 

disposing marijuana leaves. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Supervisor (Direction) 

4.2. Post-Harvest Manager (Supervision) 

4.3. Trim Technician (Performance) 

 

5. What Needs to Happen First 

5.1. 0.1.4.3.SOP Monitor Drying 
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6. Tools Needed to Complete this Task 

6.1. Drying rack 

6.2. Pruning shears 

6.3. Platform scale 

6.4. Stainless steel pans 

6.5. Plastic food grade bins with lids 

6.6. Exam gloves 

6.7. Bar code scanner 

6.8. Food grade stainless steel tables 

 

7. How to Complete This Task 

7.1. Put on exam gloves. 

7.2. Tare a scale with an empty plastic bin, to be used to place destemmed flowers.  

7.3. Remove the dry plant from drying rack. 

7.4. Place the plant in a stainless steel pan. 

7.5. Identify the target flower portions of the plant. 

7.6. Using pruning shears, separate the target flower from the stem, cutting as close to 

the flower as possible. 

7.7. Place the removed flower in the plastic bin. 
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7.8. When all target flower has been separated from the stem, discard stems.  

7.9. Repeat steps 7.3-7.8 until plastic bin is full, or until you’ve exhausted the dry 

inventory of the strain being worked on. 

7.10. Using the pre-tared scale, weigh the destemmed flower in the plastic bin. 

7.11. Record the weight (in grams) in the “g” column on the Move to Destem 

Form. 

7.12. Open a new, appropriately-sized humidity pack and add to the bin. 

7.13. Seal bin with lid.  

7.14. Record the bin ID number (found on the outside of the plastic bin) in the 

Move to Destem Form. 

7.15. Place bin on the designated rack. 

7.15.1. Record the date and initials of Flower-Stem Separation technician on the 

Move to Destem Form (0.1.4.4.FO). 

7.16. Log in to MyMedMen with your personal credentials.  

7.17. Click on the barcode icon at the top of the page to access the Scan Menu. 
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7.18. Select the Cutting (aka Cut-to-Dry) Mode icon. 

7.19. Scan the barcodes for the plants in the bin that were trimmed.  

7.19.1. Double-check that the amount of barcodes scanned matches the amount of 

the barcodes that are in the bin. 

 
7.20. From the top-right corner, select the Printer Icon to assure that the correct 

printer is active or to select the target printer.  
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7.21.  

 

8. Exhibits 

8.1. Move to Destem Form (0.1.4.4.FO) 
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1. Task That Is Described in This Document 

1.1. To monitor the aging process and perform daily ventilation to ensure that 

hydration levels are adequate and ensure the highest quality product.   

 

2. When it Needs to Happen 

2.1. This procedure applies to any plant materials that have gone through the 

destemming and/or manicure trim process, prior to moving product to the safe in 

preparation for retail sale. This procedure should be conducted every 1-2 days, 

with no longer than 48 hours passing without proper ventilation.  

 

3. Definitions 

3.1. Cure – The process of aging flower material with the goal of developing superior 

taste and aroma.  

3.2. Cultivation Supervisor – an individual trained to perform the all essential duties 

as necessary to run a facility in the absence of a cultivation manager. 

3.3. Post-Harvest Manager – An individual who oversees the all steps of cultivation 

from the point of harvest, until product is ready for sale and moved to Finished or 

Store Inventory.  

3.4. Trim Technician – an individual who is responsible for trimming plant material 

in preparation for retail sale, and disposing non-target plant material.  

 

4. Who Needs to Perform This Task 

4.1. Cultivation Supervisor 

4.2. Post-Harvest Lead 

4.3. Trim Technician 
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5. What Needs to Happen First 

5.1. Flower Stem Separation  (0.1.4.4.SOP) 

 

6. Tools Needed to Accomplish This Task 

6.1. Plastic food grade bins with lids 

6.2. Transport cart 

6.3. Exam gloves 

6.4. Humidity pack 

6.5. Food grade stainless steel tables 

 

7. How to Complete this Task 

7.1. Vent all destemmed flower by removing the lid of the plastic bin. 

7.2. While wearing exam gloves, gently mix/fluff the flower so that the contents have 

been rotated and the previously bottom flower is now towards the top of the bin. 

7.3. Set the plastic lid on top of the bin diagonally, allowing for maximum air 

passage. 

7.4. Squeeze humidity pack to ensure that it’s still moist, and not hard to the touch. 

7.5. Check the moisture content in the flower. 

7.5.1. Put on exam gloves. 

7.5.2. Gently squeeze the flower. 

7.5.3. The flower should be dry to the touch, but not brittle. 

7.6. After 30 minutes minimum and one-hour maximum, seal all bins with 

appropriate lid. 

7.7. Record that bins was vented for the day in the Destem-Cure Log (0.1.4.5.DFO). 

7.8. Each week, visually inspect the curing flower material. 

7.8.1. Look for foreign contaminants. i.e. mildew, non-plant material, etc. 
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8. Additional Resources Relating to this Task 

8.1. Destem-Cure Log (0.1.4.5.DFO) 
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1.1. To create a digital record of all post-harvest batch data recorded manually during 

production run. 

 

2. Scope 

2.1. This procedure applies to all data recorded manually during an individual batch 

run. 

 

3. Definitions  

3.1. Post-Harvest Lead – an individual who is responsible for supervising the post-

harvest team. 

3.2. Cultivation Manager – an individual who oversees the Cultivation Department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. 

 

4. Responsibilities 

4.1. Post-Harvest Lead 

4.2. Cultivation Manager 

 

5. Prerequisites  

5.1. 0.1.4.4.SOP Flower-Stem Separation 

 

6. Equipment 

6.1. Computer with internet access 
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7. Procedure 

7.1. Gather the Move to Destem Form (0.1.4.4.FO), Move to Cure Form 

(0.1.4.5.FOa), and Move to Safe Form (0.1.4.8.FO) associated with the batch 

being finalized. 

7.2. Log into Google Sheets and open the Destem-Trim-Cure Workflow (1.4.9.DFO) 

spreadsheet. 

7.2.1. Log into Google using your MedMen email account. 

7.2.2. If	 you	 do	 not	 have	 access	 to	 the	 Destem-Trim-Cure Workflow 

(1.4.9.DFO) spreadsheet, ask the Cultivation Manager for access.  

7.3. Copy all data from Move to Destem Form (0.1.4.4.FO) into the “Destem” tab on 

the Destem-Trim-Cure Workflow (0.1.4.9.DFO). 

7.4. Copy data from Move to Cure Form (0.1.4.5.FOa) into the “Cure” tab of the 

Destem-Trim-Cure Workflow (0.1.4.9.DFO). 

7.5. Copy data from Move to Safe Form (0.1.4.8.FO) into the “Finish” tab of the 

Destem-Trim-Cure Workflow (0.1.4.9.DFO). 

7.6. Cultivation Manager – double-check that the contents of the paper forms match 

the digital version.  

7.7. File the form chronologically behind the proper tab in the 3-ring binder labeled 

“Post Harvest Documents” and located in the red MedMen safe. 

 

8. Exhibits 

8.1. Destem-Trim-Cure Workflow (0.1.4.9.DFO) 
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1. Task That is Described in this Document 

1.1. The harvesting of a matured plant crop for transport to the drying room.  

 

2. When it Needs to Happen 

2.1. This procedure should be conducted whenever a crop has reached full maturity 

and as instructed by the Cultivation Management. 

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Manager (Supervision) 

4.2. Cultivation Supervisor (Management) 

4.3. Cultivation Technician(s) (Performance)  

 

5. What Needs to Happen First 

5.1. Deleafing Flowering Plants (0.1.3.1.SOP) 

5.2. Pruning Flowering Plants (0.1.3.3.SOP) 

 

6. Tools Needed to Accomplish this Task 
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6.1. Shears 

6.2. Stainless Steel Pan 

6.3. Labels 

6.4. Transport Cart 

6.5. Metal Clips 

 

7. How to Complete this Task 

7.1. Identify plants to be harvested. 

7.2. Log in to MyMedMen with your personal credentials.  

7.3. Select “Grow” from the Navigational Sidebar menu.  

7.4. Click the Scan Menu (barcode) icon at the top of the Inventory Pane, and select 

the third icon from the left to enter “Cutting Mode.” 
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7.5. Scan the plant or plants to be harvested. 

7.6. Using the shears, cut the trunk of the mature plant below the lowest branch, 

approximately 3 inches above the soil line. 

7.6.1. Do not trim the plant, but if any branches or flowers fall off naturally 

collect them in a stainless steel pan. 

7.7. Starting on the lowest shelf, hang the plants upside-down on the transport rack, 

securing them by the trunk with a metal clip. Stems can be gently bent if they are 

too long, as long as the integrity of the flower is not impacted. 

7.7.1. Plants should be spaced 4 or 5 plants wide across the transport cart, and 

about 4 plants deep.  

7.8. Once all plants of a single strain have been harvested and hung from the rack, 

label the rack with the date, strain and amount of plants of the single strain on the 

rack. 

7.8.1. Be careful not to lose any of the grow tracker tags, as these are crucial. 

7.8.2. If a transport cart contains more than one strain, label the last row of the 

completed strain and the first row of the new strain. 

7.9. Check the crop tables for any additional branches or flowers that have fallen off 

the plants and collect them in the stainless steel pan.  

7.10. Place the steel pan containing the droppings on the rack shelves with the 

strain.  

7.11. Repeat 7.1-7.8 for each strain that is ready to be harvested, using a new 

stainless steel pan for any droppings. 

7.12. Cultivation Manager: Record the harvested batch in the Cultivation 

Calendar (0.1.2.3.DFOx) to the Director of Cultivation and Director of 

Operations containing the strains harvested, and the amount of plants of each 

strain. 
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7.12.1. Include Strain name, number of plants being harvested, harvest height and 

any other pertinent notes.  

 

8. Additional Resources Relating to this Task 

8.1. Cultivation Calendar (0.1.2.3.DFOx) 
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1. Task That is Described in this Document 

1.1. The identification and handling of hermaphrodite plants when they are 

discovered in a crop.  

 

2. When it Needs to Happen 

2.1. Plant care technicians should continually check for signs of hermaphroditism 

when caring for plants. Should hermaphrodites be detected, immediate action 

should be taken. In addition, a qualified technitition,s 

 

3. Definitions 

3.1. Hermaphrodite – An organism that displays both male and female traits and 

reproductive organs. For the purposes of Cannabis cultivation, a hermaphrodite is 

a plant that produces female flowers as well as male—seed producing—flowers. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

3.3. Plant Care Technician – An individual who is responsible for providing care to 

plants in the vegetative and flower growth stages. 

3.4. Bananas – The exposed male, pollen-producing reproductive organs of a 

cannabis flower, named for their shape and yellowish hue.  

 

4. Who Needs to Perform this Task 

4.1. Plant Care Technician (Performance) 

4.2. Cultivation Manager (Supervision) 

4.3. Cultivation Supervisor (Direction) 
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5. What Needs to Happen First 

N/A 

 

6. Tools Needed to Accomplish this Task 

6.1. Stainless steel shears 

6.2. Stainless steel tweezers 

6.3. Alcohol 

 

7. How to Complete this Task 

7.1. There are two main causes of hermaphroditism; genetic disposition and 

environmental stress. In order to reduce the risk of creating hermaphroditic 

plants, take care in following the below precautions. 

7.1.1. Keep a fixed lighting schedule and avoid any sudden lighting changes. 

7.1.2. Give plants a minimum of 12-hours of darkness per day. Avoid short dark 

periods and light leakage.  

7.1.3. Avoid thermal stress. Maintain plants in a consistent and comfortable 

temperature, between 65°-85°, keeping plants at a slightly cooler 

temperature during dark hours. 

7.1.3.1. Avoid excessive heat. To test, place a hand palm-down under the 

heating lamp at a height parallel to the canopy. If your hand becomes 

uncomfortable from the heat, the lamps are too hot for the plant. 

7.1.3.2. Do not use cold water to fertilize the plant.  

7.1.4. Avoid nutrient deficiency and nutrient burn (excessive nutrients). See 

General Health Inspection (0.1.3.2.SOP). 

7.1.5. Avoid pest infestation. See Biological Pest Control (0.1.6.1.SOP) for more 

information.  
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7.1.6. Avoid excessive defoliation. See Deleafing Flowering Plants 

(0.1.3.1a.SOP). 

7.1.7. Avoid strains that are more susceptible to hermaphroditism, and clone 

from optimally healthy mother plants. 

7.1.8. Harvest on time.  

7.1.9. Reduce risk of disease.  

7.2. While Deleafing Flowering Plants (0.1.3.1.SOP) and Pruning Flowering Plants 

(0.1.3.3.SOP), Plant Technicians should always be inspecting for hermaphroditic 

plants, by looking for the below signs. 

7.2.1. Look for small clusters of yellowish, banana-shaped pods located at the 

joints and base of the branches.  

7.3. If a plant demonstrates male characteristics at the beginning of the flowering 

stage, it should be immediately removed from the crop and destroyed to avoid 

the risk of pollination. 

7.4. If an adult plant shows signs of hermaphroditism, the best course of action will 

be determined by the characteristics of the plant. 

7.4.1. If the number of bananas is only a few, and only appear on a single or few 

locations on the plant, remove the bananas with a pair of sterilized tweezers 

or shears, then spray a mist of water on the plant. Water sterilizes pollen. 

Continue to keep a close eye on the plant and its neighbors for signs of 

hermaphroditism.  

7.4.2. If there are many male pollen sacs, the plant should be completely 

removed from the crop. See Culling Unhealthy Plants (0.1.3.4.SOP). 

7.4.3. If a fully-mature, pre-harvest plant becomes a hermaphrodite towards the 

end of the flowering stage, harvest the plant as soon as possible.  
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8. Additional Resources Relating to this Task 

8.1.1. Deleafing Flowering Plants (0.1.3.1a.SOP). 

8.1.2. General Health Inspection (0.1.3.2.SOP) 

8.1.3. Pruning Flowering Plants (0.1.3.3.SOP) 

8.1.4. Culling Unhealthy Plants (0.1.3.4.SOP) 

8.1.5. Biological Pest Control (0.1.6.1.SOP) 
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1. Task that is Described in Document 

1.1. To cull unhealthy plants from the crop, after all remedies suggested in General 

Health Check (0.1.3.2.SOP) have been attempted.  

 

2. When it Needs to Happen 

2.1. This procedure should be conducted as needed.  

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Manager (Management) 

4.2. Cultivation Supervisor (Supervision) 

4.3. Plant Technicians (Performance) 

 

5. Tools Needed to Complete this Task 

N/A 

 

6. What Needs to Happen First 

6.1. General Health Check (0.1.3.2.SOP) 
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7. How to Complete this Task 

7.1. If a plant is showing signs of ill health, consult the Cultivation Manager to see if 

additional remedies can be taken or if the plant should be removed from the crop.  

7.2. Once it has been determined that the plant is no longer viable, remove it from the 

crop.  

7.3. Log in to MyMedMen software with your personal credentials.  

7.4. Scan the plant or plants that have been marked for deletion. 

7.5. From the Detail Pane, click “Move To.” 

7.6. Select “Waste.” 

7.7. From the dropdown menu choose the “Cause for Waste” which most closely 

matches the deletion reason. 

 
7.8. Click “Adjust Plants” to complete the deletion process. 
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7.9. Dispose of the culled plant in the trash.  

8. Additional Resources Relating to this Task 

8.1. General Health Check (0.1.3.2.SOP)  

8.2. Identifying and Handling Hermaphrodite Plants (0.1.3.6.SOP) 

8.3. Culled Plants Record (0.1.3.4.FO)  
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9. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Task That Is Described in This Document 

1.1. To remove non-target plant material from the crop.  

 

2. When This Task Needs to Happen 

2.1. This procedure applies to all flowering plants located in the Flower Rooms and 

should be conducted approximately bi-weekly.  

 

3. Definitions 

3.1. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

3.2. Plant Care Technician – responsible for providing care to plants in the vegetative 

and flower growth stages. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Supervisor (Supervision) 

4.2. Plant Care Technician (Performance) 

 

5. Prerequisites 

5.1. Pruning shears 

5.2. Waste bucket 

 

6. Procedure	

6.1. Identify the non-target plant material to prune. 

6.1.1. Anything below the main flowering stems and/or protruding from the 

bottom 3-4 inches should be considered “non-target.” 

6.2. Prune the non-target plant material with shears. 
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6.3. Place clippings in the waste bucket.  

6.4. Once all of the plants have been trimmed, dump waste plant material from the 

waste bucket into the trash. 

 
 

7. Exhibits 

N/A  
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8. Revision Record 

DATE NAME DESCRIPTION OF CHANGE VERSION No. 
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1. Task that is Described in Document 

1.1. To inspect plants in the crop for signs of disease, malnourishment and other 

health issues, and address whether the plant should be treated or culled from the 

crop, and to establish a procedure for the culling of unhealthy plants from the 

crop. 

 

2. When it Needs to Happen  

2.1. This procedure should be conducted as needed, and passively monitored as other 

plant related tasks are being performed. Applies to all stages of plant 

development.  

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Manager (Management) 

4.2. Cultivation Supervisor (Supervision) 

4.3. Plant Technicians (Performance) 

 

5. Tools Needed to Accomplish this Task 

N/A 
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6. What Needs to Happen First 

N/A 

 

7. How to Complete this Task 

7.1. Inspect the color if the plant.  

7.1.1. Healthy plants should show leaves that are uniformly deep green in 

appearance 

7.1.2. Inspect leaves for white, brown or yellow spots; these are signs of nutrient 

deficiency and poor health. Also inspect stems for color and strength. Use 

the guidelines below to help determine and remedy the health of the plant.  

7.2. Inspect the underside of a fan leaf, for any pests or diseases, using the below 

information as a guideline.  

7.3. Nitrogen Deficiency 

7.3.1. Symptoms of Nitrogen deficiency include; red stems, small growth, pale 

appearance to the plant, and a rapid yellowing of the lower leaves that 

spreads up the plant. To remedy, add additional Nitrogen to the Fertilizer 

Recipe (0.1.5.1.DOC) and monitor. 
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7.4. Phosphorous Deficiency 

7.4.1. Phosphorous deficiency symptoms include; red stems and slow, stunted, 

or deformed growth but also include darker green lower leaves as well as 

leaves that may yellow then die. Adding Phosphorous to the Fertilizer 

Recipe (0.1.5.1.DOC) can fix this problem. Note: While improvement to 

damaged areas may not show, newer growth will appear normal. 
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7.5. Potassium deficiency 

7.5.1. Another issue similar to Nitrogen and Phosphorous deficiencies, 

Potassium deficiency has similar symptoms and include, curling of leaf ends 

as they die and stretching of the plant. This can be cured by spraying 

fertilizer containing Potassium onto the leaves of the malnourished plant. 

Another fix would be to flush the plant with water and half the normal 

amount of a balanced NPK (Nitrogen, Phosphorous, Potassium) nutrient 

solution. 
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7.6. Calcium 

7.6.1. Plants lacking Calcium balance can result in the soil becoming too acidic. 

Calcium deficiency can be fixed by adjusting the Fertilizer Recipe 

(0.1.5.1.DOC) as needed, until the plant's condition approves.  
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7.7. Sulfur deficiency 

7.7.1. If the new plant growth shows yellowing, this could be a sign of Sulfur 

deficiency. This deficiency can be cured by mixing one tablespoon of Epsom 

salts per gallon of water until the plant's condition improves. 
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7.8. Magnesium deficiency 

7.8.1. Magnesium deficiency usually starts in the middle of the plant and spreads 

to the younger leaves. Yellow—or even white—leaves with the veins 

remaining dark green is the best indicator of Magnesium deficiency and can 

best be treated by spraying with a 2% Epsom salt solution. 
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7.9. Iron deficiency 

7.9.1. Pale leaves with dark green veins are indicative of Iron deficiency and can 

be fixed by foliar feeding with an fertilizer containing Iron. 
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7.10. Manganese 

7.10.1. When large amounts of Manganese are present in the soil, yellow or 

necrotic (dying or dead) spots will occur on the upper leaves. To cure, foliar 

feed with chemical fertilizer containing Manganese. 
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7.11. Boron Deficiency 

7.11.1. Dead or greying shoots that appear burnt are indicative of Boron 

deficiency and can be treated with one teaspoon of Boric acid per gallon of 

water. 
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7.12. Molybdenum deficiency 

7.12.1. Molybdenum deficiency results in the yellowing of middle leaves and can 

be treated by adding fertilizer containing Molybdenum. 
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7.13. Zinc deficiency 

7.13.1. When white areas form at leaf tips or in between veins, the plant is Zinc 

deficient. This can be treated by adding fertilizer containing Zinc or by 

burying galvanized nails in the soil. 
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7.14. Over Fertilization 

7.14.1. Over fertilized plants are indicated by yellow or burnt leaf tips, Over 

Fertilization can be fixed by flushing the grow media with unfertilized water.   

 
7.15. Record health data in the “General Health Check” form.  

7.15.1. Detail issues for any plants checked as “Unhealthy” in form. 

 

8. Additional Resources Relating to this Task 

8.1. Fertilizer Recipe (0.1.5.1.DOC) 

8.2. General Health Check Form (0.1.3.2.FO) 
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1. Task That Is Described in this Document 

1.1. The trimming of leaves from flowering plants to maximize light, air flow and 

energy to the crop.  

 

2. When This Task Needs to Happen 

2.1. This procedure should be conducted as needed, approximately every other week, 

and as recommended by the Cultivation Supervisor, Cultivation Manager or 

Director of Cultivation.  

 

3. Definitions 

3.1. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

3.2. Plant Care Technician – responsible for providing care to plants in the vegetative 

and flower growth stages. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Supervisor 

4.2. Plant Care Technician 

 

5. What Needs to Happen First 

5.1. Transfer Transplant to Harvest Room (0.1.2.6.SOP) 

 

6. Tools Needed to Accomplish This Task 

6.1. Pruning shears 

6.2. Waste bucket 
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7. How to Complete This Task	

7.1. Identify the non-target plant material to deleaf. 

7.1.1. Light from above should hit as much of the plants flowers and leaves as 

possible, regardless of vertical placement along the main stem.  

7.2. Clip any large leaves that may shade lower leaves and flowers.  

7.3. Clip non-flowering branches to maximize air flow and energy to the plant. (Non-

essential leaves and stems dilute the distribution of nutrients and energy to the 

growing plant.) 

7.4. See Figure 7.5 for Before and After pictures of deleafed plant.  

7.5. Figure 7.5. 

 
7.6. Collect clipping in a waste bucket.  

7.7. At the end of process, empty the waste bucket contents into the trash. 
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8. Additional Resources Related to this Task 

N/A 
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1. Task that is Described in this Document 

1.1. To remove non-essential plant material from teenage plants during the vegetative 

phase to allow for maximum energy to be directed towards the plant’s flowering 

points. 

 

2. When it Needs to Happen 

2.1. This procedure is conducted two-weeks after the clone has been transplanted, and 

one-week after the transplant has been pinched, per Pinching Transplants 

(0.1.3.5.SOP). 

 

3. Definitions  

3.1. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.2. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.3. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Management)  

4.3. Cultivation Supervisor (Supervision) 
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5. What Needs to Happen First 

5.1. Pinching Transplants (0.1.3.5.SOP) 

5.2. Transplant the Clone (0.1.2.4.SOP) 

  

6. Tools Needed to Complete this Task 

6.1. Pruning shears 

6.2. Exam gloves 

6.3. Waste bucket 

 

7. How to Complete this Task 

7.1. Using pruning shears, remove any stems protruding from the bottom 2-3 inches 

of the transplant.  

7.2. Continue to prune the top portion of the plant until only the strongest six stems 

are remaining.  

7.3. Remove any fan leaves that are providing shade to lower portions of the plant, 

especially flowering points. See the below photographs for before (left) and after 

(right) photographs illustrating the pruning process and a properly pruned 

transplant.   
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7.4. Collect plant waste in a bucket. 

7.5. Once all transplants have been pruned, discard of all waste in a trash can that has 

been designated for plant material. 

 

8. Additional Resources Relating to this Task 

N/A 
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1. Task that is Described in this Document 

1.1. To remove the apical stem of the developing transplant, to reallocate energy 

resources to lower branches and compensate for apical dominance.    

 

2. When it Needs to Happen 

2.1. This procedure is performed one-week after the clone has been transplanted.   

 

3. Definitions  

3.1. Apical dominance – The phenomenon whereby the main, central stem of a plant 

is naturally dominant over (i.e. utilizes more energy, grows more strongly than) 

other lower side stems. 

3.2. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered, reporting directly into 

the Director of Cultivation. 

3.3. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Management)  

4.3. Cultivation Supervisor (Supervision) 
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5. Prerequisites 

5.1. Transplant the Clone (0.1.2.4.SOP) 

 

6. Equipment 

6.1. Waste container 

6.2. Shears (optional)  

6.3. Exam gloves 

 

7. Procedure 

7.1. Locate the apical growing point of the transplant.  

7.2. Using shears or a gloved finger, pinch and remove the apical growing point just 

below foliage growth.  
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7.3. Place clippings in a waste container.  

 

8. Exhibits 

N/A 
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1. Task that is Described in this Document 

1.1. To care for developing plants by removing excess or dry leaves to allow for 

maximum light and airflow and to remove of non-productive growing points of 

the plant to allocate maximum energy to the main growing points.  

 

2. When it Needs to Happen 

2.1. This procedure should be conducted as needed, when flowering and mothering 

plants are showing signs of overgrowth.  

 

3. Definitions  

3.1. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.2. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.3. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Management) 

4.3. Cultivation Supervisor (Supervision) 

 

5. What Needs to Happen First 

5.1. Transplant the Clone (0.1.2.4.SOP) 
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6. Tools Needed to Complete this Task 

6.1. Shears 

6.2. Bucket (for plant waste) 

 

7. How to Complete this Task 

7.1. Remove any leaves or stems from the trunk (bottom 2-3 inches) of the plant with 

shears.  

7.2. Examine the plant for any dead or dry leaves and remove them.  

7.3. Examine any flowering plants for leaves covering flowering points in the plant. 

Remove any leaves that may be providing shade to flowering buds. See below 

photos illustrating before (left) and after (right) the pruning process.  

 
7.4. Place all trimmed material in a bucket for waste.  
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8. Additional Resources Relating to this Task 

N/A 
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1. Task that is Described in This Document 

1.1. To move developmentally matured transplants from the vegetation (veg) room to 

the flowering rooms, where they will be cared and provided for until harvest.  

 

2. When this Task Needs to Happen 

2.1. This procedure is conducted as transplants show healthy and mature root 

development, and are hence, ready to be moved to the final stage of cultivation 

prior to harvest. 

 

3. Definitions  

3.1. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.2. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.3. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Direction) 

4.3. Cultivation Supervisor (Supervision) 

 

5. What Needs to Happen First  

5.1. Monitor Root Development (1.2.2.SOP) 
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6. Tools Needed to Complete this Task 

6.1. Shelf Labels 

6.2. Transport cart 

 

7. How to Complete this Task 

7.1. When instructed by the Cultivation Manager that plants are ready to move to the 

flowering rooms, roll an empty transport cart to the target migrating crop.  

7.2. Consult with Cultivation Management to determine the shelf/room destination 

for the migrating transplants.  

7.3. Carefully move the plants onto the transport cart. If more than one strain is 

marked for migration to Flowering Rooms, make sure that the strains are 

separated by shelves, and labeled with the strain.  

7.3.1. If needed, you may combine strains on a single shelf in the cart, as long as 

the shelf is properly labeled in an obvious way, where one strain ends and 

the other begins.  

7.4. Carefully move the transport cart to the room and shelf location chosen in 7.5.  

7.5. Distribute the plants evenly on the shelf in the flowering room, in an approximate 

checker-board pattern, to allow for maximum airflow.  

7.6. Log in to MyMedMen with your personal credentials.  

7.7. Scan the barcode on the tray(s) of the transplants being migrated to the flowering 

rooms. 

7.8. From the Detail Pane, select “Move To.” 

7.9. Under “Move To” select “Flower.” 

7.10. Select a room from the dropdown menu. 

7.11. Select “Adjust Plants” to complete the digital migration process. 
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8. Additional Resources Relating to this Task 

N/A 

  





 

 
 

Daily Transplant Care and 
Development 

Issue Date: 
 

Page 
1 of 6 

0.1.2.5.SOP Supersedes Date:  
 

Version 
1.1 

 

Developed By: 
Arnoldo Roman 

Revised By: 
David Glassner 

Version Approved By: 
Damian Solomon 

Document Status: Original 
 

 
 
 
 

DAILY TRANSPLANT CARE AND DEVELOPMENT 
 
 
 

VERSION 1.0 
 
 
 

 
CONFIDENTIALITY NOTICE: This document contains trade secret information 
proprietary to MMMG LLC.  Reproduction, disclosure, downloading, electronic 
transmission or use of this document without MMMG LLC expressed written 
authorization is forbidden. 

 
 

 
 
 

CULTIVATION 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

Daily Transplant Care and 
Development 

Issue Date: 
 

Page 
2 of 6 

0.1.2.5.SOP Supersedes Date:  
 

Version 
1.1 

 

Developed By: 
Arnoldo Roman 

Revised By: 
David Glassner 

Version Approved By: 
Damian Solomon 

Document Status: Original 
 

Table of Contents         Page 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Task that is Described in this Document 
 

3 

2. When it Needs to Happen 
 

3 

3. Definitions  
 

3 

4. Who Needs to Perform this Task 
 

3 

5. Tools Needed to Accomplish this Task 
 

6. What Needs to Happen First 
 

4 
 
4 

7. How to Complete this Task 
 

4 

8. Additional Resources Related to this Task 
 

4 

9. Revision Record 
 

5 



 

 
 

Daily Transplant Care and 
Development 

Issue Date: 
 

Page 
3 of 6 

0.1.2.5.SOP Supersedes Date:  
 

Version 
1.1 

 

Developed By: 
Arnoldo Roman 

Revised By: 
David Glassner 

Version Approved By: 
Damian Solomon 

Document Status: Original 
 

1. Task that is Described in this Document 

1.1. To provide daily care and maintenance of transplants to ensure maximum health 

as it moves into the Flowering (or Mother) stage.   

 

2. When it Needs to Happen 

2.1. This procedure applies to all transplants that have not yet been moved to the 

Flowering Room or marked for mothering.  

 

3. Definitions  

3.1. Rockwool – Horticultural growing media made from the natural ingredients 

Basalt rock and Chalk. 

3.2. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.3. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.4. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Management)  

4.3. Cultivation Supervisor (Supervision) 
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5. What Needs to Happen First 

5.1. Transplant the Clone (0.1.2.4.SOP) 

5.2. Mix Fertilizer (0.1.2.9.SOP) 

 

6. Tools Needed to Complete this Task 

6.1. Green waste container 

6.2. Fertilizer mix 

6.3. Shears 

6.4. Water pump 

6.5. Hose 

6.6. 50-gallon tank 

 

7. How to Complete this Task 

7.1. During the first week of transplant, plants should only receive 30% of the 

maximum lighting. 

7.1.1. After one week, transplant lighting should increase to 50%, where they 

will remain until being moved to the Flowering Room. 

7.1.2. Lighting can be adjusted as needed to either slow down (less light) or 

accelerate (more light) plant development. 

7.2. Check the bottom of the rockwool for root development. If any roots have 

developed, they should be white, not brown. 

7.3. Add fertilizer mixes [see Mix Fertilizer (0.1.2.9.SOP)] to the 50-gallon tank.  

7.3.1. Mix fertilizer as needed for each watering. 

7.4. Attach hose to water pump, and place the pump into the 50-gallon water tank 

containing the fertilizer mixes. 

7.5. Gently hose the rockwool containing the transplants to the point of dampness, 

being careful not to over water the plants. 
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7.6. Remove any leaves that look dry or unhealthy or potentially block the light 

source to lower leaves and flowing points. Leaves should be deep green. 

7.7. As the transplants approach the three-week mark (from when the clone was 

transplanted), closely monitor for root development. When roots are long, white 

(brown roots is a sign of illness) and densely packed, the transplants should be 

marked for transport to the Flowering Room.  

 

8. Additional Resources Relating to this Task 

8.1. Culling Unhealthy Plants SOP (0.1.3.4.SOP) 
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1. Task that is Described in this Document 

1.1. To move viable clones from infant stage to transplant stage.   

 

2. When it Needs to Happen 

2.1. This procedure applies to all rooted clones that have matured to the point of 

transplant.  

 

3. Definitions  

3.1. Rooting Plug – a sustainable growing media used in hydroponic growing systems 

that is made from coconut husk material. 

3.2. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.3. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.4. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Supervision) 

4.3. Cultivation Supervisor (Management) 

 

5. What Needs to Happen First  

5.1. Daily Clone Care and Development (0.1.2.3.SOP) 
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6. Tools Needed to Accomplish this Task 

6.1. Rock Wool 

6.2. Clone Plug Tray 

6.3. Exam gloves 

6.4. Rooting Plug 

 

7. How to Complete this Task 

7.1. Gently remove the clone from the plug tray. 

7.1.1. Viable clones should appear healthy, and have long, densely packed white 

roots protruding from bottom and edges of the hormone growing media.  

7.1.2. Discard any clones that are not showing any roots or appear to be 

otherwise unhealthy. 

7.2. While wearing exam gloves, push two fingers into the prefabricated hole in the 

center of the Rock Wool media. 

7.3. Holding the clone by the rooting plug (do not directly handle the plant, even with 

gloves), push the clone plug containing the clone in the fabricated hole in the 

Rock Wool, making sure that the roots are buried in the soil. 

7.4. Log in to MyMedMen with your personal credentials.  

7.5. Scan the barcode on the tray(s) of the transplants being migrated to the flowering 

rooms. 

7.6. From the Detail Pane, select “Move To.” 

7.7. Under “Move To” select “Flower.” 

7.8. Select a room from the dropdown menu. 

7.9. Select “Adjust Plants” to complete the digital migration process. 
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8. Additional Resources Related to this Task 

N/A 
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1. Task that is Described in This Document 

1.1. The provision of daily care to assure health and root development for planted 

clones, prior to transplant.  

 

2. When it Needs to Happen 

2.1. This procedure should be conducted every other day, at the beginning of each 

day, unless otherwise specified in section 7. 

 

3. Definitions 

3.1. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

3.3. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.4. Magnesia Sulfate solution (Spray Bottle) 

3.5. Water (Spray Bottle) 

3.6. Life Cloning Solution (Spray Bottle) 

 

4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Supervision) 

4.3. Cultivation Supervisor (Management) 
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5. What Needs to Happen First 

5.1. Planting Clone (0.1.2.2.SOP) 

 

6. Tools Needed to Accomplish this Task 

6.1. Cloth 

6.2. Nutrient water 

6.3. Purified water 

 

7. How to Complete this Task 

7.1. Remove lids from clone plug trays, wiping all condensation off with a clean dry 

cloth. This should be conducted daily. 

7.2. Apply a water mist spray of 5-6 pumps to the tops of the plants. This should be 

done daily.  

7.3. Inspect clones for health. 

7.3.1. Inspect the color of the leaves on the clone. They should be deep green. 

7.4. Inspect the trunk of the clone. 

7.4.1. The trunk of the clone should be brown and rigid. Soft, white looking 

trunks are signs of unhealthy plants and should be discarded.  

7.5. Inspect the roots of the clones.  

7.5.1. Gently lift several clones in each tray to inspect the base to see if roots are 

popping through the soil. Healthy and mature clones should have off-white 

roots. Brown or browning roots are signs of bad health. Be very careful not 

to pull on or stress the cloned plant. Clones should be directly handled as 

little as possible.  

7.5.2. If healthy roots are protruding from the base of the hormone media, refer 

to Transplant the Clone (0.1.2.4.SOP) to move the clone to the transplant 

stage of development.  
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7.5.3. Clone development from cut to transplant, is approximately 3-4 weeks. 

7.6. Check the tops of the rooting media for each clone to make sure none are dry to 

the touch.  

7.7. Look under the rooting media to see if roots have developed. If so, dip the clone 

plug tray in nutrient water to irrigate the crop. 

7.8. Replace dome lids to the top of the plug trays.  

 

8. Additional Resources Relating to this Task 

N/A  
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1. Task that is Described in this Document 

1.1. The application of freshly cut clones to rooting plug, to assure maximum 

viability. 

 

2. When this Task Needs to Happen 

2.1. This process should be conducted immediately after Harvest Clone from Mother 

Plant (0.1.2.1.SOP). 

 

3. Definitions 

3.1. Strain – a particular type/brand of medical marijuana. 

3.2. Clone – a rooted plant cutting taken from the mother plants. Clones are exact 

genetic copies of the mother plant.  

3.3. Plug tray – a plastic tray that holds the soil plugs for rooting. 

3.4. Clone Technician – an individual who is responsible for planting and monitoring 

clones. Reports to the Cultivation Manager/Supervisor. 

3.5. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.6. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

3.7. Rooting Media Plug – a sustainable growing media used in hydroponic growing 

systems that is made from coconut husk material. 

3.8. Cloning Gel – Specially formulated gel to provide needed nutrients to newly 

created clones. 
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4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Supervision) 

4.3. Cultivation Supervisor (Management) 

 

5. What Needs to Happen First  

5.1. Harvest Clone from Mother Plant (0.1.2.1.SOP) 

 
6. Tools Needed to Accomplish this Task 

6.1. Clone measurement tool 

6.2. Plug tray with cover 

6.3. Pruning shears 

6.4. Cloning Gel solution 

6.5. Transport cart 

6.6. Rooting Hormone Media 

6.7. Razor or Straight Edge Blade 

 

7. How to Complete This Task 

7.1. To ensure proper clone length is harvested, use clone measurement tool to 

measure the length of the clone to 6-inches.  

7.2. Remove any unwanted leaves from the clone. 

7.2.1. Remove stems and leaves from the bottom portion (approximately bottom 

2-inches) of the clone. 

7.2.2. Determine and remove additional leaves and stems to create an even and 

sparse distribution along the main stem. 

7.2.3. Final distribution should maximize the light source from the top of the 

plant. Most of the remaining leaves should be located at the top of the clone.  
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7.3. Clip the tips of the remaining large leaves.  

7.4. Finalize the cut clone, by using a single blade (not shears) to cut the base of the 

main stem at an approximate 45° to 60° angle, to allow for maximum water 

absorption.  

7.5. Dip the bottom 1/4-inch of the main stem into the Cloning Gel. 

7.6. Apply the rooting medium. 

7.6.1. Grab the cut clone by the stem. 

7.6.2. Insert the stem approximately 2/3 of the way into the Rooting Hormone 

Media, using the center hole. The bottom of the clone should not protrude 

from the base of the Rooting Media Plug. 

7.6.3. Assure that the planted clone can stand upright on its own.  

7.7. Insert the Rooting Hormone Media containing the clone into plug tray. 

7.8. Mist the cuttings with a water bottle filled with distilled water. 

7.8.1. Hold the water bottle approximately 8-10 inches from the clone. 

7.8.2. Pump the handle 3 times to mist the clone. 

7.9. When the plug tray has been filled with clones, pump the handle 5 times to mist 

all of the clones in the tray. 

7.10. Place the tray on a transport rack. 

7.11. Cover on top of the plug tray, being careful to make sure the entirety of all 

clones are under the dome, and not clipping or squeezing the plants. 

7.12. Log in to MyMedMen software with your personal credentials and select 

the grow location from the upper-left corner, above the Navigational Sidebar.   

7.13. Select “Grow” from the Navigational Sidebar.  

7.14. Select the “+” icon to add new plants. 
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7.15. From the Stage dropdown menu Detail Pane, select the Clone stage.  

 
7.16. Click “Start.” 
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7.17. From the “Start New Grow” page, populate “Strain” (name) and “Total 

Plants Added” fields. 

 
7.18. Select the ID band color that corresponds with the blank labels in the label 

printer. 

7.19. Select the room that the plant is being added to from the “Select A Room” 

dropdown menu. 

7.19.1. Only rooms valid for the Stage to which the plant is being added will be 

displayed in the menu. 

7.20. Leave “Print Labels” in the On position, unless labels for the new plants 

have already been created.  

7.21. Click “Save.” 

7.22. Affix printed labels loosely around the trunk of the new plant or plants.  

 

8. Additional Resources Related to this Task 

8.1. Harvest Clone Form (0.1.2.1.FO) 
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1. Task that is Described in this Document 

1.1. Harvesting the healthiest and most viable clones from the mother plant, in 

preparation for planting in rooting plug. 

 

2. When this Task Needs to Happen 

2.1. This task is to be performed daily, until the goal number of clones has been met 

for the day.   

 

3. Definitions 

3.1. Strain – a particular type/brand of medical marijuana. 

3.2. Clone – a rooted plant cutting taken from the mother plants. Clones are exact 

genetic copies of the mother plant.  

3.3. Clone Technician – an individual who is responsible for selecting, trimming, 

planting and monitoring clones. Reports to the Cultivation Manager/Supervisor. 

3.4. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.5. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Clone Technician (Performance) 

4.2. Cultivation Manager (Director)  

4.3. Cultivation Supervisor (Supervision) 
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5. What Needs to Happen First 

5.1. Create New Mother Plant (0.1.2.7.SOP) 

 

6. Tools Needed to Accomplish Task  

6.1. Pruning shears 

6.2. Bucket 

6.3. Plug Tray 

6.4. Rooting Plugs 

 

7. How to Complete This Task 

7.1. Identify mothers to be used for the creation of clones.  

7.1.1. Create clones from tallest and healthiest-looking mother plants. Generally, 

this will be the next plant in sequence, from the last time the procedure was 

conducted.  

7.2. Select the sturdiest branches. Branches should be thick enough to fully support 

the weight of the leaves and branches once the clone is antonymous and planted 

in an upright position. 

7.3. Select the greenest cuttings, and avoid any cuttings that are yellow or showing 

signs of yellowing.  

7.3.1. Report any yellowing mothering plants to the Cultivation Manager. 

Unhealthy mother plants may be treated or marked for deletion. 
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7.4. Clip the clone.  

7.4.1. Clone cuttings should be a minimum of 6-inches in height.  

7.4.2. Some large cuttings may produce more than one clone.  
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7.5. Place cuttings in a large bucket, in preparation for delivery to Clone Technician 

for planting. 

 

8. Additional Resources Related to this Task 

8.1. Creating New Mother Plants (0.1.6.2.SOP) 
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1. Task that is Described in this Document 

1.1. Procure a water sample to be sent out for testing to ensure proper nutrition and 

optimal health for plants.  

 

2. When it Needs to Happen 

2.1. This procedure should be conducted every two weeks, or if plants show signs of 

nutritional deficiency.  

 

3. Definitions 

3.1. Graduated Container – Container used for measuring liquids.  

3.2. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Responsible for 

monitoring the automated irrigation system.  Mixes new fertilizer stock solutions 

using the provided recipe for specified stock tanks. Performs daily irrigation 

“field checks” to ensure the accuracy of the irrigation delivery system. 

3.3. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Technician (Performance)  

4.2. Cultivation Manager (Management) 

4.3. Cultivation Supervisor (Supervision) 

 

5. What Needs to Happen First 

N/A 
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6. Tools Needed to Complete this Task 

6.1. 8oz plastic sample bottle  

6.2. Shipping box and materials 

6.3. Adhesive pre-printed label 

 

7. How to Complete this Task 

7.1. Submerge the sample bottle into the water to be tested, filling the bottle up to the 

8 oz. mark.  

7.2. Securely cap the bottle, ensuring that there is no leakage.  

7.3. Print out a label containing the date the sample was taken, and from which 

cultivation room.  

7.4. Pack the bottle containing the sample into a shipping box, making sure that it is 

carefully wrapped to prevent shaking, leaking or breakage.  

7.5. Ship the samples to the testing laboratory.  

 

8. Additional Resources Relating to this Task 

8.1. Mixing Plant Fertilizer (0.1.5.1.SOP) 
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1. Task that is Described in this Document 

1.1. Use the Hortimax to manually add an irrigation event in real-time.   

 

2. When it Needs to Happen 

2.1. This procedure should be conducted as needed, when plants are showing signs of 

dehydration.  

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Responsible for 

monitoring the automated irrigation system.  Mixes new fertilizer stock solutions 

using the provided recipe for specified stock tanks. Performs daily irrigation 

“field checks” to ensure the accuracy of the irrigation delivery system. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Manager (Management) 

4.2. Cultivation Supervisor (Supervision) 

 

5. What Needs to Happen First 

N/A 

 

6. Tools Needed to Complete this Task 

6.1. PC running Hortimax irrigation software  
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7. How to Complete this Task 

7.1. Submerge the sample bottle into the water to be tested, filling the bottle up to the 

8 oz. mark.  

7.2. Securely cap the bottle, ensuring that there is no leakage.  

7.3. Print out a label containing the date the sample was taken, and from which 

cultivation room.  

7.4. Pack the bottle containing the sample into a shipping box, making sure that it is 

carefully wrapped to prevent shaking, leaking or breakage.  

7.5. Ship the samples to the testing laboratory.  

 

8. Additional Resources Relating to this Task 

8.1. Mixing Plant Fertilizer (0.1.5.1.SOP) 
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1. Task that is Described in this Document 

1.1. To monitor, adjust and set level alarms for the water tank levels using the 

Hortimax irrigation software system.  

 

2. When it Needs to Happen 

2.1. Water tank levels should be closely monitored throughout the day, and either 

leveled off or added to as needed.   

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Responsible for 

monitoring the automated irrigation system.  Mixes new fertilizer stock solutions 

using the provided recipe for specified stock tanks. Performs daily irrigation 

“field checks” to ensure the accuracy of the irrigation delivery system. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Manager (Management) 

4.2. Cultivation Supervisor (Supervision) 

 

5. What Needs to Happen First 

N/A 

 

6. Tools Needed to Complete this Task 

6.1. PC running Hortimax irrigation software  
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7. How to Complete this Task 

7.1. From the Hortimax software, select the Water Storage Tanks icon. 

7.2. Monitor and adjust settings under the “Readouts” tab. 

 
7.3. Fresh water tanks should be kept as high as possible, maximum 95% full. Fill 

tank with fresh water if it’s running low.  

7.4. Closely monitor Veg Tank and Flower Tank. If levels get too high, the tanks 

need to be manually drained to avoid overflowing. 
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8. Additional Resources Relating to this Task 

8.1. Mixing Plant Fertilizer (0.1.5.1.SOP) 
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1. Task that is Described in this Document 

1.1. To monitor, adjust and set timers for the climate settings for the individual grow 

rooms using the Hortimax software. 

 

2. When it Needs to Happen 

2.1. The climate of the grow rooms should be closely monitored daily, and adjusted 

as needed.   

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Responsible for 

monitoring the automated irrigation system.  Mixes new fertilizer stock solutions 

using the provided recipe for specified stock tanks. Performs daily irrigation 

“field checks” to ensure the accuracy of the irrigation delivery system. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Manager (Management) 

4.2. Cultivation Supervisor (Supervision) 

 

5. What Needs to Happen First 

N/A 

 

6. Tools Needed to Complete this Task 

6.1. PC running Hortimax software  
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7. How to Complete this Task 

7.1. From the Hortimax PC software click on the Lighting General icon. 

 
7.2. Click on the “Basic” tab. 

7.3. Click on the number in the room (column) to be edited, to change the cooling 

setpoint (thermostat temperature) for each room. Enter a number as Fahrenheit 

degrees. 

7.4. Click on the number in the room (column) to be edited, to change the “Absolute 

minimum setpoint” for the room. This number should be kept low. 

7.5. To create or edit the climate schedule, click on the thermostat icon to the right of 

the number, to open the Climate Scheduling Graph. 

7.5.1. No schedule will maintain the cooling setpoint for the room set in the 

Cooling General basic tab.  
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7.6. From the Cooling Schedule Graph, click on a time in the Blue line to add a new 

timed cooling setpoint event. 

7.7. Adjust the time and temperature of the setpoint event at the bottom of the screen, 

under the Cooling Setpoint tab. 

7.8. From the Cooling Schedule Graph, click on a time in the Red line to add a new 

timed heating setpoint event. 

7.9. Adjust the time and temperature of the event at the bottom of the screen, under 

the Heating Setpoint tab. 

7.10. Repeat 7.6 – 7.9 for each new Cooling/Heating setpoint event.  

7.11. Click “Apply” to save and apply all of the changes to the climate schedule.  

7.12. Click the “Readout” tab to monitor the status of the grow rooms in real-

time.  

 

8. Additional Resources Relating to this Task 

N/A  
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1. Task that is Described in this Document 

1.1. To monitor and adjust general lighting settings within the Hortimax irrigation 

system. 

 

2. When it Needs to Happen 

2.1. Light settings should be monitored regularly and adjusted as needed by the 

Cultivation Manager or Supervisor. (Rate of plant development can be 

accelerated or decelerated by adjusting the amount of light the plants receive on a 

daily basis.)  

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Responsible for 

monitoring the automated irrigation system.  Mixes new fertilizer stock solutions 

using the provided recipe for specified stock tanks. Performs daily irrigation 

“field checks” to ensure the accuracy of the irrigation delivery system. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Technician (Performance)  

4.2. Cultivation Manager (Management) 

4.3. Cultivation Supervisor (Supervision) 

 

5. What Needs to Happen First 

N/A 
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6. Tools Needed to Complete this Task 

6.1. PC running Hortimax software  

 

7. How to Complete this Task 

7.1. From the Hortimax software, click the “Lighting Settings” icon. 

 
7.2. Click on the “Period” tab.  

7.2.1. The “Basic” and “Readout” tabs should not be adjusted without consulting 

with the Cultivation Supervisor or Director. 

7.3. Click on the Green clock icon to adjust the Start (lights on) and End (lights off) 

time for each grow room. 

7.3.1. Time is displayed as a 24-hour clock, i.e. 13:00 = 1:00pm.  

 

8. Additional Resources Relating to this Task 

N/A  
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1. Task that is Described in this Document 

1.1. To monitor and adjust the amount of fertilizer and nutrients using the Hortimax 

irrigation system. 

 

2. When it Needs to Happen 

2.1. Fertigation should be monitored daily and adjusted as needed, to address any 

health or deficiencies per Sampling Irrigation Water for Lab Testing 

(0.1.5.2.SOP) and General Health Inspection (0.1.3.2.SOP). 

 

3. Definitions 

3.1. Hortimax – PC software used to control the irrigation, climate and lighting of 

cultivation grow rooms.   

3.2. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Responsible for 

monitoring the automated irrigation system.  Mixes new fertilizer stock solutions 

using the provided recipe for specified stock tanks. Performs daily irrigation 

“field checks” to ensure the accuracy of the irrigation delivery system. 

3.3. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Manager (Management) 

4.2. Cultivation Supervisor (Supervision) 
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5. What Needs to Happen First 

5.1. General Health Inspection (0.1.3.2.SOP) 

 

6. Tools Needed to Complete this Task 

6.1. PC running Hortimax software 

6.2. Water sampling test results (optional) 

 

7. How to Complete this Task 

7.1. Within the Hortimax PC software, click on the Fertigation Settings icon.  

 
7.2. The FertiMix “Supply EC setpoint recipe” should remain set at 1.5 mS/cm. 
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7.3. Select the “Volume/Duration” tab to adjust how long the irrigation should last in 

seconds. 60 seconds delivers one-hundred milliliters of the irrigation recipe. 

Make adjustments accordingly to provide more or less fertilizer.  

7.4. Select the “EC dosage” tab to adjust the setpoint in electro-conductivity in 

milliseconds per centimeter [mS/cm]. 

 
7.5. Set pH dosage to control pH levels. These levels should never be lower than 4.0 

or exceed 6.0. 

 
 

8. Additional Resources Relating to this Task 

8.1. Mixing Plant Fertilizer (0.1.5.1.SOP) 

8.2. General Health Inspection (0.1.3.2.SOP) 

8.3. Sampling Irrigation Water for Lab Testing (0.1.5.2.SOP) 
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1. Task that is Described in this Document 

1.1. Procure a water sample to be sent out for testing to ensure proper nutrition and 

optimal health for plants.  

 

2. When it Needs to Happen 

2.1. This procedure should be conducted every two weeks, or if plants show signs of 

nutritional deficiency.  

 

3. Definitions 

3.1. Graduated Container – Container used for measuring liquids.  

3.2. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Responsible for 

monitoring the automated irrigation system.  Mixes new fertilizer stock solutions 

using the provided recipe for specified stock tanks. Performs daily irrigation 

“field checks” to ensure the accuracy of the irrigation delivery system. 

3.3. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Technician (Performance)  

4.2. Cultivation Manager (Management) 

4.3. Cultivation Supervisor (Supervision) 

 

5. What Needs to Happen First 

N/A 
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6. Tools Needed to Complete this Task 

6.1. 8oz plastic sample bottle  

6.2. Shipping box and materials 

6.3. Adhesive pre-printed label 

 

7. How to Complete this Task 

7.1. Submerge the sample bottle into the water to be tested, filling the bottle up to the 

8 oz. mark.  

7.2. Securely cap the bottle, ensuring that there is no leakage.  

7.3. Print out a label containing the date the sample was taken, and from which 

cultivation room.  

7.4. Pack the bottle containing the sample into a shipping box, making sure that it is 

carefully wrapped to prevent shaking, leaking or breakage.  

7.5. Ship the samples to the testing laboratory.  

 

8. Additional Resources Relating to this Task 

8.1. Mixing Plant Fertilizer (0.1.5.1.SOP) 
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1. Task that is Described in this Document 

1.1. Mix fertilizers to be used in irrigation systems, formulated to provide maximum 

nutrients and health to transplants, mother plants and flowering plants.  

 

2. When it Needs to Happen 

2.1. This procedure should be conducted as needed—approximately every month—as 

the previously mixed batch of fertilizer runs low.  

 

3. Definitions 

3.1. Irrigation Technician – An individual who is responsible for monitoring and 

creating fertilizer mixes, as well as the performance of other irrigation related 

duties.  

3.2. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Responsible for 

monitoring the automated irrigation system.  Mixes new fertilizer stock solutions 

using the provided recipe for specified stock tanks. Performs daily irrigation 

“field checks” to ensure the accuracy of the irrigation delivery system. 

3.3. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Irrigation Technician (Performance)  

4.2. Cultivation Manager (Management) 

4.3. Cultivation Supervisor (Supervision) 
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5. What Needs to Happen First 

N/A 

 

6. Tools Needed to Complete this Task 

6.1. 50-gallon Barrel  

6.2. Scale 

6.3. Measuring Cup 

6.4. Scoop 

6.5. Paddle mixer 

 

7. How to Complete this Task 

7.1. Fill barrel with 25 gallons of water.   

7.2. Tar a scale with an empty and clean measuring cup. 

7.3. Referring to Fertilizer Recipe (0.1.5.1.DOC), measure the listed ingredients for 

Mix A and add the chemicals to the 50-gallon barrel of water using the 

measuring cup. 

7.3.1. The Fertilizer Recipe (0.1.5.1.DOC) is used as a general guideline; the 

amounts required are subject to change depending on the latest results of the 

nutritional analysis. Consult with the Director of Cultivation or Cultivation 

Manager prior to adding chemicals, to see if any adjustments are required.  

7.3.2. Depending on scale limitations, some chemicals may need to be added in 

batches to reach the amounts listed in the recipe. 

7.3.3. Consult with the Cultivation Supervisor or Cultivation Manager to see if 

any chemicals need to be adjusted per the most recent sample test. 

7.4. As chemicals are added, rinse the measuring cup with the barrel water to ensure 

all measured contents are being added to the water.  
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7.5. Add an additional 25 gallons of water to the barrel, continuing to mix the nutrient 

contents. 

7.6. Mix the barrel as needed with a mixing paddle. There should be no powered 

chemicals at the bottom of the barrel. 

7.7. Repeat 7.3-7.5 for Mix B.  

 

8. Additional Resources Relating to this Task 

8.1. Fertilizer Recipe (0.1.5.1.DOC) 
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1. Task that is Described in This Document 

1.1. To create a process that ensures only authorized personnel can change the light 

cycle to a flowering light cycle. 

 

2. When this Task Needs to Happen 

2.1. This procedure applies to any plants that are currently in the Flower Room that 

are ready to be switched to a flowering growth phase. 

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

 

4. Who Needs to Perform this Task 

4.1. Cultivation Manager/Supervisor 

 

5. What Needs to Happen First  

5.1. Hortimax Synopta PC 

 

6. How to Complete This Task 

6.1. Open Hortimax Synopta Climate Control Program. 

6.1.1. Follow the Set Vegetative Light Cycle SOP (0.1.3.1.SOP). 
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7. Additional Resources Relating to this Task 

7.1. Set Vegetative Light Cycle SOP (0.1.3.1.SOP) 
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1. Task that is Described in this Document 

1.1. We will employ and maintain adequate means to exclude rodents, insects, birds 

and any kind of pests from all processing, cultivation, manufacturing and storage 

areas. In cultivation, biological (predator/prey) pest control also ensures the 

maximum health of the crop, while still avoiding pesticides and other 

contaminants.  

 

2. When this Task Needs to Happen 

2.1. This procedure is ongoing and is conducted of a proactive, preventative basis. 

Sticky card traps should be analyzed at least once a week.  

 

3. Definitions 

3.1. Cultivation Manager – an individual who oversees the cultivation department to 

ensure proper procedures are implemented and adhered to. Performs duties that 

support the company’s QA and operational key indicators. Verifies all products 

adhered to Food Safety, Quality and SQF 2000 standards and specifications. 

3.2. Cultivation Supervisor – an individual who is second in command when the 

Cultivation Manager is not present. Performs all necessary duties of the 

Cultivation Manager. 

3.3. Biological Pest Control – An organic farming method that uses living organisms 

to control pest populations, resulting in clean, pesticide-free Cannabis.  

3.4. Beneficials – Insects that are specifically used to as predators to eliminate pests 

as prey.  
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4. Who Needs to Perform this Task 

4.1. Cultivation Manager 

4.2. Cultivation Supervisor 

4.3. Plant Technician 

 

5. What Needs to Happen First 

N/A 

 

6. Tools Needed to Accomplish This Task 

6.1. Insect Sticky Card Traps 

6.2. Magnifying Glass 

6.3. Insect Distribution Boxes 

 

7. How to Perform this Task 

7.1. Remove insect sticky card strips and analyze the pests that have been trapped.  

7.2. Using a magnifying glass, note whether any new species of pests may have 

developed since the last analysis. 

7.2.1. Use the marking on the card in tandem with information provided by the 

pest control vendor, to determine approximate population of pests.  

7.2.2. Different populations of pests may determine the best beneficial to 

introduce to the crop.  

7.3. Report any new findings to the Cultivation Director or Cultivation Manager. 

7.3.1. Cultivation Manager or Supervisor will order beneficials that are designed 

to feed on the relevant pest species and population.  

7.3.2. Some beneficial insects are introduced by adding to the insect distribution 

boxes hanging from the plants in the crop, others such as Persimilis, will 

come as a 100ml bottle that is gently shaken over the leaves of the plants.	 
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7.4. Replace sticky cards as needed, approximately every month or so.  

 

8. Exhibits 

N/A 
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All this amount X 50 gall of water stock solution, injector ratio 1: 100
A Mix Fertilizer Amount Units
Calcium Nitrate 30 Lbs
Potassium Nitrate 11 Lbs
Iron Chelate (13%) 2 Lbs
Citric Acid 2 Lbs
B Mix Fertilizer
Potassium Nitrate 11 lbs
Monopotassium phosphate 20 lbs
Magnesium Sulphate 24 lbs
Manganese Sulphate 151 grams
Zinc Sulphate 21 grams
Boron 74 grams
Copper  Sulphate 6 grams
Sodium Molybdate 2 grams
Citric Acid 2 lbs

C  Mix
Phosphoric Acid 10 liters

Fertilizer Recipe Issue Date: Page: 1 of 1
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1. Objective 

To make sure our produce is free of any pathogen.  

 

2. Scope 

Testing for microorganisms 

 

3. Definitions 

3.1. Laboratory Manager - Manages standard operation procedure routine laboratory 

activities and personnel in the analysis and extraction of cannabinoid oil through 

ultra-performance convergence chromatography and carbon dioxide supercritical 

fluid extraction respectively 

3.2. Chemist - Manages day to day operation of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively 

3.3. Laboratory Technician - manual operator of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively 

3.4. Stomacher Blender – circulator paddle blender machine, which homogenizes 

vegetables with out contaminating the sample.  

3.5. 3M Petrifilms – water-soluble gelling agent that has nutrients for microbial 

growth.  
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4. Responsibility 

4.1. Directed and formulated by Laboratory Manager 

4.2. Managed by Chemist 

4.3. Operated by Laboratory Technician 

 

5. Prerequisites  

5.1. Sterile stomacher bag (SUP037) 

5.2. Scale (LAB085) 

5.3. Sterile 1% buffered peptone water (SUP038) 

5.4. Automatic pipetor (LAB076) 

5.5. Stomacher blender (LAB113) 

5.6. Test tubes (SUP040) 

5.7. Vortex (LAB116) 

5.8. 3M Petrifilms (SUP039) 

5.9. Incubator (LAB115) 

5.10. 3M Petrifilm Plate Reader (LAB114) 

 

6. Procedure 

6.1. Check in marijuana 

6.1.1. Check out marijuana by following the Marijuana Check Out SOP 

(6.9.4.SOP) 

6.2. Measure out cannabis into a sterile stomacher bag 

6.2.1. Open the sterile stomacher bag and place it on the scale  

6.2.2. Tare scale 

6.2.3. Place 2g of marijuana into the sterile stomacher bag 

6.2.4. Record the weight 

6.3. Transfer 18mL of sterile 1% buffered peptone water into a sterile stomacher bag 
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6.3.1. Pipet 18mL of sterile 1% buffered peptone water with an automatic 

pipetor 

6.3.2. Transfer the sterile 1% buffered peptone water from the automatic pipetor 

to the stomacher bag 

6.4. Homogenize the sterile stomacher bag sample with the stomacher blender.  

6.4.1. Open the stomacher blender 

6.4.2. Slide the sterile stomacher bag into the slot 

6.4.3. Leave the open end of the bag outside of the door  

6.4.4. Close the stomach blender – this will ensure a seal of the sterile stomacher 

bag.  

6.4.5. Turn the stomacher on for one minute. 

6.4.6. Once the stomacher is finished remove the sterile stomacher bag. 

6.5. Make serial sample dilutions 10-1, 10-2, and 10-3. 

6.5.1. Take three test tubes and label them 10-1, 10-2, and 10-3. 

6.5.2. Transfer 1mL of solution from the sterile stomacher bag via automatic 

pipet and deposit it into test tube 10-1 

6.5.3. Now add 9 mL of 1% buffered peptone water into test tube 10-1 

6.5.4. Vortex test tube 10-1 

6.5.5. Transfer 1mL of solution from 10-1 via microvolume pipet and deposit it 

into test tube 10-2 

6.5.6. Now add 9 mL of 1% buffered peptone water into test tube 10-2. 

6.5.7. Vortex test tube 10-2 

6.5.8. Transfer 1mL of solution from 10-2 via microvolume pipet and deposit it 

into test tube 10-3 

6.5.9. Now add 9 mL of 1% buffered peptone water into test tube 10-3 

6.5.10. Vortex test tube 10-3 

6.6. Plate the dilutions on 3M Petrifilms. 
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6.6.1. Pipet out 1mL of each dilution  

6.6.2. Add 1mL of solution to the 3M Petrifilms in duplicates 

6.7. Incubate the plates at 37oC for 24 hours 

6.7.1. Open the incubator  

6.7.2. Place the 3M Petrifilm in the incubator  

6.7.3. Set the timer for 24 hours 

6.7.4. Close the incubator   

6.8. Confirm coliforms presented as red colonies associated with gas bubbles  

6.9. Use the 3M Petrifilm Plate Reader to detect the levels of contamination via 

colony forming units per gram (CFU/g) 

7. Exhibits 

7.1. Marijuana Check Out SOP (6.9.4.SOP) 
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1. Objective 

Dispose of the vape products.  Ensure the non-hazardous medical marijuana waste is 
unusable and unrecognizable. Ensure hazardous waste is managed in accordance with 
Federal and State law, rules and regulations related to hazardous waste. 

 

2. Scope 

All vape products that must be destroyed for reasons including but not limited to past 

expiration date, customer returns and faulty product.  

 

3. Definitions  

3.1. Dispensary Manager – Manager of the dispensary facility responsible for day-to-

day operations. 

3.2. Dispensary Manager Stock – Bulk approved medical marijuana product storage 

for the dispensing facility.  

3.3. Stock Controller – Employee responsible for maintaining stock to be dispensed 

to Certified Patients and Designated Caregivers.  

3.4. Stock Controller Stock – Stock under control and accountability of the Stock 

Controller. 

 

4. Responsibility 

4.1. Directed by Dispensary Manager 

4.2. Performed by Stock Controller  

4.3. Verified by Dispensary Manager 
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5. Prerequisites  

5.1. Ethanol (SUP026) 

5.2. Ethanol wash bottle (SUP036) 

5.3. Garden lime fertilizer (SUP046) 

5.4. Contractor bags (SUP045) 

6. Procedure 

6.1. Remove the cap from the vape pen cartridge.   

6.2. Place the marijuana-blended oil into a contractor bag filled with fertilizer.  

6.2.1. Open a bag of garden lime fertilizer 

6.2.2. Pour all of the fertilizer into a contractor bag 

6.2.3. Pour the solution from the vape pen cartridge into the fertilizer 

6.2.4. Mix the bag of fertilizer.  

6.3. Place the contractor bag inside the dumpster.  

6.4. Ensure waste is indistinguishable and incapable of being ingested, inhaled, 

injected, swallowed or otherwise used for certified medical use. 

6.5. Dumpster will be picked up weekly. 

 

7. Exhibits 

N/A 
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1. Objective 

Dispose of the tincture products.  Ensure the non-hazardous medical marijuana waste is 
unusable and unrecognizable. Ensure hazardous waste is managed in accordance with 
Federal and State law, rules and regulations related to hazardous waste. 

 

  

2. Scope 

      All tincture products that must be destroyed for reasons including but not limited to  

      past expiration date, customer returns and faulty product.  

 

3. Definitions 

3.1. Dispensary Manager – Manager of the dispensary facility responsible for day-to-

day operations. 

3.2. Dispensary Manager Stock – Bulk approved medical marijuana product storage 

for the dispensing facility.  

3.3. Stock Controller – Employee responsible for maintaining stock to be dispensed 

to Certified Patients and Designated Caregivers.  

3.4. Stock Controller Stock – Stock under control and accountability of the Stock 

Controller. 

 

4. Responsibility 

4.1. Directed by Dispensary Manager 

4.2. Performed by Stock Controller  

4.3. Verified by Dispensary Manager 
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5. Prerequisites  

5.1. Contractor bags  (SUP045) 

5.2. Garden lime fertilizer (SUP046) 

5.3. Ethanol (SUP026) 

5.4. Ethanol wash bottle (SUP036) 

 

6. Procedure 

6.1. Remove cap from the tincture bottle. 

6.2. Pour the marijuana-blended oil into a contractor bag filled with fertilizer.  

6.2.1. Open a bag of garden lime fertilizer. 

6.2.2. Pour all of the fertilizer into a contractor bag. 

6.2.3. Pour the tincture solution from the gel caps into the fertilizer. 

6.2.4. Mix the bag of fertilizer.  

6.3. Place the contractor bag inside the dumpster.  

6.4. Ensure waste is indistinguishable and incapable of being ingested, inhaled, 

injected, swallowed or otherwise used for certified medical use. 

6.5. Dumpster will be picked up weekly. 

 

7. Exhibits. 

N/A 
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1. Objective. 

Dispose of the soft gel products.  Ensure the non-hazardous medical marijuana waste is 

unusable and unrecognizable. Ensure hazardous waste is managed in accordance with 

Federal and State law, rules and regulations related to hazardous waste. 

 

2. Scope. 

All soft gel products that must be destroyed for reasons including but not limited to 

past expiration date, customer returns and faulty product.  

 

3. Definitions. 

3.1. Dispensary Manager – Manager of the dispensary facility responsible for day-to-

day operations. 

3.2. Dispensary Manager Stock – Bulk approved medical marijuana product storage 

for the dispensing facility.  

3.3. Stock Controller – Employee responsible for maintaining stock to be dispensed 

to Certified Patients and Designated Caregivers.  

3.4. Stock Controller Stock – Stock under control and accountability of the Stock 

Controller. 

 

4. Responsibility 

4.1. Directed by Dispensary Manager. 

4.2. Performed by Stock Controller.  

4.3. Verified by Dispensary Manager 
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5. Prerequisites.  

5.1. Cutting board (SUP047). 

5.2. Knife (SUP046). 

5.3. Ethanol (SUP026). 

5.4. Ethanol wash bottle (SUP036). 

5.5. Garden lime fertilizer (SUP046). 

5.6. Contractor bags (SUP045). 

 

6. Procedure. 

6.1. Remove the oil from the soft gel. 

6.1.1. Place soft gel on cutting board. 

6.1.2. Cut the soft gel with a knife.  

6.1.3. Separate the two halves.  

6.2. Place the marijuana-blended oil into a contractor bag filled with fertilizer.  

6.2.1. Open a bag of garden lime fertilizer. 

6.2.2. Pour all of the fertilizer into a contractor bag. 

6.2.3. Pour the solution from the soft gels into the fertilizer. 

6.2.4. Mix the bag of fertilizer.  

6.3. Rinse the cutting board using ethanol from the ethanol wash bottle.  

6.4. Place the contractor bag inside the dumpster.  

6.5. Ensure waste is indistinguishable and incapable of being ingested, inhaled, 

injected, swallowed or otherwise used for certified medical use. 

6.6. Dumpster will be picked up weekly. 

7. Exhibits 
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1. Objective 

Dispose of the sample solution used to identify and quantify the cannabinoids and 

terpenes. Ensure the non-hazardous medical marijuana waste is unusable and 

unrecognizable. Ensure hazardous waste is managed in accordance with Federal and State 

law, rules and regulations related to hazardous waste. 

  

2. Scope 

All amounts of sample solutions not consumed by testing 

 

3. Definitions  

3.1. Ultra performance convergence chromatography (UPC2) - is a holistically 

designed chromatographic system that utilizes liquid CO2 as a mobile phase to 

leverage the chromatographic principles and selectivity of normal phase 

chromatography while providing the ease of use of reversed phase LC 

3.2. Autosampler - a versatile, compact sample management system that makes 

highly precise and reproducible injections of samples into the UPC2  

 

4. Responsibility 

4.1. Laboratory Manager - Manages standard operation procedure routine laboratory 

activities and personnel in the analysis and extraction of cannabinoid oil through 

ultra-performance convergence chromatography and carbon dioxide supercritical 

fluid extraction respectively 

4.2. Chemist - Manages day to day operation of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively 
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4.3. Laboratory Technician - manual operator of laboratory activities and personnel in 

the analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively 

 

5. Prerequisites  

5.1. Ultra performance convergence chromatography (LAB007) 

5.2. Microvial inserts (SUP021) 

5.3. 5 gallon polyethylene container (SUP034) 

5.4. Hydrochloric acid (SUP035) 

5.5. Ethanol (SUP026) 

5.6. Ethanol wash bottle (SUP036) 

5.7. Decapper (LAB112) 

5.8. Transport 20 gallon can (LAB111) 

5.9. Polyethylene sharps container (SUP032) 

 

6. Procedure 

6.1. Remove the microvial insert from the autosampler of the ultra performance 

convergence chromatography 

6.2. Use a decapper to remove the cap from the microvial insert 

6.3. Pour the sample into a disposable 5 gallon polyethylene container 

6.4. Measure 2mL of hydrochloric acid into a graduated cylinder  

6.5. Place the 2mL of hydrochloric acid into the disposable 5-gallon polyethylene 

container to denature the sample solution  

6.6. Rinse the microvial insert with an ethanol wash bottle three times. Place the 

waste ethanol into the 5-gallon polyethylene container  

6.7. Place the microvial insert and cap into a polyethylene sharps container  
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6.8. Pour the waste into a transport 20 gallon can  

6.9. Once every week the hazardous waste company will pick up the waste. A 

member from the laboratory will transport the 20-gallon can via dolly to the 

waste management truck outside.  

 

7. Exhibits 

N/A 
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1. Objective 

Be able to identify and quantify cannabinoids and terpenes.   

 

2. Scope 

The procedure applies to determining the quality of cannabinoid oil 

 

3. Definitions  

3.1. Carbon dioxide supercritical fluid extraction - The process of separating extracts 

from a matrix using supercritical carbon dioxide as the extracting solvent 

3.2. Chemist – Manages standard operation procedure routine laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively 

3.3. Extraction Shift Lead – Manages day-to-day operation of laboratory activities 

and personnel in the analysis and extraction of cannabinoid oil through ultra-

performance convergence chromatography and carbon dioxide supercritical fluid 

extraction respectively 

3.4. Extraction Team – Manual operator of laboratory activities and personnel in the 

analysis and extraction of cannabinoid oil through ultra-performance 

convergence chromatography and carbon dioxide supercritical fluid extraction 

respectively 

 

4. Responsibilities 

4.1. Direction – Chemist 

4.2. Control – Extraction Shift Lead  

4.3. Execution – Extraction Team 
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5. Prerequisites  

5.1. Cannabinoid standards (SUP025) 

5.2. Terpene standards (SUP025) 

5.3. Conical vial (SUP045) 

5.4. Graduated cylinder (LAB065) 

5.5. iPad with MedMen app (GA013)  

5.6. Label printer (LAB083) 

5.7. Distilled water filter (LAB079) 

5.8. Hexane (LAB042) 

5.9. Scale (LAB085) 

5.10. Sonicator (LAB117) 

5.11. Vortex (LAB116) 

5.12. Freezer (LAB018) 

5.13. Microvial Insert (SUP0219) 

5.14. PTFE filter (LAB0434) 

5.15. Syringe (SUP032) 

5.16. UPC2 (LAB007) 

 

6. Procedure 

6.1. Standard solution: 

6.1.1. Standards of cannabinoids are prepared from a 1 mg/mL stock solution to 

concentrations of 0.10, 0.25, 0.50, 0.75 mg/mL by way of a serial dilution  

6.1.2. Standards of terpenes are prepared from a 1 mg/mL stock solution to 

concentrations of 0.10, 0.25, 0.50, 0.75 mg/mL by way of a serial dilution  

 

 

















































Attachment B: Organizational Documents 

 

 
Business Name, as it appears on the applicant’s certificate of incorporation, charter, bylaws, 
partnership agreement or other legal business formation documents: 
 
Kai CannaPharm I, LLC  
 

 

Trade names and DBA (doing business as) names: 

 
Kai CannaPharm 
 

 

Principal Business Address: 900 Montgomery Avenue 

City:Fort Washington State:PA Zip Code: 19034 

Phone: 610-637-2353 Fax: N/A Email: 
mikepmalloyesq@gmail.com  

 

 
 

 

Instructions:   

 Attach certified copies of the applicant’s certificate of incorporation, partnership agreement, 
charter or other such documentation. If the applicant is not organized in Pennsylvania, attach 
certified copies of documentation that show that the applicant is authorized to do business in 
Pennsylvania 

 Complete this cover sheet. Scan this sheet and the organizational documents and save it as a 

PDF file called “Attachment B,” using the appropriate file name format 
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LIMITED LIABILITY COMPANY OPERATING AGREEMENT 

 

OF 

 

KAI CANNAPHARM I, LLC 

This LIMITED LIABILITY COMPANY OPERATING AGREEMENT (this 

“Agreement”) is dated as of March 9, 2017 (“Effective Date”) and is made by and among the 

members set forth on Schedule A attached hereto, and each other person who hereafter is 

admitted to the Company as a Member (as defined herein) in accordance with the terms hereof.  

Exhibit A to this Agreement sets forth the definitions of capitalized words and phrases used in 

this Agreement (unless otherwise expressly provided herein). 

R E C I T A L S 

WHEREAS, the Parties hereto have formed a limited liability company (together with 

any successor limited liability company, the “Company”) under the Pennsylvania Act and upon 

the terms and conditions of this Agreement; and 

WHEREAS, the Parties hereto desire to set out in this Agreement their respective rights, 

obligations and duties with respect to the Company and how the business, management and 

operations of the Company shall be managed. 

NOW, THEREFORE, in consideration of the terms, covenants and conditions contained 

herein, the Parties hereby agree as follows: 

ARTICLE 1 

 

FORMATION AND ORGANIZATION 

Section 1.1. Formation.  The Company was formed as a limited liability company on 

March 8, 2017 by the filing of its Certificate of Organization with the Secretary of State of the 

Commonwealth of Pennsylvania pursuant to the Pennsylvania Act. 

Section 1.2. Basic Rights of Members.  The Members intend and agree that this 

Agreement is for all purposes the “operating agreement” of the Company as defined in the 

Pennsylvania Act. 

Section 1.3. Name.  The business of the Company shall be conducted under the name 

“Kai CannaPharm I, LLC” or such other name as the Management Committee may hereafter 

determine. 

Section 1.4. Term.  The existence of the Company commenced on the date of filing its 

Certificate of Organization and shall continue until dissolved in accordance with Article 11 of 

this Agreement or upon the entry of a decree of judicial dissolution under Section 8972 of the 

Pennsylvania Act. 
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Section 1.5. Business.  The business of the Company is to (a) grow, cultivate, 

manufacture, develop, produce, extract, sell, market, acquire, possess, deliver, transport, 

distribute, dispense, license or sublicense medical marijuana,  medical grade cannabinoid 

compounds and related intellectual property, including proprietary seeds, (b) do any and all other 

acts or things that may be incidental or necessary to carry on the business of the Company as 

described in clause (a) above and all things that the Management Committee may deem 

necessary, desirable, advisable, expedient, convenient for, incidental or appropriate to the 

furtherance and accomplishment of the foregoing purposes, and (c) engage in any other lawful 

act or activity for which limited liability companies may be formed under the Pennsylvania Act.   

Section 1.6. Principal Place of Business.  The principal place of business of the 

Company shall be located at North First Street, Coatsville, PA 19320, or at such other location as 

shall be determined by the Management Committee.  The Company may have such other 

business offices within or without the State of Pennsylvania.   

Section 1.7. Registered Office and Agent.  The name and street address within 

Pennsylvania of the registered agent of the Company upon whom and at which process against 

the Company can be served is: 900 Montgomery Avenue, Fort Washington, PA 19034.  The 

registered agent may be changed from time to time by the Management Committee upon the 

filing of the name and address of the new registered agent with the Secretary of State of the 

Commonwealth of Pennsylvania pursuant to the Pennsylvania Act. 

ARTICLE 2 

 

UNITS AND CAPITAL CONTRIBUTIONS 

Section 2.1. Units.  Membership Interests in the Company shall be represented by 

“Units” as set forth on Schedule A, as amended from time to time in accordance with this 

Agreement.  Units shall not be represented by certificates.  Units shall be in one of five Classes 

consisting of “Class A-1 Units”, “Class A-2 Units”, “Class B Units”, “Class C Units” or 

“Class D Units” and all Units of a Class shall have identical rights in all respects as all other 

Units of such Class, except as otherwise set forth in this Agreement.  Units may be issued or held 

in fractional amounts. 

(a) Class A-1 Units.  Class A-1 Units shall not entitle the holder(s) thereof to 

voting rights unless expressly provided under this Agreement or the Pennsylvania Act.  It is 

intended by the Members that the Class A-1 Units shall entitle the holders thereof to share in the 

income, gains, losses, deductions, credit, or similar items of, and to receive distributions from, 

the Company as set forth in this Agreement. 

(b) Class A-2 Units.  The Class A-2 Units shall not entitle the holder(s) 

thereof to voting rights unless expressly provided under this Agreement or the Pennsylvania Act.  

It is intended by the Members that the Class A-2 Units shall entitle the holders thereof to share in 

the income, gains, losses, deductions, credit, or similar items of, and to receive distributions 

from, the Company as set forth in this Agreement.   
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(c) Class B Units.  The Class B Units shall not entitle the holder(s) thereof to 

voting rights unless expressly provided under this Agreement or the Pennsylvania Act.  It is 

intended by the Members that the Class B Units shall entitle the holders thereof to share in the 

income, gains, losses, deductions, credit, or similar items of, and to receive distributions from, 

the Company as set forth in this Agreement.   

(d) Class C Units.  The Class C Units shall not entitle the holder(s) thereof to 

voting rights unless expressly provided under this Agreement or the Pennsylvania Act.  It is 

intended by the Members that the Class C Units shall entitle the holders thereof to share in the 

income, gains, losses, deductions, credit, or similar items of, and to receive distributions from, 

the Company as set forth in this Agreement.  It is intended that the Class C Units shall constitute 

“profits interests” within the meaning of Revenue Procedures 93-27 and 2001-43, and the Grant 

Agreement associated with each such Incentive Unit shall establish a “threshold amount,” which 

shall constitute the minimum aggregate distribution that must be made to the Units outstanding 

on the date of grant before such Incentive Unit shall participate in distributions pursuant to 

Section 3.1.  Such threshold amount shall be at least equal to the fair market value of the 

Company as of the date of the grant of the Incentive Unit.  Class C Units may be structured to 

enable the Company to meet the requirements of the “liquidation value safe harbor” election 

within the meaning of the proposed revenue procedure of Notice 2005-43, 2005-24 I.R.B. 1, 

Proposed Treasury Regulations Section 1.83-3(l) or Proposed Treasury Regulations Section 

1.704-1(b)(4)(xii) at such time as such proposed revenue procedure and Treasury Regulations are 

effective and the Management Committee shall have the authority to make any such other related 

amendments as may be required by pronouncements or Treasury Regulations issued by the 

Internal Revenue Service or Treasury Department after the date of this Agreement.     

(e) Class D Units.  The Class D Units shall not entitle the holder(s) thereof to 

voting rights unless expressly provided under this Agreement or the Pennsylvania Act.  It is 

intended by the Members that the Class D Units shall entitle the holder thereof to share in the 

income, gains, losses, deductions, credit, or similar items of, and to receive distributions from, 

the Company as set forth in this Agreement.  The Class D Units shall be subject to such terms 

and conditions as may be set forth in the Grant Agreement with respect to such Class D Units.  

The holder of the Class D Units shall not be obligated to make any cash Capital Contributions.  It 

is intended that the Class D Units shall constitute “profits interests” within the meaning of 

Revenue Procedures 93-27 and 2001-43, and the Grant Agreement associated with each such 

Flaum Unit shall establish a “threshold amount,” which shall constitute the minimum aggregate 

distribution that must be made to the Units outstanding on the date of grant before such Class D 

Units shall participate in distributions pursuant to Section 3.1(c).  Such threshold amount shall be 

at least equal to the fair market value of the Company as of the date of the grant of the Class D 

Units.  Class D Units may be structured to enable the Company to meet the requirements of the 

“liquidation value safe harbor” election within the meaning of the proposed revenue procedure of 

Notice 2005-43, 2005-24 I.R.B. 1, Proposed Treasury Regulations Section 1.83-3(l) or Proposed 

Treasury Regulations Section 1.704-1(b)(4)(xii) at such time as such proposed revenue 

procedure and Treasury Regulations are effective and the Management Committee shall have the 

authority to make any such other related amendments as may be required by pronouncements or 

Treasury Regulations issued by the Internal Revenue Service or Treasury Department after the 

date of this Agreement.  Class D Units shall be deemed to be “Vested Class D Units” when the 

conditions to vesting set forth in the Grant Agreement that governs the issuance of such Class D 
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Units have been satisfied. In no event shall the Company issue Class D Units representing an 

aggregate Ownership Percentage of more than 5%, assuming, for purposes of such calculation, 

that all Class D Units that have been issued and are outstanding (or that are proposed to be 

issued) are fully vested. 

Section 2.2. Issuance of Additional Units.  With the approval of the Management 

Committee and the other terms of this Agreement, the Company may issue additional Units in 

one or more classes to one or more Persons in such amounts and on such terms as the 

Management Committee shall determine.  As a condition to the receipt of any such additional 

Units, any such Person that is not already Party to this Agreement shall be required to execute a 

Joinder Agreement in the form attached hereto as Exhibit B. 

Section 2.3. Initial Capital Contributions.  In consideration for the cash and other non-

monetary assets the Members have contributed to the Company each Member initially shall have 

the number of Units set forth next to that Member’s name on Schedule A hereto. 

Section 2.4. Units as Securities.  The Units shall constitute “securities” for purposes of 

Article 8 of the Uniform Commercial Code as the same may, from time to time, be in effect in 

the State of Pennsylvania and “investment property” for purposes of Article 9 of the Uniform 

Commercial Code. 

Section 2.5. Preemptive Right.   In the event that the Company proposes to raise capital 

through the issuance and sale of additional Units (“New Units”) to the Members, the Company 

shall provide written notice (the “Preemptive Right Notice”) to each Investor Member of such 

intention, describing the number and terms of the New Units proposed to be issued or sold, the 

price per New Unit and the general terms upon which the Company proposes to issue or sell the 

New Units.  Each Investor Member shall have fifteen (15) days from the date the Preemptive 

Right Notice is delivered to give the Company written notice of such Investor Member’s election 

to purchase all or any portion of such Investor Member’s share of such New Units for the price 

and upon the terms specified in the Preemptive Right Notice.  Such Investor Member’s notice 

shall state the quantity of New Units such Investor Member desires to purchase.  The delivery of 

such election notice by an Investor Member shall constitute a binding obligation of such Investor 

Member to purchase the New Units set forth in its election notice in accordance with the terms of 

this Section 2.5.  In the event that an Investor Member delivers such election notice and fails to 

pay the purchase price for the amount of New Units set forth in its election notice when due, 

such Investor Member’s right to participate in any future sales of New Units pursuant to this 

Section 2.5 shall terminate and the Company may elect to take any and all of the following 

actions: (i) revoke the purchase of New Units by such defaulting Investor Member; and (ii) 

pursue a claim of damages against such defaulting Investor Member for such default.  Any 

Investor Member who does not provide such notice to the Company within such fifteen (15) day 

period shall be deemed to have waived such Investor Member’s preemptive rights under this 

Section 2.5 with respect to such New Units, provided the Company consummates the issuance 

thereof within one hundred twenty (120) days after it provides the Preemptive Right Notice to 

the Investor Member at a price equal to or higher than the price specified in the Preemptive Right 

Notice given to the Investor Member by the Company under this Section 2.5.  Each Investor 

Member so electing to purchase New Units pursuant to this Section 2.5 shall be entitled to 

purchase his or its pro rata share of the number of New Units specified in the Preemptive Right 
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Notice based on such electing Investor Member’s Ownership Percentage.  Any New Units 

remaining thereafter may be issued by the Company within one hundred twenty (120) days after 

it provides the Preemptive Right Notice to the Investor Members on terms no less favorable than 

those contained in the Preemptive Right Notice.  Notwithstanding the foregoing, the authority of 

the Management Committee to issue New Units will not be subject to the restrictions and 

procedural requirements of this Section 2.5 in the following cases: 

(a) New Units issued to employees, officers or managers of, or consultants or 

advisors to the Company or any of its subsidiaries pursuant to a plan, agreement or arrangement 

approved by the Management Committee; 

(b) New Units issued to banks, equipment lessors or other financial 

institutions, or to real property lessors, pursuant to a debt financing, equipment leasing or real 

property leasing transaction approved by the Management Committee; 

(c) New Units issued to suppliers or Third Party service providers in 

connection with the provision of goods or services pursuant to transactions approved by the 

Management Committee; 

(d) New Units issued pursuant to the acquisition of another corporation by the 

Company by merger, purchase of substantially all of the assets or other reorganization or to a 

joint venture agreement, provided, that such issuances are approved by the Management 

Committee;  

(e) New Units issued in connection with sponsored research, collaboration, 

technology license, development, OEM, marketing or other similar agreements or strategic 

partnerships approved by the Management Committee; and 

(f) New Units issued pursuant to the Company’s offering of (i) up to $500,000 

of Class A-1 Units; (ii) up to $2,000,000 of Class A-2 Units; and (iii) up to $3,500,000 of Class B 

Units after the date of this Agreement.   

Section 2.6. Return on Capital Contributions.  Except as expressly provided in this 

Agreement, (a) no Member shall receive any return or distribution of its Capital Contributions, 

(b) no Member shall receive any interest or other return on or with respect to its Capital 

Contributions, and (c) no Member shall be entitled to withdraw any part of its Capital 

Contributions. 

Section 2.7. Member Listing and Further Actions.  In the event Units shall be issued to 

or transferred in accordance with the terms of this Agreements, to the extent necessary in the sole 

discretion of the Management Committee, the Management Committee shall cause Schedule A 

to this Agreement to be amended to reflect as appropriate the occurrence of any of the 

transactions referred to in this Article 2 or in Article 7 as promptly as is practicable after such 

occurrence. 

Section 2.8. No Liability.  Except as otherwise provided in the Pennsylvania Act, or as 

specifically otherwise provided in this Agreement or in any other written agreement executed by 

such Member, no Member, as such, shall have any personal liability whatsoever to the Company, 
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any of the other Members or any of the creditors of the Company for the debts, liabilities, 

contracts or other obligations of the Company (whether arising in contract, tort or otherwise) or 

any of the Company’s losses beyond, with respect to a Member, such Member’s Capital 

Contribution. 

Section 2.9. No Deficit Restoration.  The Members intend and agree that no Member 

shall be obligated to pay any deficit in its Capital Account to or for the account of the Company 

or any creditor of the Company. 

ARTICLE 3 

 

DISTRIBUTIONS 

Section 3.1. Distributions. 

(a) Timing.  Distributions shall be made to the Members only after the 

Company has paid all Company Costs then due, paid all amounts then due for principal, interest, 

fees and other amounts required under any indebtedness of the Company then currently due and 

established all reasonable reserves which shall be approved or determined by the Management 

Committee in its sole and absolute discretion.  Distributions shall be made at such times as the 

Management Committee shall determine. 

(b) Distribution.  All distributions shall be made as follows: 

(1) First, to the holders of Class A-1 Units, Class A-2 Units and Class 

B Units, pro rata in accordance with amounts owed to them under this Section 3.1(b)(1), until (i) 

each holder of Class A-1 Units has received an amount that, together with all prior distributions 

made under this Section 3(b)(1) to such holder on account of its Class A-1 Units, equals an 

amount equal to a cumulative twenty percent (20%) annual return on its Unreturned Capital 

Contributions; (ii) each holder of Class A-2 Units has received an amount that, together with all 

prior distributions made under this Section 3.1(b)(1) to such holder on account of its Class A-2 

Units, equals an amount equal to a cumulative ten percent (10%) annual return on its Unreturned 

Capital Contributions and (iii) each holder of Class B Units has received an amount that, together 

with all prior distributions made under this Section 3.1(b)(1) to such holder on account of its 

Class B Units, equals an amount equal to a cumulative six percent (6%) annual return on its 

Unreturned Capital Contributions; 

(2) Second, (i) to the holders of the Class C Units, an amount equal to  

ten percent (10%) of the aggregate distributions to be made pursuant to this Section 3.1(b)(2), 

pro rata based on their respective Class C Ownership Percentages and (ii) to the holders of Class 

A Units and Class B Units, an amount equal to ninety (90%) of the aggregate distributions to be 

made pursuant to this Section 3.1(b)(2), pro rata in accordance with amounts owed to them under 

this Section 3.1(c)(2), until each holder of Class A Units and Class B Units has received an 

amount equal to the aggregate amount of Capital Contributions made by such holder; and 

(3) Third, (i) to the holders of Class C Units, an amount equal to  

twenty percent (20%) of the aggregate distributions to be made pursuant to this Section 3.1(b)(3), 

pro rata based on their respective Class C Ownership Percentages, (ii) to the holders of Class A 
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Units, pro rata based on their respective Class A Ownership Percentages, an amount equal to the 

aggregate amount of distributions to be made under this Section  3.1(b)(3) multiplied by the 

aggregate Ownership Percentage represented by all of the Class A Units, (iii) to the holders of 

Class D Units, pro rata based on their respective Vested Class D Ownership Percentages, an 

amount equal to the aggregate amount of distributions to be made under this Section 3.1(b)(3) 

multiplied by the aggregate Ownership Percentage represented by all of the Vested Class D 

Units, and (iv) the remainder to holders of Class B Units, pro rata based on their respective Class 

B Ownership Percentages.  Notwithstanding the foregoing, the distributions with respect to Class 

D Units shall be subject to such restrictions contained in the applicable Grant Agreement. 

Section 3.2. Tax Distributions.  The Company shall distribute to each Member, to the 

extent that distributions have not otherwise been made to such Member pursuant to Error! 

Reference source not found., within thirty (30) days after the close of each fiscal quarter (or at 

such earlier times and in such amounts as determined by the Management Committee to be 

appropriate to enable the Members to pay their estimated income tax liabilities (or the Members’ 

members, as applicable), an amount equal to fifty percent (50%) of the taxable income for the 

current fiscal year allocable to each Member pursuant to Exhibit C.  Any amounts distributed 

under this Section 3.2 to a Member shall constitute an advance against future distributions from 

the Company to such Member and shall be taken into account in computing subsequent 

distributions under Error! Reference source not found. so that the net amount of distributions 

to the Members under Sections 3.1(b) and 3.2 shall be equal to the net distributions that would 

have been made had there been no distributions pursuant to this Section 3.2.  The Company shall 

not be required to borrow or raise capital to fund such distributions.  In addition, the Company 

shall not be required to make any such distributions to the extent that the Company would in 

making such distributions breach any loan agreement that prohibits such distributions, and the 

Company shall use best efforts to ensure that any such loan agreement shall permit the Tax 

Distributions required by this Section 3.2. 

Section 3.3. Withholding.  Notwithstanding anything herein to the contrary, the 

Company shall, if required by law, withhold any federal, state, local or foreign tax with respect 

to any Member’s allocable share of Company income or profits, or share of distributions or 

otherwise.  Such withheld amounts shall be from cash otherwise distributable to such Member.  

The Company shall be authorized to take such other actions as shall be necessary or appropriate 

for the Company to comply with its obligations under federal, state, local and foreign tax laws. 

ARTICLE 4 

 

MANAGEMENT OF COMPANY 

Section 4.1. Management and Authority. 

(a) Authority of Management Committee.  The operations and related 

contractual, financial and other affairs of the Company shall be managed and conducted under 

the direction of the Management Committee.  The Management Committee shall generally have 

all the rights, powers, duties and obligations of a manager under the Pennsylvania Act and as 

provided by other applicable law, except as restricted by this Agreement.   
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(b) Appointment of Management Committee. The Management Committee 

shall be comprised of the two individuals listed as a manager on Schedule B attached hereto (the 

“Founders”) and a third individual designated by the Founders (the “Designee”, together with  

the Founders, the “Mangers”, and each a “Manager”).  Each of the Founders shall have the 

right to remove himself as a Manager and designate an individual as a successor Manager; 

provided, however, that upon the death of any Founder, the estate of such deceased Founder shall 

have the right to designate a successor Manager; and, provided further, that upon (i) the 

disability of any Founder or (ii) the failure of any Founder, or such Founder’s estate, to designate 

a successor Manager within one hundred eighty (180) days of such Founder’s removal of himself 

as Manager or such Founder’s death, then a successor Manager shall be appointed by a majority 

approval of the remaining members of the Management Committee.  The remaining members of 

Management Committee shall appoint a successor Designee upon the removal, death or 

disability of the Designee.   

(c) Authority of Managers.  Each Manager shall be an agent of the Company 

for its business purposes and each Manager may bind the Company in the ordinary course of 

business, provided that, to the extent required under this Agreement, the Management 

Committee has approved such action in accordance with this Agreement.  Unless otherwise 

expressly authorized by this Agreement or the Management Committee, the act of a sole 

Manager that is not apparently for carrying on the Company’s ordinary course of business shall 

not bind the Company. 

(d) Authorized Persons.  The Managers may delegate functions relating to the 

day-to-day operations of the Company to such officers, agents, consultants or employees (each, 

an “Authorized Person”).  An Authorized Person need not be a Members or Manager and shall 

have such duties, powers, responsibilities and authority as may from time to time be prescribed 

by the Managers, and may be removed at any time, with or without cause, by the Managers. 

(e) Proof of Authority.  In dealing with the Management Committee or 

Authorized Person acting on behalf of the Company, no Person shall be required to inquire into 

the authority of the Management Committee or Authorized Person to bind the Company.  

Persons dealing with the Company are entitled to rely conclusively on the power and authority of 

the Management Committee and each Authorized Person as set forth in this Agreement or in any 

power of attorney, resolution or other document delivered by a Management Committee or 

Authorized Person.  This Section shall not, however, relieve any Authorized Person of any 

obligation to the Company or any Member resulting from or arising out of any action by the 

Authorized Person without any approval of the Management Committee required under this 

Agreement. 

Section 4.2. Manager Voting Rights.  Each Manager shall be entitled to cast one vote 

on all matters to be acted on by the Management Committee.  Unless otherwise provided in this 

Agreement, approval of all of the Managers shall constitute approval of the Management 

Committee, provided, however, that until such time as the Founders appoint the Designee, 

approval by the two Founders shall constitute approval of the Management Committee.  In the 

event of a deadlock among the Managers with respect to any matter put to a vote before the 

Management Committee, any Manager may elect to have the matter resolved by the vote of an 
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individual unanimously approved by all of the Managers.  The vote of such individual shall 

constitute an act of the Management Committee.  

Section 4.3. Action without Meeting.  Any action permitted or required to be taken at 

any meeting of the Managers may be taken without a meeting, without prior notice or without a 

vote, if all Managers authorize such action at a meeting at which all Managers were present and 

voted consent thereto in writing.  Subject to the requirements of the Pennsylvania Act and this 

Agreement for notice of meetings, the Managers may participate in and hold a meeting of the 

Management Committee by means of a conference telephone or similar communications 

equipment by means of which all persons participating in the meeting can hear each other, and 

participation in such meeting shall constitute attendance and presence in person at such meeting, 

except where a person participates in the meeting for the express purpose of objecting to the 

transaction of any business on the ground that the meeting is not lawfully called or convened. 

Section 4.4. Manager and Management Committee Liability.  The Managers and 

Management Committee shall perform their duties in good faith and with that degree of care that 

an ordinarily prudent person in a like position would use under similar circumstances.  Any 

Manager who so performs his or its duties shall not have any liability by reason of being or 

having been a Manager.  Neither a Manager nor Management Committee shall be liable to the 

Company or to any Member for any loss or damage unless a judgment or other final adjudication 

adverse to the Manager establishes that such loss or damage was the result of fraud, willful 

misconduct, bad faith or a wrongful taking by the Manager or Management Committee. 

Section 4.5. Duty of Loyalty.  In addition to its duties under this Agreement and the 

Pennsylvania Act, each Manager shall: 

(a) account to the Company, and hold as its trustee, any property, profit or 

benefit derived in the conduct or winding up of the Company’s business or from the use of 

Company property, including the appropriation of a Company opportunity; 

(b) refrain from dealing with the Company in the conduct or winding up of 

the Company’s business as or on behalf of a party having an interest adverse to the Company 

unless the Management Committee consents thereto; and 

(c) refrain from competing with the Company as set forth in Section 4.7 in the 

conduct of the Company's business unless the Management Committee consents thereto. 

Section 4.6. Standard of Conduct.  Each Member acknowledges that the conduct of the 

Company’s business may involve activities that are prohibited under federal, state or local laws 

or regulations governing controlled substances or that otherwise may result in negative 

consequences to the Company under federal, state or local laws or regulations relating to 

controlled substances.  Each Member agrees that, notwithstanding anything contained herein to 

the contrary, the Company’s engagement in such activities shall not constitute negligence or 

misconduct on that part of any Manager or preclude the Company from providing any Manager 

with indemnification, provided that such Manager acted in the good faith belief that such 

activities were within the Company’s line of business and either (i) in material compliance with 

applicable state laws or (ii) effected for compelling humanitarian needs. 
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Section 4.7. No Exclusive Duty and Non-Competition. 

(a) The Managers may have other business interests and may engage in other 

activities in addition to those relating to the Company.  Neither the Company nor any Member 

shall have any right, by virtue of this Agreement, to share or participate in such other 

investments or activities of the Managers or in any income or revenues derived therefrom. 

(b) Each Manager expressly acknowledges and agrees that while he or she or 

it is a Manager and for a period of one (1) year following such Manager’s withdrawal as a 

Manager for any reason, (i) neither such Manager nor his or her or its Affiliates, will be 

permitted to have any investments or other business relationships with entities that compete with 

the Company in the State of Pennsylvania (such competing business being a “Competing 

Business”), (ii) such Manager shall not render services or give advice to, or affiliate with (as 

employee, partner, consultant or otherwise) any Competing Business, (iii) such Manager or any 

of its Affiliates, shall not develop a strategic relationship with businesses that are and may be 

competitive with the Company, (iv) such Manager, or any of its Affiliates, will be obligated to 

immediately inform the Company or the Management Committee of any such opportunity, 

relationship or investment, and (vi) the involvement of such Manager, or any of its Affiliates 

(including its respective representatives serving on the Management Committee), in any 

Competing Business will constitute a conflict of interest by such Persons with respect to the 

Company or its Managers. 

(c) Each Manager expressly acknowledges and agrees that while he or she or 

it is a Manager and for a period of one (1) year following such Manager’s withdrawal as a 

Manager for any reason, no Manager or any of its Affiliates shall, directly or indirectly, (i) solicit 

or attempt to solicit business of any customers of the Company for products or services the same 

or similar to those offered, sold or produced at any time by the Company; (ii) otherwise divert or 

attempt to divert from the Company any business whatsoever; (iii) solicit or attempt to solicit for 

any business endeavor any employee or prior employee of the Company; or (iv) interfere with 

any business relationship between the Company and any other Person. 

(d) At all times after the date hereof, no Manager or any of its Affiliate shall 

disclose or use any confidential information of or with respect to the Company or its business, 

provided, that such obligation shall not apply to any information (i) to the extent that it legally is 

or becomes part of public or industry knowledge from authorized sources other than a Manager 

or any of its Affiliates, or (ii) which the Manager or its Affiliate is required by law to disclose 

(but only to the extent required to be so disclosed). 

(e) Because the Company and the Members do not have an adequate remedy 

at law to protect the Company's business from any breach of the obligations in this Section 4.7, 

each of them shall be entitled to injunctive relief, in addition to such other remedies and relief 

that would, in such event, be available to it or them. 
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ARTICLE 5 

 

RIGHTS AND OBLIGATIONS OF MEMBERS 

Section 5.1. Member Liability for Company Debt.  No Member will be personally 

liable for any debts, losses or obligations of the Company by reason of its being a Member, 

except to the extent of its Capital Contribution and any obligation to make a Capital 

Contribution.   

Section 5.2. Voting by Members.  Except for those matters for which Member consent 

is expressly required by this Agreement, the Members shall have no voting, approval or consent 

rights.   

  No Partition.  Each Member hereby irrevocably waives any and all right that it may have to 

maintain any action for partition of all or any portion of the Company, its assets or properties, or 

file a complaint or institute any proceeding at law or in equity to have the Company, its assets or 

properties partitioned, and each Member for itself, its successors, representatives, and assigns, 

hereby waives any right to proceed under any applicable law or otherwise to partition the 

Company, its assets or properties.   

Section 5.4. No Right to Act.  No Member, as such, has the authority or power to act 

for or on behalf of the Company, to do any act that would be binding on the Company, to 

manage any business or affairs of the Company, to direct that any action be taken by the 

Company or any of its Authorized Persons, officers, employees, or agents, or to make any 

expenditures on behalf of the Company, unless such specific authority has been expressly 

granted to and not revoked from such Person by the Management Committee or under this 

Agreement. 

Section 5.5. Other Business Activity.  It is agreed and understood that the Members, 

their respective principals and Affiliates may have interests, and may have fiduciary obligations 

to persons that have interests, in actions taken or not taken by the Company, including interests 

that may potentially conflict with the interests of one or more Members.  It is expressly agreed 

that Members and, subject the Pennsylvania Act, members of the Management Committee are 

permitted to consider and to pursue such interests when acting as Members and no Member or, 

subject to the Pennsylvania Act, shall be liable to the Company or any Member for considering 

or pursuing such interests when proposing, voting or consenting to an action to be taken or not to 

be taken by the Company. 

Section 5.6. Non-Competition.  Each Member expressly acknowledges and agrees that 

while he or she or it is a Member and for a period of one (1) year following such Member’s 

withdrawal as a Member for any reason, (i) neither such Member nor his or her or its Affiliates, 

will be permitted to have any investments or other business relationships with a Competing 

Business, (ii) such Member shall not render services or give advice to, or affiliate with (as 

employee, partner, consultant or otherwise) any Competing Business, (iii) such Member or any 

of its Affiliates, shall not develop a strategic relationship with businesses that are and may be 

competitive with the Company, (iv) such Member, or any of its Affiliates, will be obligated to 

immediately inform the Company or the Management Committee of any such opportunity, 

relationship or investment, and (vi) the involvement of such Member, or any of its Affiliates 
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(including its respective representatives serving on the Management Committee), in any 

Competing Business will constitute a conflict of interest by such Persons with respect to the 

Company or its Managers. 

Section 5.7. Confidential Information and Materials. 

(a) For purposes of this Section 5.7, “Confidential Information” shall 

include, but is not limited to any information including plans, research, know-how, trade secrets, 

methodologies, techniques and strategies, product development, distribution plans, contractual 

arrangements, profits, sales, pricing policies, budget, forecasts, projections, operational methods, 

technical processes, other business affairs and methods, plans for future developments and other 

technical and business information, including all intellectual property rights therein, which is not 

publicly available and can be communicated by any means whatsoever, including, without 

limitation, oral, visual, written and electronic transmission, that relates to the Company’s: 

(i) business operations, products and services; 

(ii) existing and potential partnerships, strategic alliances or joint 

ventures; 

(iii) employment and compensation agreements and arrangements; 

(iv) business policies, practices and contracts with others; 

(v) information received from others that the Company is obligated to 

treat as confidential or proprietary; or 

(vi) proprietary information of the Company, whether of a technical 

nature or otherwise. 

Confidential Information shall not include that information defined as Confidential 

Information above that such Member can conclusively establish by documentary evidence: 

(x) entered the public domain without its breach of any obligation owed to the Company; or 

(y) was conclusively established to be independently developed by such Member or became 

known by or available to such Member from a source other than the Company subsequent to the 

Company's disclosure of such information to such Member, without any breach of any obligation 

of confidentiality owed to the Company. 

(b) For purposes of this Section 5.7, “Confidential Materials” shall mean all 

tangible materials containing Confidential Information, including without limitation written or 

printed documents and computer disks or tapes whether machine or user readable. 

(c) Each Member acknowledges that Confidential Information was developed 

and will continue to be developed, or acquired and will continue to be acquired, by the Company 

at great expense and constitutes trade secrets of the Company, and that irreparable injury will 

result to the Company from unauthorized disclosure of Confidential Information.  Each Member 

also recognizes that the Company has received and in the future will receive confidential or 

proprietary information from third parties subject to a duty on the Company's part to maintain the 
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confidentiality of such information and to use it only for certain limited purposes and this is also 

considered Confidential Information.  Each Member agrees to hold all Confidential Information 

and Confidential Materials in strict confidence and not to disclose it to third parties (except its 

attorneys and other advisors who are obligated to treat the information as confidential).  The 

obligation to keep Confidential Materials and Confidential Information confidential as provided 

in this Section 5.7 shall continue so long as Member is a Member of the Company and shall 

continue for a period of three years from the date such Member ceases to be a Member of the 

Company. 

(d) The provisions of Section 5.7(c) shall not apply to the disclosure of 

Confidential Information or Confidential Materials approved for disclosure by written 

authorization of the Management Committee. 

ARTICLE 6 

 

REPRESENTATIONS OF MEMBERS 

Section 6.1. Representations of each Member.  Each Member hereby represents and 

warrants that: 

(a) If such Member is a corporation, limited liability company, partnership or 

other entity, (i) such Member has been duly organized and is validly existing under the laws of 

the State of its formation with full power and authority and legal right to be a Member of the 

Company and to carry on its business in the manner and in the locations in which such business 

has been and is now being conducted by it, to execute and deliver this Agreement and to perform 

its obligations hereunder; and (ii) the execution and delivery of this Agreement has been duly 

authorized by such Member, this Agreement has been duly executed and delivered by such 

Member and this Agreement constitutes the valid and binding obligation of such Member, 

enforceable against it in accordance with its terms. 

(b) If such Member is an individual, (i) such Member has all requisite right, 

power and authority and full legal capacity to execute and deliver this Agreement; (ii) this 

Agreement has been duly executed and delivered by such Member; and (iii) this Agreement 

constitutes the valid and binding obligation of such Member, enforceable against it in accordance 

with its terms. 

(c) Such Member has all permits, licenses and approvals necessary for it to 

perform its obligations under this Agreement. 

(d) No consent of or approval or permission by any Third Party is required as 

a condition to the entering into of this Agreement by such Member or any constituent Member, 

partner or shareholder of such Member. 

(e) Neither the execution and delivery of this Agreement nor compliance with 

its terms will (whether before or after any applicable notice, cure or grace period) result in any 

breach or violation of the terms, conditions or provisions of, or conflict with or constitute a 

default under, or result in the creation of any Lien upon any property or assets of such Member 

pursuant to the terms of any indenture, mortgage, deed of trust, note, evidence of indebtedness, 
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agreement or other instrument or contract to which such Member may be party or by which their 

or any of their properties or assets may be bound, or violate any provision of law or any 

applicable order, writ, injunction, judgment or decree of any court, or any order or other public 

regulation of any governmental commission, bureau or administrative agency. 

(f) The Company has relied upon the fact that the Membership Interest is to 

be held by such Member for investment purposes only, and not with a view to any resale or 

distribution thereof. 

Section 6.2. Securities Laws Representations.  To the extent that the Membership 

Interest held by a Member is deemed to be a “security,” such Member hereby represents and 

warrants that: 

(a) Such Member is aware of the Company’s business affairs and financial 

condition and has acquired sufficient information about the Company to reach an informed and 

knowledgeable decision to acquire a Membership Interest in the Company.  Such Member is 

acquiring a Membership Interest for such Member’s own investment purposes only and not with 

a view to any resale or “distribution” thereof within the meaning of the Securities Act of 1933, as 

amended (the “Securities Act”). 

(b) Such Member acknowledges and understands that Membership Interests 

have not been registered under the Securities Act, the Pennsylvania State securities law or any 

other state securities law (collectively, the “Securities Acts”) in reliance upon a specific 

exemption therefrom.  Such Member further understands that Membership Interests must be held 

indefinitely unless they are subsequently registered under the Securities Act or an exemption 

from such registration is available.  Such Member further acknowledges and understands that the 

Company is under no obligation to register to qualify Membership Interests or to assist any 

Member in complying with any exemption under the Securities Acts if such Member wishes to 

dispose of any Membership Interest. 

(c) Such Member is able to bear the economic risk of loss of its entire 

investment and is either (i) an “accredited investor” as defined in Regulation D promulgated by 

the Securities and Exchange Commission under the Securities Act or (ii) has such knowledge 

and experience in business and financial matters that it is able to evaluate the merits and risks of 

investment in the Company. 

ARTICLE 7 

 

TRANSFERS OF MEMBERSHIP INTERESTS 

Section 7.1. General Restrictions.  No direct or indirect Transfer of all or part of a 

Membership Interest in the Company or of any direct or indirect ownership or other economic, 

profits, voting or other equity interest of any kind in a Member or any constituent shareholder, 

member or partner thereof shall be made or become effective unless the Transfer is permitted 

under this Article 7.  Any Transfer in violation of this Article 7 shall be invalid, ineffective and 

not enforceable for any purpose. 
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Section 7.2. Transfer of Membership Interests; Permitted Transferees.  Units held by 

any Member may only be Transferred upon the prior written consent of the Management 

Committee, which consent shall not be unreasonably withheld, and which consent shall be 

deemed to be given in connection with (a) a Compelled Sale, (b) Section 7.3 Right of First 

Refusal, (c) Section 7.4 Company’s Right to Repurchase and (d) a Transfer to a Permitted 

Transferee. 

Section 7.3. Right of First Refusal in Sale of Member’s Units. 

(a) If at any time a Member proposes to Transfer all or any part of his, her or 

its Units (the “Offered Securities”) for consideration to a third party (a “Proposed Purchaser”), 

the Member shall obtain from Proposed Purchaser a bona fide written offer (the “Offer”) to 

purchase the Offered Securities, stating the Proposed Purchaser’s name, the consideration, and 

the terms and conditions upon which the purchase is to be made.  Such Member shall: (i) notify 

the Company in writing of the offer of such Offered Securities; and (ii) provide a copy of the 

Offer (collectively, the “Member Sale Notice”).  The Member Sale Notice shall further state 

that the Company shall have the rights to acquire all or any of such Offered Securities in 

accordance with this Section.   

(b) Upon delivery of the Member Sale Notice, the Company shall have the 

right of first refusal to purchase some or all of the Offered Securities, upon the same 

consideration and terms and conditions set forth in the Offer. 

(c) If the Management Committee decides the Company shall desire to 

purchase all or any of the Offered Securities, the Company shall communicate in writing to such 

Member (“Response Notice”) its election to purchase, which communication shall state the 

number of Offered Securities the Company desires to purchase and shall be delivered by the 

Company to such Member within 30 days following the delivery of the Member Sale Notice.  

Such communication shall, when taken in conjunction with the Member Sale Notice, be deemed 

to constitute a valid, legally binding and enforceable agreement for the sale and purchase of such 

Offered Securities.  The Company may assign its rights under this Section 7.3 with respect to all 

or any portion of the Offered Securities. 

(d) If the Company does not elect to purchase all of the Offered Securities, 

then any Offered Securities that remain unsold (for purposes of this Section 7.3, “Remaining 

Securities”) shall be offered by the Transferring Member to the other Members and the 

Transferring Member shall (i) notify in writing the other Members regarding the offer of such 

Offered Securities, the amount of Remaining Securities proposed to be Transferred to the 

Proposed Purchaser, and the proposed consideration, terms and conditions of the Transfer of the 

Remaining Securities, and (ii) provide a copy of the Offer (collectively, the “Second Member 

Sale Notice”) within 5 days. 

(e) Upon delivery of the Second Member Sale Notice, each Member who is 

not a Transferring Member shall thereupon have the right, on the terms and conditions set forth 

in the Offer, to purchase that portion of the Remaining Securities equal to the product of (i) the 

total number or amount of Remaining Securities and (ii) such Member’s Ownership Percentage.  

Any Members who desire to purchase all or any of such Transferring Member’s Remaining 
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Securities shall communicate in writing its election to purchase to the Transferring Member, the 

Company and Management Committee.  Such communication shall state the number of 

Remaining Securities the Member desires to purchase and shall be delivered by the Member to 

the Transferring Member, the Company and Management Committee within 15 days following 

the delivery of the Second Member Sale Notice (the “Second Response Notice”).  Such 

communication shall, when taken in conjunction with the Second Member Sale Notice, be 

deemed to constitute a valid, legally binding and enforceable agreement for the sale and purchase 

of such Remaining Securities. 

(f) If the Company and the Members (who are not Transferring Members) 

elect not to purchase all of the Offered Securities, then any Offered Securities that remain unsold 

may be sold by the Transferring Member at any time within 90 days after the date the Offer was 

made.  Any such sale shall be at a price not less than the price, and upon other terms and 

conditions, if any, not more favorable to the Proposed Purchaser than those specified in the 

Offer.  The balance of any Offered Securities not sold within such 90-day period shall continue 

to be subject to the requirements of a prior offer pursuant to this Section 7.3. 

(g) Sales of Offered Securities to be sold to the Company or Members 

pursuant to this Section 7.3 shall be made, subject to regulatory approvals when necessary, 

within 45 days following delivery of the Response Notice or the Second Response Notice, as 

applicable (or if such 45th day shall not be a business day, then on the next succeeding business 

day). 

(h) Notwithstanding anything to the contrary contained herein, terms and 

conditions in this Section 7.3 and the rights of first refusal conferred hereunder shall not apply to 

Transfers made to Permitted Transferees that have been approved by the Management 

Committee.  

Section 7.4. Company’s Right to Purchase upon the Occurrence of a Triggering Event. 

(a) The Company shall have the right, but not the obligation, to purchase from 

the applicable Member (the “Selling Member”), the Units of the Selling Member upon the 

occurrence of a Triggering Event. 

(b) Upon the occurrence of a Triggering Event, the Selling Member shall 

immediately disclose to the Company the fact that the Triggering Event has occurred and all 

pertinent information in his possession relating to the Triggering Event.  In the case of a 

Triggering Event, the Selling Member (or the spouse or a legal representative, as the case may 

be) shall be deemed to have offered to sell all Units held by the Selling Member immediately 

prior to the occurrence of the Triggering Event.   

(c) For a period of sixty (60) days following either:  (a) receipt by the 

Company of notice from the Selling Member (or the spouse or a legal representative of the 

Selling Member, as the case may be) of the occurrence of a Triggering Event; or (b) the 

Company otherwise becoming aware of the occurrence of a Triggering Event, the Company shall 

have the right to purchase, in accordance with the terms and conditions of this Section 7.4, the 

Units of the Selling Member by delivering written notice of its election to do so to the Selling 
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Member (or the spouse or a legal representative of the Selling Member, as the case may be) 

during such sixty (60) day period.  The closing of such purchase and sale shall occur within no 

more than thirty (30) days following the receipt of such notice. 

(d) In the event the Company elects to purchase the Units of the Selling 

Member upon the occurrence of a Triggering Event, then the Selling Member (or the spouse of 

the Selling Member, as the case may be) shall be entitled to receive, an amount equal to fair 

market value of such Units as of the date of the occurrence of the Triggering Event. Fair market 

value shall be determined in good faith in writing by the Management Committee based on the 

value of the Company times the Ownership Percentage held by the Selling Member and 

delivered by the Management Committee to the Selling Member within fifteen (15) days after a 

Triggering Event.  If the Selling Member disagrees with such determination, then the Selling 

Member may within fifteen (15) days deliver a written notice to the Management Committee 

disagreeing with such determination and requesting that a third party valuation be done (a 

“Valuation Request”).   Within fifteen (15) days after a Valuation Request, each of the 

Company and the Selling Member shall each designate one independent third party professional 

appraiser with at least fifteen (15) years’ experience valuing privately held entities who has not 

previously performed any services for the Selling Member or the Company (each an 

“Appraiser”).   Within thirty (30) days of their appointment, each Appraiser shall deliver a 

written valuation of the Units held by the Selling Member based on the value of the Company 

times the Ownership Percentage held by the Selling Member (which shall not in any event be 

less than the valuation proposed by the Management Committee).  If the values as so delivered 

by the Appraisers are within 10% of the lower value, then the average between the Appraisers’ 

valuations shall be the value of the Selling Member Units.  If the values are more than 10% apart 

based on the lower Appraiser’s value, then within ten (10) days of the delivery of the Appraisers’ 

valuation, the Appraisers shall designate an independent third appraiser (with the same 

qualifications required of the Appraisers hereunder) to value the Selling Member Units, which 

third appraiser shall within an additional thirty (30) days select either value of  the Appraisers.  

The Company and the Selling Member shall each pay the costs for the Appraiser it has 

appointed, and shall share equally the costs of any third appraiser.   

(e) In the event the Company elects to purchase the Units of the Selling 

Member upon the occurrence of a Triggering Event, the Company may, in its sole discretion, pay 

the purchase price in lump sum within thirty (30) days of closing of such purchase of the Units of 

the Selling Member or by payment of at least 20% of the purchase price and delivery of a 

promissory note in an initial principal amount equal to the remaining portion of purchase price.  

The principal due under such promissory note, together with interest at a rate equal to the prime 

rate of interest as of the date of such Triggering Event at the principal commercial bank of the 

Company, in five equal annual installments of principal and interest beginning on the first 

anniversary of such Triggering Event and continuing thereafter from year-to-year until paid in 

full.  Any such note shall be secured by the Units purchased and shall contain customary terms 

for such promissory notes.   

Section 7.5. Transfer Requirements Regarding Membership Interest.  If a Member 

proposes to Transfer its Membership Interest to another Person as permitted by this Article 7, the 

Transfer shall not be completed or effective until all of the requirements stated below have been 

satisfied: 
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(a) Transferee has prepared, signed and delivered to the Company and each 

other remaining Members an agreement (subject to such reasonable modification as requested by 

the Transferee) in which (i) the Transferring Member assigns its entire or a partial Membership 

Interest in the Company to the Transferee, (ii) the Transferee assumes all, or, in the case of a 

Transfer of less than all of a Member’s Units, the applicable portion of the, obligations of the 

Transferring Member under the Agreement from and after the effective date of the Transfer, and 

(iii) the Transferring Member and the Transferee agree to pay all costs and expenses (including 

reasonable attorney’s fees) incidental to the Transfer, which were incurred by the Company 

and/or any non-Transferring Member 

(b) in the event that the Transferee is not a Member, the Transferee shall have 

executed and delivered a Joinder Agreement in the form attached hereto as Exhibit B; 

(c) Transferring Member and/or the Transferee shall be deemed to have 

represented to the Company and the remaining Members that (i) the Transfer will not cause the 

Company to be treated as an association taxable as a corporation for Federal income tax 

purposes, (ii) the Transfer will not cause the Company to be treated as a “publicly traded 

partnership” within the meaning of Section 7704 of the Code, and (iii) the Transfer will not 

terminate the Company for Federal income tax purposes and that the Transfer does not require 

registration under applicable securities laws; 

(d) upon the Transfer of its entire Membership Interest in the Company and 

the admission of such Member’s Transferee as a substitute Member pursuant to this Article 7, a 

Member shall be deemed to have withdrawn from the Company; 

(e) distributions payable on and after the date of the Transfer shall be payable 

solely to the Transferee and the Transferring Member shall have no claim to such distributions 

(unless (i) otherwise provided in any contract or agreement between the Transferor and 

Transferee or (ii) in the event of the Transfer of less than all of such Transferring Member’s 

Units) even if all or a portion of such amount relates to a period prior to the Transfer; provided, 

however, that until notice from the Transferor and the Transferee to the Company and each non-

Transferring Member that all distributions and other amounts payable under the Agreement 

should be paid to the Transferee and until the Transferor has satisfied all of the requirements set 

forth in this Section 7.5, the Company and each non-Transferring Member shall be entitled to 

(i) pay all distributions or other amounts payable under this Agreement to the Transferor and any 

such payment shall fully discharge any obligation owed to the Transferee with respect thereto, 

and (ii) deal solely with the Transferor with respect to all actions required to be taken pursuant to 

this Agreement, and any and all decisions, actions or inactions made or taken by the non-

Transferring Member and the Transferor shall be binding on the Company and the Transferee; 

and 

(f) Transferee shall deliver to the Transferor an opinion of counsel in form 

and substance reasonably satisfactory to the Transferor and its counsel and covering the due 

authorization, execution and delivery by the Transferee of the documents and consents 

evidencing and authorizing the Transfer of the Membership Interest in the Company. 

Section 7.6. Compelled Sale Right. 
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(a) If a proposal for a sale of all or substantially all of the Company’s 

securities to, or a merger with or into another person for a specified price payable in cash, 

securities or any other consideration and on specified terms and conditions (a “Sale Proposal”), 

shall have been approved by the Members then the Management Committee may require all of 

the Members to sell all of the Units held by them to the party or parties whose Sale Proposal was 

accepted as hereinabove provided on the terms and conditions provided in this Section 7.6. 

(b) The Company, under the direction of the Management Committee, shall 

send a written notice (the “Compelled Sale Notice”) of the exercise of the rights of the 

Management Committee pursuant to this Section 7.6 to each of the Members setting forth the 

consideration to be paid pursuant to the Sale Proposal and the other terms and conditions of the 

transaction. 

(c) Each Member, upon receipt of the Compelled Sale Notice, shall be 

obligated to (i) if applicable, vote in favor of such Sale Proposal at any meeting of Members of 

the Company called to vote on or approve such Sale Proposal, (ii) sell all of its Units and 

participate in the transaction (the “Compelled Sale”) contemplated by the Sale Proposal and (iii) 

otherwise take all necessary action, including, without limitation, expressly waiving any 

dissenter’s rights or rights of appraisal or similar rights, providing access to documents and 

records of the Company, entering into an agreement reflecting the terms of the Sale Proposal, 

surrendering stock certificates, giving any customary and reasonable representations and 

warranties given by the other Members and executing and delivering any certificates or other 

documents, reasonably requested by the Management Committee and their counsel, to cause the 

Company and the Management Committee to consummate such Compelled Sale.  Any such 

Compelled Sale Notice may be rescinded by the Management Committee by delivering written 

notice thereof to all of the Members.  If any Member fails to comply in the time prescribed in the 

Compelled Sale Notice, the Management Committee may take such actions necessary to 

consummate the sale. 

(d) Upon the consummation of the Compelled Sale, all of the Members shall 

receive the same proportion of the aggregate consideration from such Compelled Sale as such 

Member would have received if the net proceeds from such Compelled Sale had been distributed 

by the Company pursuant to Section 3.1(b). 

Section 7.7. General Rules. 

(a) Any purported Transfer of a Membership Interest (or ownership or 

beneficial interest in a Member, whether direct or indirect) that is not permitted or authorized 

pursuant to this Agreement or otherwise consented to in writing by the Managers shall be null 

and void ab initio and of no effect whatsoever. 

(b) Any Person which is an assignee of all or any portion of the Membership 

Interest of a Member but which is not admitted as a substitute member in accordance with this 

Agreement (i) shall have only those rights specifically provided for such an assignee in the 

Pennsylvania Act, and (ii) shall be subject to all the provisions of this Agreement to the same 

extent and in the same manner as any Member desiring to make a Transfer of a Membership 

Interest, if such Person desires to make a further Transfer of such Membership Interest. 
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ARTICLE 8 

 

INDEMNIFICATION 

Section 8.1. Indemnification.  To the fullest extent permitted by applicable law from 

time to time in effect: 

(a) Indemnification by Company.  The Company shall indemnify, hold 

harmless and defend the Members, Managers, and Authorized Persons, in their capacity as such 

for the Company, from and against any loss, expense, damage or injury suffered or sustained by 

them by reason of any acts or omissions arising out of their activities on behalf of the Company 

or in furtherance of the interests of the Company, including but not limited to any judgment, 

award, settlement, reasonable attorneys’ fees and other costs or expenses incurred in connection 

with the defense of any actual or threatened action, proceeding or claim, if the acts or omissions 

were not performed or omitted fraudulently or as a result of gross negligence or willful 

misconduct by the indemnified party.  Reasonable expenses incurred by the indemnified party in 

connection with any such proceeding relating to the foregoing matters may be paid or reimbursed 

by the Company in advance of the final disposition of such proceeding upon receipt by the 

Company of (i) written affirmation by the Member, Manager or Authorized Person requesting 

indemnification of its good-faith belief that it has met the standard of conduct necessary for 

indemnification by the Company and (ii) a written undertaking by or on behalf of such Member, 

Manager or Authorized Person to repay such amount if it shall ultimately be determined by a 

court of competent jurisdiction that such Member, Manager or Authorized Person has not met 

such standard of conduct, which undertaking shall be an unlimited general obligation of the 

indemnified party but need not be secured. 

(b) Indemnification by the Members.  Each Member hereby agrees to 

indemnify and defend the Company, the other Members and each of their respective employees, 

agents, partners, members, shareholders, officers and directors and hold them harmless from and 

against any and all claims, liabilities, damages, costs and expenses (including, without 

limitation, court costs and attorneys’ fees and expenses) suffered or incurred on account of or 

arising out of any breach of this Agreement by that Member. 

(c) Indemnification of Employees and Agents.  The Company, upon the 

written approval of the Management Committee, may indemnify and advance expenses to any 

employees or agents of the Company who are not or were not Members of the Company but who 

are or were serving at the request of the Company as a manager, director, officer, partner, 

venturer, proprietor, trustee, employee, agent, Authorized Person or similar functionary of 

another foreign or domestic limited liability company, corporation, partnership, joint venture, 

sole proprietorship, trust, employee benefit plan or other enterprise against liabilities and 

expenses asserted against such Person and incurred by such Person in such a capacity or arising 

out of their status as such a Person, to the same extent that it may indemnify and advance 

expenses to Members under this Article 8. 

Section 8.2. Advancement of Expenses.  The right to indemnification conferred in this 

Article 8 pursuant to Section 8.1 shall, with respect to the Management Committee, include the 

right to be paid or reimbursed by the Company the reasonable expenses incurred by the 



 

-21- 

Management Committee in the event the Management Committee was or is threatened to be 

made a named defendant or respondent in a Proceeding; provided, that the payment of such 

expenses incurred by the Management Committee in advance of the final disposition of a 

Proceeding shall be made only upon delivery to the Company of a written affirmation by the 

Management Committee of its good faith belief that it has met the standard of conduct necessary 

for indemnification under Article 8 and a written undertaking, by or on behalf of the 

Management Committee, to repay all amounts so advanced if it shall ultimately be determined 

that the Management Committee is not entitled to be indemnified under this Article 8 or 

otherwise. 

Section 8.3. Contract with the Company.  The rights granted pursuant to this Article 8 

may, at the discretion of the applicable Person claiming indemnification, be deemed to be 

contract rights. 

Section 8.4. Non-exclusivity of Rights.  The right to indemnification and the 

advancement and payment of expenses conferred in this Article 8 shall not be exclusive of any 

other right that a Member or other Person indemnified pursuant to Section 8.1 may have or 

hereafter acquire under any law (common or statutory), provision of the Certificate or this 

Agreement, other agreement, vote of Members or otherwise.  

Section 8.5  Source of Payment.  Notwithstanding anything contained herein to the 

contrary, any amount to which an Indemnitee may be entitled under this Article 8 shall be paid 

only out of the assets of the Company and any insurance proceeds available to the Company for 

such purposes. No Member shall be personally liable for any amount payable pursuant to this 

Article 8, or to make any Capital Contribution, return any distribution made to it by the 

Company, or restore any Negative Capital Account balance to enable the Company to make any 

such payment.  The Company shall, if commercially practicable, obtain insurance with per-claim 

and aggregate limits reasonably expected to cover its anticipated obligations hereunder. 

Section 8.5. Insurance.  The Company may purchase and maintain insurance, at its 

expense, to protect itself and any Person who is or was serving as a manager (including as the 

Management Committee), officer, Authorized Person or agent of the Company or who is or was 

serving at the request of the Company as a manager, director, officer, partner, venturer, 

proprietor, trustee, employee, agent, Authorized Person or similar functionary of another foreign 

or domestic limited liability company, corporation, partnership, joint venture, sole 

proprietorship, trust, employee benefit plan or other enterprise against any expense, liability or 

loss, whether or not the Company would have the power to indemnify such Person against such 

expense, liability or loss under this Article 8. 

Section 8.6. Savings Clause.  If this Article 8 or any portion hereof shall be invalidated 

on any ground by any court of competent jurisdiction, then the Company shall nevertheless 

indemnify and hold harmless each Member or any other Person indemnified pursuant to this 

Article 8 as to costs, charges and expenses (including attorneys' fees), judgments, fines and 

amounts paid in settlement with respect to any action, suit or proceeding, whether civil, criminal, 

administrative or investigative to the full extent permitted by any applicable portion of this 

Article 8 that shall not have been invalidated and to the fullest extent permitted by applicable 

law. 
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ARTICLE 9 

 

FINANCIAL AND ACCOUNTING MATTERS 

Section 9.1. Books and Records.  At the expense of the Company, a Manager or an 

Authorized Person shall maintain at the Company’s principal place of business, records and 

accounts of all operations and expenditures of the Company, including, without limitation, the 

following records: 

(a) current list in alphabetical order of the name and mailing address of each 

Member and Manager, their facsimile numbers, email addresses, and, with respect to the 

Members, their respective shares of Net Profits and Net Losses, or information from which such 

shares can be derived; 

(b) copy of the Certificate of Organization and all amendments thereto, 

together with executed copies of any powers of attorney pursuant to which any such amendment 

was executed; 

(c) copies of the Company's federal, state and local income tax returns and 

reports, if any, for the three most recent Fiscal Years; 

(d) copies of this Agreement, as in effect from time to time; 

(e) any writings or other information with respect to each Member’s 

obligation to contribute cash, property or services to the Company, including, without limitation, 

the amount of cash so contributed and a description and statement of the agreed-upon fair market 

value of property or services so contributed or to be contributed; 

(f) any financial statements of the Company for the three most recent Fiscal 

Years; 

(g) minutes of every annual, regular, special and court-ordered meeting of the 

Members or Managers; and 

(h) any written consents obtained from the Members or Managers for actions 

taken by Members or Managers without a meeting. 

Section 9.2. Inspection of Books and Records.  Any Member may inspect and review 

the books and records of the Company.  Any Member may, at its expense, have the Company 

make copies of all or any portion of the books and records of the Company at no more than the 

true and auditable cost.  Unless the Company agrees otherwise, access to the books and records 

of the Company must take place during the Company’s regular business hours.  The Company 

may impose additional reasonable conditions and restrictions on Members’ access to the books 

and records of the Company, including specifying the amount of advance notice a Member must 

give and the reasonable charges imposed for copying. 

Section 9.3. Bank Accounts.  The Company shall employ reasonable efforts to 

maintain its funds in one or more depositary accounts established in the name of the Company 
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(each, an “Account”).  Each Account shall be solely in the name of the Company.  In no event 

shall any Account be co-mingled with any funds or accounts of any Manager, Member, 

Authorized Person or any other Person, and shall be used strictly for Company purposes, while 

taking into account the difficulty of maintaining accounts in this industry described in Section 

1.5. 

Section 9.4. Annual and Quarterly Financial Statements. 

(a) As soon as practicable (but in no event later than one hundred twenty days 

(120) after the end of the Fiscal Year during the term of this Agreement), the Management 

Committee shall arrange for and furnish to the Members annual financial statements consisting 

of an income statement and balance sheet (each, an “Annual Financial Statements”) for such 

Fiscal Year accurately reflecting the financial condition and the results of operation of the 

Company; provided that such Annual Financial Statements need not be audited. 

(b) As soon as practicable (but in no event later than one hundred twenty days 

(60) after the end of the first three quarters of the Fiscal Year (March 30, June 30, September 30) 

during the term of this Agreement), the Management Committee shall arrange for and furnish to 

the Members quarterly financial statements consisting of an income statement and balance sheet 

(each, a “Quarterly Financial Statements”) for such quarter accurately reflecting the financial 

condition and the results of operation of the Company; provided that such Quarterly Financial 

Statements need not be audited. 

ARTICLE 10 

 

TAX MATTERS 

Section 10.1. Taxation as Partnership.  The Members intend that the Company shall be 

treated as a partnership and that the Members shall be taxed as partners for federal, state and 

local income tax purposes.  No Party shall take any action that would result in the Company 

being taxed as a corporation.  Unless otherwise determined by the unanimous approval of the 

Management Committee, the Company shall not file any election pursuant to Treasury 

Regulation Section 301.7701-3(c) to be treated as an association taxable as a corporation for 

Federal income tax purposes.  The Company shall not elect, pursuant to Code Section 761(a) to 

be excluded from the provisions of Subchapter K of the Code.  The Company shall prepare and 

file with the IRS and other necessary taxing authorities all documents, if any, necessary to elect, 

confirm and maintain its status as a partnership.  This characterization is intended solely for 

income tax purposes and the Company, its Members and their Affiliates shall not be treated or 

deemed to be partners or a partnership for any other purpose. 

Section 10.2. Capital Accounts; Tax Allocations.  Exhibit C attached to this Agreement 

provides for the maintenance of Capital Accounts for each Member and allocation of profits, 

losses and other tax items to the Members, and is incorporated into this Agreement by this 

reference. 
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Section 10.3. Tax Matters Partner. 

(a) Tax Matters Partner.  Michael P. Malloy, Jr., Esquire is hereby designated 

as the tax matters partner within the meaning of Section 6231(a)(7) of the Code (“Tax Matters 

Partner”).  In such capacity, the Tax Matters Partner shall have all of the rights, authority and 

power, and shall be subject to all of the obligations, of a tax matters partner to the extent 

provided in the Code and the Treasury Regulations.  Consistent with the requirements of the 

Code and the Treasury Regulations, the Tax Matters Partner shall inform the other Members of 

any decision or actions taken as the Tax Matters Partner. 

(b) State and Local Tax Law.  If any state or local tax law provides for a tax 

matters partner or Person having similar rights, powers, authority or obligations, the Tax Matters 

Partner shall also serve in such capacity.  In all other cases, the Tax Matters Partner shall 

represent the Company in all tax matters to the extent allowed by law and to the maximum extent 

not prohibited by law. 

(c) Expenses of the Tax Matters Partner.  Expenses reasonably incurred by the 

Tax Matters Partner shall be borne by the Company as Company Costs.  Such expenses shall 

include, without limitation, reasonable fees of attorneys and other tax professionals, accountants, 

appraisers and experts, filing fees and reasonable out of pocket costs. 

(d) Effect of Certain Decisions by Tax Matters Partner.  Any decisions made 

by the Tax Matters Partner, including, without limitation, whether or not to settle or contest any 

tax matter, whether or not to extend the period of limitations for the assessment or collection of 

any tax and the choice of forum for such contest shall be made in the Tax Matters Partner’s 

reasonable discretion. 

Section 10.4. Tax Returns; Tax Elections. 

(a) Tax Returns. The Management Committee shall cause to be prepared and 

filed all applicable income, franchise, gross receipts, payroll and other tax returns that the 

Company is obligated to file.  Copies of Schedule K of the Company’s tax return (Form 1065) 

shall be distributed to all Members as soon as practicable after the Partnership’s Fiscal Year. 

(b) Elections by Company.  Except as provided in Section 10.1 hereof, 

relating to the tax classification of the Company, the Tax Matters Partner shall have the exclusive 

right to make any determination whether the Company shall make available elections (including 

any election pursuant to Section 754 of the Code relating to certain adjustments to the basis of 

the Company’s assets or properties) for federal, state or local income tax purposes.  All decisions 

and other matters concerning the computation and allocation of items of income, gain, loss, 

deduction and credits among the Members, and accounting procedures not specifically and 

expressly provided for by the terms of this Agreement shall be determined by the Tax Matters 

Partner.  Any determination made pursuant to this Section 10.4(b) by the Tax Matters Partner 

shall be conclusive and binding on all Members.  The Tax Matters Partner shall be absolved 

from all liability for any and all consequences to any previously admitted or subsequently 

admitted Members resulting from its making or failing to make any such election. 
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(c) Elections by Members.  The Tax Matters Partner shall have the sole 

discretion to consent to any tax election that a Member may request.  In the event any Member 

makes any tax election that requires the Company to furnish information to such Member to 

enable such Member to compute its own tax liability, or requires the Company to file any tax 

return or report with any tax authority, in either case that would not be required in the absence of 

such election made by such Member, the Company, acting through the Tax Matters Partner, may, 

as a condition to furnishing such information or filing such return or report, require such Member 

to pay to the Company any incremental expenses incurred in connection therewith. 

ARTICLE 11 

 

DISSOLUTION AND WINDING UP 

Section 11.1. Events Resulting in Dissolution.  The Company shall not be dissolved or 

terminated by reason of the bankruptcy, removal, withdrawal, dissolution or admission of any 

Member.  The Company shall dissolve pursuant to the Pennsylvania Act only if one or more of 

the following events occurs: 

(a) The sale of all or more than 90% of the Company’s assets or properties, 

provided, however, that if such sale is made on the terms that the Company takes a note or other 

indebtedness or securities of the purchaser for part of the purchase price, no dissolution shall 

occur until such time as the Company ceases to be the holder of such securities, such note or 

indebtedness or such note or the indebtedness evidenced by such note has been paid in full; 

(b) The agreement in writing by the Management Committee; or 

(c) Any judicial entry of an order of dissolution of the Company under the 

Pennsylvania Act. 

Section 11.2. Procedure. 

(a) Upon the dissolution of the Company, the Management Committee shall 

wind up the affairs of the Company.  The Members shall continue to receive allocations of Net 

Income and Net Losses and distributions during the period of liquidation of the Company in the 

same manner and proportion as though the Company had not dissolved.   

(b) Following the payment of all debts and liabilities of the Company and all 

expenses of liquidation, and subject to any reserves which may be approved by Management 

Committee for the payment of contingent or unforeseen obligations of the Company (including 

indemnification obligations), which will continue after the sale of the Company, its assets or 

properties, the proceeds of the liquidation and any other funds of the Company shall be 

distributed in accordance with Section 3.1(c). 

(c) Except as approved by the Management Committee, no Member shall 

have the right to demand or receive property other than cash upon liquidation. 

(d) Upon the completion of the liquidation of the Company and the 

distribution of all Company funds, the Company shall terminate. 
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(e) Within ninety (90) days following the dissolution and the commencement 

of winding up of the Company, Certificate of Dissolution shall be prepared, executed and filed in 

accordance with the Act. 

ARTICLE 12 

 

NOTICES 

Section 12.1. Notices.  All notices, consents, requests for approval, approvals, demands, 

waivers or other communications required to be sent or otherwise applicable under this 

Agreement (each, a “Notice”) shall be in writing and shall be sent to each applicable party, its or 

their legal counsel at the addresses set forth below.  A Notice that complies with the 

requirements of this Section 12.1 shall be deemed to have been duly given and received:  

(a) when delivered personally; (b) one (1) Business Day after being delivered to a reputable 

overnight courier service, marked for next day delivery and with delivery charges prepaid by the 

sender; or (c) on the first Business Day after receipt, if delivered by facsimile transmission to the 

facsimile number of the addressee shown below, if (1) receipt is confirmed in writing by the 

sending facsimile machine and (2) the Notice is also sent by any means described in clause (a) or 

(b) above. 

Section 12.2. Addresses for Notices.  All notices must be addressed to the Member at 

the Member’s last known street address on the records of the Company.  A notice to the 

Company must be addressed to the Company’s principal office.  Any party may designate, by 

notice to all of the others, substitute addresses or addressees for notices. 

ARTICLE 13 

 

MISCELLANEOUS 

Section 13.1. Entire Agreement.  This Agreement, together with the Certificate of 

Organization, all Exhibits and Schedules, constitutes the entire understanding and agreement 

among the Parties pertaining to its subject matter.  This Agreement supersedes any and all prior 

negotiations, understandings or agreements among the Parties with respect to its subject matter, 

but shall not amend, modify, supersede or in any way affect any other agreement or 

understanding among the Members or their respective Affiliates that do not relate to the subject 

matter of this Agreement. 

Section 13.2. Amendments.  No provision of this Agreement may be amended, 

supplemented or waived except in a written instrument approved by the Management 

Committee; provided that a Manager or an Authorized Person may amend Schedule A attached 

hereto to reflect the addition or removal of Members, the issuance of Units or changes to 

Ownership Percentages effected in accordance with the terms of this Agreement.  

Notwithstanding anything to the contrary contained in this Agreement, the Company and the 

Management Committee shall not cause this Agreement to be amended or modified in a manner 

that would (a) require a Member to make additional Capital Contributions, (b) subject a Member 

to liability for the obligations or liabilities of the Company, except as may be required by 
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applicable law, or (c) reduce a Member’s right to receive distributions other than as a result of 

the issuance of new Units, in each case, without the prior approval of such Member. 

Section 13.3. Successors and Assigns.  This Agreement shall be binding upon and inure 

to the benefit of the Members and their permitted successors and assigns. 

Section 13.4. No Third Party Beneficiaries.  The terms and provisions of this Agreement 

are for the sole and exclusive benefit of the Parties and their permitted successors and assigns 

and shall not be deemed to create any rights for the benefit of any other Person. 

Section 13.5. Governing Law.  This Agreement and the rights of the Parties shall be 

governed by, interpreted and enforced in accordance with the internal laws of the State of 

Pennsylvania, including the Pennsylvania Act as amended from time to time, without regard to 

Pennsylvania’s conflicts of laws principles.  The rights and liabilities of the Members shall be 

determined pursuant to the Act and this Agreement.  To the extent that any provision of this 

Agreement is inconsistent with any provision of the Pennsylvania Act, this Agreement shall 

govern to the extent permitted by the Pennsylvania Act. 

Section 13.6. Jurisdiction; Choice of Forum.  Each Party hereby irrevocably (a) submits 

to the exclusive jurisdiction of any Pennsylvania state or federal court sitting in the County of 

Philadelphia, in any action or proceeding arising out of or relating to this Agreement, the 

relations between the Parties and any matter, action or transaction described in this Agreement, 

whether in contract, tort or otherwise, (b) agrees that such courts shall have exclusive jurisdiction 

over such actions or proceedings, (c) waives the defense that Pennsylvania is an inconvenient 

forum to the maintenance and continuation of such action or proceeding, (d) consents to the 

service of any and all process in any such action or proceeding by the mailing of copies (certified 

mail, return receipt requested and postage prepaid) of such process to them at their addresses 

specified in Schedule A and (e) agrees that a final and non-appealable judgment rendered by a 

court of competent jurisdiction in any such action or proceeding shall be conclusive and may be 

enforced in other jurisdictions by suit on the judgment or in any other manner provided by law.  

In the event that an action or proceeding is initiated in one of the courts referenced above and is 

pending, the Parties agree, for the convenience of the parties and subject to any limitations on 

subject matter jurisdiction of the court, to initiate any counterclaims or related actions in the 

same proceeding (as opposed to a separate proceeding in any of the other courts specified 

above). 

Section 13.7. Waiver of Jury Trial.  EACH MEMBER, FOR ITSELF AND ON 

BEHALF OF ITS AFFILIATES, HEREBY WAIVES ITS RIGHT TO TRIAL BY JURY IN 

ANY ACTION, LAWSUIT OR PROCEEDING RELATING TO ANY DISPUTE ARISING 

UNDER OR IN CONNECTION WITH THIS AGREEMENT OR ANY TRANSACTION 

DESCRIBED IN THIS AGREEMENT OR DISPUTE BETWEEN THE PARTIES 

(INCLUDING DISPUTES WHICH ALSO INVOLVE OTHER PERSONS). 

Section 13.8. Severability.  If any provision of this Agreement or the application of such 

provision to any Party, Person or circumstance shall be held invalid, illegal or unenforceable to 

any extent, the remainder of this Agreement, such provision or the application of that provision 
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to another Party or circumstance shall otherwise be enforceable to the fullest extent permitted by 

the law. 

Section 13.9. Captions and Construction.  The captions and headings used in this 

Agreement are for convenience only and do not in any way affect, limit, amplify or modify the 

terms and provisions hereof.  Whenever the singular number is used in this Agreement and when 

required by the context, the same shall include the plural and vice versa, and the neuter gender 

shall include the feminine and masculine genders and vice versa.  . 

Section 13.10. Further Assurances and Execution of Additional Documents.  Each 

member agrees to perform any additional acts that may be reasonably necessary or appropriate to 

effectuate and perform the provisions of this Agreement and the transactions contemplated 

herein.  Furthermore, each Member hereby agrees to execute such other and further documents 

and instruments, including, without limitation, statements of their Membership Interests and 

powers of attorney, as necessary to comply with applicable law or otherwise as reasonably 

requested by the Management Committee. 

Section 13.11. Counterparts.  This Agreement may be executed in several counterparts.  

If so executed, each of such counterparts shall be deemed an original for all purposes and all 

counterparts shall, collectively, constitute one and the same agreement. 

[Remainder of Page Intentionally Left Blank; Signature Pages Follows] 
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SCHEDULE A  

 

MEMBERS 

Member Class A-1 Units Class A-2 Units Class B Units Class C Units Class D Units Capital Contribution Ownership Percentage 

Michael P. 

Malloy, Jr. 25     $       25,000 
40.77% 

Andrew J. 

Kleeman       
40.77% 

MedMen 

Opportunity 

Fund, LP 312     $    312,000 
8% 

Michael P. 

Malloy, Sr. and 

Geraldine M. 

Malloy 150     $    150,000 

3.84% 

William R. and 

Lynne M. Reid 100     $    100,000 
2.56% 

James N. 

Regan 50     $     50,000 
1.28% 

Dennis B. 

Malloy 50     $    50,000 
1.28% 

Daphne G. 

Holloway      25  
1% 

Alfred C. 

Dezzi     12.5  
.5% 

Total:       100.00% 
 
 
 
 
 
 

 



 

 

SCHEDULE B 

 

MANAGERS 

 

Manager 

Michael P. Malloy, Jr.   

Andrew J. Kleeman 
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EXHIBIT A 

 

DEFINITIONS 

As used in this Agreement, the following terms shall have the following meanings: 

“Additional Member” means each Member of the Company other than the 

Members on the date hereof and their respective successors and assigns. 

“Affiliate” means as to any specified Person (1) any officer, director, employee, 

shareholder, partner or member of such Person or any Person for which the specified Person 

serves as an officer, director, employee, shareholder, partner or member or (2) any Person 

Controlling, Controlled by or under Common Control with such Person. 

“Business Day” means Monday through Friday of each week, unless such day is 

a day on which national banks in Philadelphia, Pennsylvania are not open for business. 

“Capital Contribution” shall mean, with respect to any Member, the amount of 

capital contributed by such Member to the Company under this Agreement and subject to such 

adjustments as are provided hereby, all as determined by the Management Committee. 

“Class” refers to the distinction among Class A-1 Units, Class A-2 Units, Class 

B-Units, Class C Units and the Class D Units as set forth in this Agreement. 

“Class A Ownership Percentage” means, as to each Member holding Class A 

Units, the percentage reflecting the ratio which the aggregate amount of Class A Units held by 

such Member bears to the aggregate amount of Class A Units held by all Members.  The Class A 

Ownership Percentage of each Member is set forth opposite such Member’s name and under the 

heading “Class A Ownership Percentage” in Schedule A hereto, as amended from time to time. 

“Class A Units” means Class A-1 Units and Class A-2 Units.  

“Class B Ownership Percentage” means, as to each Member holding Class B 

Units, the percentage reflecting the ratio which the aggregate amount of Class B Units held by 

such Member bears to the aggregate amount of Class B Units held by all Members.  The Class B 

Ownership Percentage of each Member is set forth opposite such Member’s name and under the 

heading “Class B Ownership Percentage” in Schedule A hereto, as amended from time to time. 

“Class C Ownership Percentage” means, as to each Member holding Class C 

Units, the percentage reflecting the ratio which the aggregate amount of Class C Units held by 

such Member bears to the aggregate amount of Class C Units held by all Members.  The Class C 

Ownership Percentage of each Member is set forth opposite such Member’s name and under the 

heading “Class C Ownership Percentage” in Schedule A hereto, as amended from time to time. 

“Code” means the Internal Revenue Code of 1986, as amended from time to time 

(or any succeeding law). 

“Company” means the limited liability company formed pursuant to this 

Agreement. 
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“Company Costs” means all of the costs and expenditures of any kind and 

payments thereof actually made by or on behalf of the Company in cash during any period with 

respect to its operations. 

 “Control”, “Controlling” and “Controlled by” means, when used with respect 

to any specified Person, the ability, directly or indirectly, whether through the ownership of 

voting securities, by contract or otherwise, to direct or cause the direction of, alone or in concert 

with others, the management and policies of a Person. 

“Economic Interest” means a Member’s right to share in the income, gains, 

losses, deductions, credit, or similar items of, and to receive distributions from, the Company as 

set forth in this Agreement, but excludes any other rights of a Member, including, without 

limitation, the right to vote or to participate in management, or, except as may be provided in the 

Pennsylvania Act, any right to information concerning the business and affairs of the Company. 

“Event of Bankruptcy” means the occurrence of any of the following events: 

(1) A Member files a petition or answer seeking for himself any 

reorganization, arrangement, composition, readjustment, liquidation, dissolution or similar relief 

under any statute, law or regulation; 

(2) A Member files a voluntary petition in bankruptcy; 

(3) A Member files an answer or other pleading admitting or failing to 

contest the material allegations of a petition filed against him in any proceeding of this nature; or 

(4) A Member is adjudged a bankrupt or insolvent, or has entered 

against him an order for relief, in any bankruptcy or insolvency proceeding; 

(5) A Member makes an assignment for the benefit of creditors; 

(6) A Member seeks, consents to or acquiesces in the appointment of a 

trustee, receiver or liquidator of the Member or of all or any substantial part of his properties. 

“Fiscal Year” of the Company means the 12-month period ending December 31 

of each year, or any other period which constitutes the Company’s taxable year for Federal 

income tax purposes. 

“GAAP” shall mean generally accepted accounting principles in the United 

States. 

“Grant Agreement” means the written agreement between an employee, officer,  

manager, or consultant or advisor to the Company or any of its subsidiaries pursuant to which the 

consultant is issued Class D Units which specifies the vesting and other terms and conditions 

applicable to such Class D Units. 

“Indemnitee” means either a Member or other Person that an Indemnitor is 

obligated to indemnify, defend and hold harmless pursuant to Article 8 as well as all present and 

former directors, officers, shareholders, partners, members, employees, agents (including 
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accountants, consultants, attorneys and other professional advisers) and other Affiliates of the 

specified Indemnitee. 

“Indemnitor” means the Company, obligated to indemnify, defend and hold 

harmless an Indemnitee pursuant to Article 8. 

“Investor Member” means a Member holding Class A Units or Class B Units. 

“IRS” means the U.S. Internal Revenue Service or any successor agency or 

department with primary responsibility for adopting, interpreting and enforcing provisions of the 

Code. 

“Lien” means any lien, mortgage, charge, restriction, option, contractual 

restriction on transfer, security interest, tax lien, pledge, encumbrance, conditional sale or title 

retention arrangement, or any other claim of any kind or nature securing any obligation, 

indebtedness, or any agreement to create or confer any of the foregoing, in each case whether 

arising by agreement or under any statute or law or otherwise. 

“Members” means the members set forth on Schedule A and any members of the 

Company subsequently admitted as members in accordance with this Agreement and the 

Pennsylvania Act and shall include, for the avoidance of doubt, the Management Committee. 

“Membership Interest” means the entire ownership interest of a Member in the 

Company at any particular time, including, without limitation, the Voting Interest, Economic 

Interest, the right of such Member to any and all benefits to which a Member may be entitled as 

provided in this Agreement and under law, and the obligations of such Member to comply with 

all of the terms and provisions set forth in this Agreement and under applicable law. 

“Ownership Percentage” means, as to each Member, the percentage reflecting 

the ratio which the aggregate amount of Class A-1 Units, Class A-2 Units, Class B Units, Class 

C Units and Vested Class D Units held by such Member bears to the aggregate amount of Class 

A-1 Units, Class A-2 Units, Class B Units, Class C Units and Vested Class D Units held by all 

Members.  The Ownership Percentage of each Member is set forth opposite such Member’s 

name and under the heading “Ownership Percentage” in Schedule A hereto, as amended from 

time to time. 

“Parties” means the Members who have signed the Agreement. 

“Pennsylvania Act” means the Pennsylvania Limited Liability Company Law, as 

it may be amended from time to time, and any successor to that act. 

“Permitted Transferee” means (i) in the case of any Member who is a natural 

person, the spouse, divorced spouse, parents, brothers, sisters, children (natural or adopted), 

stepchildren, and grandchildren of such Member and any trust or other estate planning-related 

entity established for the sole benefit of such persons and (ii) in the case of any Member that is a 

corporation, limited liability company, or other entity, any Person Controlling, Controlled by or 

under common Control with such Member or a Permitted Transferee of such Person. 
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“Person” means an individual or a general partnership, limited partnership, 

corporation, professional corporation, limited liability company, limited liability partnership, 

joint venture, trust, business trust, cooperative or association or any other legally-recognized 

entity. 

“Third Party” means any Person who is not a Party to this Agreement and not an 

Affiliate of a Party to this Agreement. 

“Transfer” and related usages of that term means any sale, transfer, assignment, 

pledge, hypothecation, granting of a Lien, encumbrance or other disposal, directly or indirectly, 

of all or any part of a Membership Interest (including economic interests) or any direct or 

indirect (and no matter how remote) ownership interest in a Member or granting any rights to 

distributions or proceeds from a Membership Interest in any manner, including any agreement to 

do so, whether directly or indirectly; voluntarily or involuntarily by operation of law or 

otherwise or by means of any swap, derivative, or similar transaction or by any of the foregoing 

with respect to all or a portion of any type of equity, profits, distribution or other ownership 

interest, and shall include the ability to approve or have any right to vote on, consent to or veto 

any decision or matter set forth in this Agreement and a right to receive (directly or indirectly) 

any share or portion of payments of dividends, distributions or profits, and the issuance of any 

new shares or other equity interests. 

“Transferee” means a Person who acquires any Membership Interest by Transfer 

from a Member or another Transferee not admitted as a Member in accordance with Section 

7.5(b). 

“Transferring Member” means any Member which Transfers or proposes to 

Transfer, any Units or Membership Interest. 

“Treasury Regulations” means the Income Tax Regulations and Procedures and 

Administration Regulations promulgated under the Code, as amended from time to time. 

“Triggering Event” means, with respect to a Member, (i) an Event of 

Bankruptcy; (ii) the dissolution of marriage applicable to the Selling Member; (iii) the 

imposition of any pledge, lien, encumbrance or other security interest or involuntary transfer 

with respect to the Units; or (iv) the good faith determination by the Management Committee 

that such Member’s continued ownership of its Membership Interest is reasonably likely to have 

a negative effect on the Company’s standing with applicable regulatory agencies. 

“Unreturned Capital Contributions” means, with respect to each Member  

holding Class A Units or Class B Units, each such Member’s Capital Contributions made with 

respect to the purchase of such Class A Units or Class B Units, as the case may be, less all 

distributions made to such Member on account of Class A Units or Class B Units, as the case 

may be, pursuant to Section 3.1(b)(1). 

“Vested Class D Ownership Percentage” means, as to each Member holding 

Vested Class D Units, the percentage reflecting the ratio which the aggregate amount of Vested 

Class D Units held by such Member bears to the aggregate amount of Vested Class D Units held 

by all Members.  The Vested Class D Ownership Percentage of each Member is set forth 
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opposite such Member’s name and under the heading “Vested Class D Ownership Percentage” in 

Schedule A hereto, as amended from time to time. 

“Voting Interest” means, with respect to each Member, the right, if any, of such 

Member to vote or to participate in management under this Agreement and the Pennsylvania Act. 

The following terms have the meanings defined for such terms in the Sections 

set forth below: 

Term Section 

Account 8.2 

Agreement Preamble 

Annual Financial Statements 9.4(a) 

Capital Account Exhibit C 

Compelled Sale 7.6(c) 

Compelled Sale Notice 7.6(a) 

Competing Business Section 4.7 

Confidential Information 5.7(a) 

Confidential Materials 5.7(b) 

Designee 4.1 

Effective Date Preamble 

Founder 4.1 

Management Committee 4.1 

Manager 4.1 

Member Sale Notice 0 

Notice 12.1 

Offered Securities 0 

Proceeding 8.1 

Proposed Purchaser 0 

Quarterly Financial Statement 9.4(b) 

Remaining Securities 7.3(d) 

Response Notice 7.3(c) 

Response Notice Deadline 7.3(c) 

Sale Proposal 6.5(a) 

Second Member Sale Notice 7.3(d) 

Second Response Notice 7.3(e) 

Selling Member 6.6 

Tax Matters Partner 10.3(a) 

Triggering Event 6.6 

Units 2.1 
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EXHIBIT B 

 

JOINDER AGREEMENT 

Date: ____________________________ 

Reference is made to that Limited Liability Company Agreement of Kai 

CannaPharm I, LLC, dated as of _____________, 2017 (as the same may be amended from time 

to time, the “LLC Agreement”), among the several members named on Schedule A thereto.  A 

copy of the LLC Agreement is attached hereto as Exhibit A and such LLC Agreement is made 

part hereof and incorporated herein by reference.  Terms used in this Joinder Agreement, but not 

defined herein, are used herein as defined in the LLC Agreement. 

1. In accordance with the provisions of the LLC Agreement, the undersigned 

has reviewed, and hereby joins in, the LLC Agreement, for purposes of evidencing its consent 

and agreement to be bound by the terms and provisions of the LLC Agreement under the LLC 

Agreement of, including the rights and obligations applicable to, an Additional Member and 

holder of     of ___________ Units. 

2. The undersigned, as an Additional Member, hereby confirms that the 

representations and warranties contained in Article 6 are true and correct with respect to the 

undersigned as of the date hereof as if set forth herein. 

IN WITNESS WHEREOF, the parties hereto have caused this Joinder Agreement 

to be executed this _________ day of ___________, _____________. 

________________________________________ 

[ADDITIONAL MEMBER] 

Date: ________________, ______________ 

Agreed and accepted: 

KAI CANNAPHARM I, LLC 

By:______________________________ 

 Name: 

 Title: 
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EXHIBIT C 

 

TAX ALLOCATIONS 

I. Purpose. 

This Exhibit C (the “Exhibit”) is attached to, and constitutes a part of, the Agreement for 

the purpose of setting forth the rules governing the maintenance of the Capital Account required 

to be maintained for each Member under the Agreement and the rules governing the allocation of 

the Company’s items of Net Profit and Net Loss, other items of income, gain, loss, deduction and 

credit, and taxable income, gain, loss, deduction, and credit. 

II. Certain Definitions. 

1. Certain Additional Definitions 

Unless otherwise provided in this Exhibit, all capitalized terms used in this Exhibit shall 

have the meanings assigned to them in the Agreement of which this Exhibit is a part.  In 

addition, the following definitions shall be for all purposes applied to the terms used in this 

Exhibit. 

“Adjusted Capital Account” means the Capital Account maintained for each Member as 

of the end of each Fiscal Year (i) increased by any amounts which such Member is obligated to 

restore pursuant to any provision of this Agreement or is deemed to be obligated to restore 

pursuant to the penultimate sentences of Regulations Sections 1.704-2(g)(1) and 1.704-2(i)(5) 

and (ii) decreased by the items described in Regulations Sections 1.704-1(b)(2)(ii)(d)(4), 

1.704-1(b)(2)(ii)(d)(5) and 1.704-1(b)(2)(ii)(d)(6).  The foregoing definition of Adjusted Capital 

Account is intended to comply with the provisions of Regulations Section 1.704-1(b)(2)(ii)(d) 

and shall be interpreted consistently therewith. 

“Adjusted Capital Account Deficit” means, with respect to any Member, the deficit 

balance, if any, in such Member’s Adjusted Capital Account as of the end of the relevant Fiscal 

Year. 

 “Capital Account” has the meaning set forth in Section 2 of this Exhibit. 

“Carrying Value” means, with respect to any asset, the asset’s adjusted basis for federal 

income tax purposes, except as follows (i) the initial Carrying Value of any asset contributed by 

a Member to the Company shall be the gross fair market value of such asset, as determined by 

the Management Committee, (ii) the Carrying Values of all Company assets shall be adjusted to 

equal their respective gross fair market values (taking Code Section 7701(g) into account), as 

determined by the Management Committee, as of the following times: (A) the acquisition of an 

additional interest in the Company by any new or existing Member in exchange for more than a 

de minimis Capital Contribution; (B) the distribution by the Company to a Member of more than 

a de minimis amount of Company property as consideration for an interest in the Company; (C) 

the liquidation of the Company within the meaning of Regulations Section 1.704-1(b)(2)(ii)(g) 

(other than pursuant to Code Section 708(b)(1)(B)); and (D) in connection with the grant of an 

interest in the Company (other than a de minimis interest) as consideration for the provision of 

services to or for the benefit of the Company by an existing Member acting in a member 
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capacity, or by a new Member acting in a partner capacity in anticipation of being a Member; 

provided that an adjustment described in clauses (A), (B), and (D) of this paragraph shall be 

made only if the Management Committee reasonably determines that such adjustment is 

necessary to reflect the relative economic interests of the Members in the Company, (iii) the 

Carrying Value of any item of Company assets distributed to any Member shall be adjusted to 

equal the gross fair market value (taking Code Section 7701(g) into account) of such asset on the 

date of distribution as determined by the Management Committee, (iv) the Carrying Values of 

Company assets shall be increased (or decreased) to reflect any adjustments to the adjusted basis 

of such assets pursuant to Code Section 734(b) or Section 743(b), but only to the extent that such 

adjustments are taken into account in determining Capital Accounts pursuant to (A) Regulations 

Section 1.704-1(b)(2)(iv)(m), provided, however, that Carrying Values shall not be adjusted 

pursuant to this subparagraph (iv) to the extent that an adjustment pursuant to subparagraph (ii) 

is required in connection with a transaction that would otherwise result in an adjustment pursuant 

to this subparagraph (iv), and (v) the Carrying Value of any property shall be adjusted from time 

to time by the Depreciation taken into account with respect to such asset, for purposes of 

computing Net Profits and Net Losses. 

“Company Minimum Gain” shall mean “partnership minimum gain” as set forth in 

Regulations Section 1.704-2(b)(2), and the amount of Company Minimum Gain, as well as any 

net increase or decrease in Company Minimum Gain, for a Fiscal Year shall be determined in 

accordance with the rules of Regulations Section 1.704-2(d). 

 “Depreciation” means, for each Fiscal Year, an amount equal to the federal income tax 

depreciation, amortization, or other cost recovery deduction allowable with respect to an asset 

for such year, except that if the Carrying Value of an asset differs from its adjusted basis for 

federal income tax purposes at the beginning of such year or other period, Depreciation shall be 

an amount which bears the same ratio to such beginning Carrying Value as the federal income 

tax depreciation, amortization, or other cost recovery deduction for such year bears to such 

beginning adjusted tax basis; provided, however, that if the federal income tax depreciation, 

amortization, or other cost recovery deduction for such year is zero, Depreciation shall be 

determined with reference to such beginning Carrying Value using any other reasonable method 

selected by the Management Committee in its reasonable discretion subject to other provisions of 

this Exhibit. 

“Member Minimum Gain” means an amount, with respect to each Member 

Nonrecourse Debt, equal to the Company Minimum Gain that would result if such Member 

Nonrecourse Debt were treated as a Nonrecourse Liability, determined in accordance with 

Regulations Section 1.704-2(i)(3). 

“Member Nonrecourse Debt” shall mean “partner nonrecourse debt” as set forth in 

Regulations Section 1.704-2(b)(4). 

“Member Nonrecourse Deductions” shall mean “partner nonrecourse deduction” as set 

forth in Regulations Section 1.704-2(i)(2), and the amount of Member Nonrecourse Deductions 

with respect to a Member Nonrecourse Debt for a Fiscal Year shall be determined in accordance 

with the rules of Regulations Section 1.704-2(i)(2). 
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“Net Profit” or “Net Loss” shall mean for each Fiscal Year the Company taxable income 

or taxable loss for such Fiscal Year, as adjusted pursuant to Section 2.B of this Exhibit. 

 “Nonrecourse Deductions” has the meaning set forth in Regulations 

Section 1.704-2(b)(1), and the amount of Nonrecourse Deductions for a Fiscal Year shall be 

determined in accordance with the rules of Regulations Section 1.704-2(c). 

“Nonrecourse Liability” has the meaning set forth in Regulations Section 1.704-2(b)(3) 

“Partially Adjusted Capital Account” means, with respect to any Member for any 

Fiscal Year or other period, the Capital Account balance of such Member at the beginning of 

such period, adjusted as set forth in Section 2 of this Exhibit for all contributions and 

distributions during such period and all special allocations pursuant to Section 4 of this Exhibit 

with respect to such period, but before giving effect to any allocation with respect to such period 

pursuant to Section 3 of this Exhibit. 

“Regulations” means the federal income tax regulations issued by the U.S. Department 

of Treasury in their proposed, temporary and final forms, as amended from time to time. 

2. Capital Accounts of the Members 

A. The Company shall maintain for each Member a separate “capital account” 

(“Capital Account”) in accordance with the rules of Regulations Section 1.704-1(b)(2)(iv).  

Such Capital Account shall be increased by (i) the amount of cash contributed or deemed 

contributed or the gross fair market value of all actual and deemed contributions of property 

made by such Member to the Company pursuant to this Agreement, (ii) all items of Company 

income and gain (including income and gain exempt from tax) allocated to such Member 

pursuant to Section 3 or Section 4 hereof, and (iii) the amount of any Company liabilities 

assumed by such Member or that are secured by any property distributed to such Member (taking 

Code Section 752(c) into account), and decreased by (x) the amount of cash distributed or 

deemed distributed or the Agreed Value of all actual and deemed distributions of cash or 

property made to such Member pursuant to this Agreement,  (y) all items of Company deduction 

and loss allocated to such Member pursuant to Section 3 or Section 4 hereof, and (z) the amount 

of any liabilities of such Member assumed by the Company or that are secured by any property 

contributed by such Member to the Company (taking Code Section 752(c) into account). 

B. For purposes of computing the amount of Net Profit or Net Loss to be reflected in 

the Members’ Capital Accounts, the determination, recognition and classification of any item of 

income, gain, deduction or loss shall be the same as its determination, recognition and 

classification for federal income tax purposes determined in accordance with Section 703(a) of 

the Code (for this purpose all items of income, gain, loss or deduction required to be stated 

separately pursuant to Section 703(a)(1) of the Code shall be included in taxable income or loss), 

with the following adjustments: 

(1) Except as otherwise provided in Regulations Section 1.704-1(b)(2)(iv)(m), 

the computation of all items of income, gain, loss and deduction shall be 

made without regard to any election under Section 754 of the Code which 

may be made by the Company, provided that the amounts of any 

adjustments to the adjusted bases of the assets of the Company made 



 

C-4 

pursuant to Section 734 of the Code as a result of the distribution of 

property by the Company to a Member (to the extent that such adjustments 

have not previously been reflected in the Members’ Capital Accounts) 

shall be reflected in the Capital Accounts of the Members in the manner 

and subject to the limitations prescribed in Regulations Section 1.704-

1(b)(2)(iv) (m)(4). 

(2) The computation of all items of income, gain, and deduction shall be made 

without regard to the fact that items described in Sections 705(a)(1)(B) or 

705(a)(2)(B) of the Code are not includable in gross income or are neither 

currently deductible nor capitalized for federal income tax purposes. 

(3) Any income, gain or loss attributable to the taxable disposition of any 

Company property shall be determined as if the adjusted basis of such 

property as of such date of disposition were equal in amount to the 

Company’s Carrying Value with respect to such property as of such date. 

(4) In lieu of the depreciation, amortization, and other cost recovery 

deductions taken into account in computing such taxable income or loss, 

there shall be taken into account Depreciation for such Fiscal Year. 

(5) In the event the Carrying Value of any Company asset is adjusted pursuant 

to the definition of Carrying Value, the amount of any such adjustment 

shall be taken into account as gain or loss from the disposition of such 

asset. 

(6) Any items specially allocated under Section 4 hereof shall not be taken 

into account. 

C. Generally, a transferee of an interest in the Company shall succeed to a pro rata 

portion of the Capital Account of the Transferor. 

D. The provisions of this Agreement (including this Exhibit) relating to the 

maintenance of Capital Accounts are intended to comply with Regulations Section 1.704-1(b), 

and shall be interpreted and applied in a manner consistent with such Regulations.  In the event 

the Management Committee shall determine that it is prudent to modify the manner in which the 

Capital Accounts, or any debits or credits thereto (including, without limitation, debits or credits 

relating to liabilities which are secured by contributed or distributed property or which are 

assumed by the Company or the Members) are computed in order to comply with such 

Regulations, the Management Committee may make such modification it deems appropriate, 

provided that it is not likely to have a material effect on the amounts distributable to any Member 

pursuant to the Agreement upon the dissolution of the Company.  The Management Committee 

also shall (i) make any adjustments that are necessary or appropriate to maintain equality 

between the Capital Accounts of the Members and the amount of Company capital reflected on 

the Company’s balance sheet, as computed for book purposes, in accordance with Regulations 

Section 1.704-1(b)(2)(iv)(q), and (ii) make any appropriate modifications in the event 

unanticipated events might otherwise cause this Agreement not to comply with Regulations 

Section 1.704-1(b). 
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3. General Allocation Rules 

After giving effect to the special allocations set forth in Section 4 of this Exhibit, all Net 

Profit and Net Loss of the Company shall be allocated among the Members in such amounts and 

ratios as may be necessary to cause the Members’ Partially Adjusted Capital Accounts to be as 

nearly equal to their Target Balances as possible 

4. Special Allocation Rules 

Notwithstanding any other provision of the Agreement or this Exhibit, the following 

special allocations shall be made in the following order: 

A. Minimum Gain Chargeback.  If there is a net decrease in Company Minimum 

Gain during any Fiscal Year, each Member shall be specially allocated items of Company 

income and gain for such year (and, if necessary, subsequent years) in an amount equal to such 

Member’s share of the net decrease in Company Minimum Gain, as determined under 

Regulations Section 1.704-2(g).  Allocations pursuant to the previous sentence shall be made in 

proportion to the respective amounts required to be allocated to each Member pursuant thereto.  

The items to be so allocated shall be determined in accordance with Regulations Section 1.704-

2(f)(6).  This Section 4.A is intended to comply with the minimum gain chargeback requirements 

in Regulations Section 1.704-2(f) and shall be interpreted consistently therewith.  

B. Member Minimum Gain Chargeback.  Notwithstanding any other provision of the 

Agreement or this Exhibit (except Section 4.A hereof), if there is a net decrease in Member 

Minimum Gain attributable to a Member Nonrecourse Debt during any Fiscal Year, each 

Member who has a share of the Member Minimum Gain attributable to such Member 

Nonrecourse Debt, determined in accordance with Regulations Section 1.704-2(i)(5), shall be 

specially allocated items of Company income and gain for such year (and, if necessary, 

subsequent years) in an amount equal to such Member’s share of the net decrease in Member 

Minimum Gain attributable to such Member Nonrecourse Debt, determined in accordance with 

Regulations Section 1.704-2(i)(5).  Allocations pursuant to the previous sentence shall be made 

in proportion to the respective amounts required to be allocated to each Member pursuant 

thereto.  The items to be so allocated shall be determined in accordance with Regulations 

Section 1.704-2(i)(4).  This Section 4.B is intended to comply with the minimum gain 

chargeback requirement in such Section of the Regulations and shall be interpreted consistently 

therewith.  

C. Qualified Income Offset.  In the event any Member unexpectedly receives any 

adjustments, allocations or distributions described in Regulations Sections 1.704-

1(b)(2)(ii)(d)(4), 1.704-1(b)(2)(ii)(d)(5), or 1.704-1(b)(2)(ii)(d)(6), and after giving effect to the 

allocations required under Sections 4.A and 4.B hereof with respect to such Fiscal Year, such 

Member has an Adjusted Capital Account Deficit, items of Company income and gain 

(consisting of a pro rata portion of each item of Company income, including gross income and 

gain for the Fiscal Year) shall be specially allocated to such Member in an amount and manner 

sufficient to eliminate, to the extent required by the Regulations, its Adjusted Capital Account 

Deficit created by such adjustments, allocations or distributions as quickly as possible.  This 

Section 4.C is intended to constitute a “qualified income offset” under Regulations 

Section 1.704-1(b)(2)(ii)(d) and shall be interpreted consistently therewith. 
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D. Gross Income Allocation.  In the event that any Member has an Adjusted Capital 

Account Deficit at the end of any Fiscal Year (after taking into account allocations to be made 

under the preceding paragraphs hereof with respect to such Fiscal Year), each such Member shall 

be specially allocated items of Company income and gain (consisting of a pro rata portion of 

each item of Company income, including gross income and gain for the Fiscal Year) in an 

amount and manner sufficient to eliminate, to the extent required by the Regulations, its 

Adjusted Capital Account Deficit. 

E. Nonrecourse Deductions.  Nonrecourse Deductions for any Fiscal Year shall be 

allocated to the Members in accordance with the respective Ownership Percentages of such 

Members.  If the Management Committee determines in its good faith discretion that the 

Company’s Nonrecourse Deductions must be allocated in a different ratio to satisfy the safe 

harbor requirements of the Regulations promulgated under Section 704(b) of the Code, the 

Management Committee is authorized, upon notice to the Members, to revise the prescribed ratio 

for such Fiscal Year to the numerically closest ratio which would satisfy such requirements. 

F. Member Nonrecourse Deductions.  Any Member Nonrecourse Deductions for any 

Fiscal Year shall be specially allocated to the Member who bears the economic risk of loss with 

respect to the Member Nonrecourse Debt to which such Member Nonrecourse Deductions are 

attributable in accordance with Regulations Sections 1.704-2(b)(4) and 1.704-2(i). 

G. Code Section 754 Adjustments.  To the extent an adjustment to the adjusted tax 

basis of any Company asset pursuant to Section 734(b) or 743(b) of the Code is required, 

pursuant to Regulations Section 1.704-1(b)(2)(iv)(m), to be taken into account in determining 

Capital Accounts, the amount of such adjustment to the Capital Accounts shall be treated as an 

item of gain (if the adjustment increases the basis of the asset) or loss (if the adjustment 

decreases such basis), and such item of gain or loss shall be specially allocated to the Members 

in a manner consistent with the manner in which their Capital Accounts are required to be 

adjusted pursuant to such section of the Regulations. 

H. Loss Limitation.  Net Losses allocated pursuant to Section 3 hereof shall not 

exceed the maximum amount of Net Losses that can be allocated without causing any Member to 

have an Adjusted Capital Account Deficit at the end of any Fiscal Year or other period. In the 

event some but not all of the Members would have Adjusted Capital Account Deficits as a 

consequence of an allocation of Losses pursuant to Section 3 hereof, the limitation set forth in 

the preceding sentence shall be applied on a Member by Member basis and Net Losses not 

allocable to any Member as a result of such limitation shall be allocated to the other Members in 

accordance with the positive balances in such Member's Capital Accounts so as to allocate the 

maximum permissible Net Losses to each Member under Regulations Section 1.704-

1(b)(2)(ii)(d). 

5. Allocations for Tax Purposes 

A. Except as otherwise provided in this Section 5, for federal income tax purposes, 

each item of income, gain, loss and deduction shall be allocated among the Members in the same 

manner as its correlative item of “book” income, gain, loss or deduction is allocated pursuant to 

Sections 3 and 4 of this Exhibit. 
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B. In accordance with Code Section 704(c) and the Regulations thereunder, items of 

income, gain, loss, and deduction with respect to any property having an adjusted basis that 

differs from its Carrying Value shall, solely for tax purposes, be allocated among the Members 

so as to take account of any variation between the adjusted basis of such property to the 

Company for federal income tax purposes and its Carrying Value. 

C. To the extent Regulations promulgated pursuant to Section 704(c) of the Code 

permit an entity that is treated as a partnership for federal income tax purposes to utilize 

alternative methods to eliminate the disparities between the Carrying Value of property and its 

adjusted basis, the Company shall use the method the Management Committee elects under 

Regulations Section 1.704-3. 

D. If any interest is transferred during a Fiscal Year, allocations made in this Exhibit 

for such Fiscal Year shall be allocated, using any permissible method selected at the reasonable 

discretion of the Management Committee. 

 

 

 

 





Attachment C: Property Title, Lease, or Option to Acquire Property Location 

 

 
 
Business Name, as it appears on the applicant’s certificate of incorporation, charter, bylaws, 

partnership agreement or other official documents: 

 

Kai CannaPharm I, LLC  

Trade names and DBA (doing business as) names: 

Kai CannaPharm 

Principal Business Address: 900 Montgomery Avenue  

City: Fort Washington  State: PA Zip Code: 19034 

Phone: 610-637-2353 Fax: ******* Email: 
mikepmalloyesq@gmail.com 

 

Instructions:   
 Attach one of the following: 

o Evidence of the applicant’s clear legal title to or option to purchase the proposed site and 
facility 

o A fully-executed copy of the applicant’s unexpired lease for the proposed site and facility 

and a written statement from the property owner that the applicant may operate a medical 
marijuana organization on the proposed site for, at a minimum, the term of the initial 
permit 

o Other evidence that shows that the applicant has a location to operate its medical 
marijuana organization 

 Complete this cover sheet. Scan this sheet and the appropriate document(s) and save it as a 
PDF file called “Attachment C,” using the appropriate file name format 

























































Attachment D: Site and Facility Plan 
 

  

 

Business Name, as it appears on the applicant’s certificate of incorporation, charter, bylaws, 

partnership agreement or other official documents: 

Kai CannaPharm I, LLC  

Trade names and DBA (doing business as) names: 

Kai CannaPharm 

Principal Business Address: 900 Montgomery Avenue  

City: Fort Washington  State: PA Zip Code: 19034 

Phone: 610-637-2353 Fax: ******** Email: 
mikepmalloyesq@gmail.com 

 

Instructions: 
 Applicants must show that they can expeditiously use a site and facility to meet the activities 

described in the permit by attaching one of the following: 
o If the facility is in existence at the time the initial permit application is submitted, submit 

plans and specifications drawn to scale for the interior of the facility 
o If the facility is in existence at the time the initial permit application is submitted, and the 

applicant plans to make alterations to the facility, submit renovation plans and 
specifications for the interior and exterior of the facility 

o If the facility does not exist at the time the initial permit application is submitted, submit a 
plot plan that shows the proposed location of the facility and an architect’s drawing of the 

facility, including a detailed drawing, to scale, of the interior of the facility 
 The applicant also must submit evidence that the applicant is in compliance or will be in 

compliance with the municipality’s zoning requirements 
 Complete this cover sheet. Scan this sheet and the appropriate documents and save it as a PDF 

file called “Attachment D,” using the appropriate file name format 



Attachment D:  Site and Facility Plan 
 

DESCRIPTION OF DOCUMENTS 

 

 

1. A plan showing the 45,000 square foot facility at full build out entitled, “Sketch Plan – 

Proposed Building Layout”, prepared by DL Howell Civil Engineering and Land 

Planning, dated March 1, 2017, Sheet 1 of 1.  

 

2. A floor plan for the proposed facility at full build out entitled, “A-5 FINAL FLOOR 

PLAN”, prepared by MedMen, dated February 21, 2017. 

 

3. A plan showing the approximate location and dimensions of the proposed temporary 

Grower-Processor Facility, entitled “A-1 Temporary Site Plan”, prepared by MedMen, 

dated March 2, 2017.  

 

4. A floor plan for the proposed temporary facility entitled, “A-3 Temporary Floor Plan”, 

prepared by MedMen, dated February 22, 2017. 

 

5. Conceptual Drawings of Proposed Kai CannaPharm Coatesville temporary and 

permanent facilities. 

 

6. Zoning Determination of Michael Trio, Coatesville City Manager, dated March 13, 2017, 

stating that the proposed use of the subject property for a medical marijuana grower-

processor facility is “by-right”, meaning it is a permitted use under the City of 

Coatesville’s zoning ordinance.  

 





Scale

Date

Drawn By

Checked By

Project Number

Coatesville,PA

 1/16" = 1'-0"

2/
21

/2
01

7 
5:

14
:1

1 
PM

A5-Final Floor plan

Author
x

No. Description Date

DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH



U
P
I#

3
8
-
3-
30

U
P
I#

1
6
-
5
-
1
6
.1

U
P
I#

1
6
-
5
-
1
6

U
P
I#

1
6

5
-
1
7

U
P
I#

1
6
-
5
-
1
8

U
P
I#

1
6
-
5
-
1
8
.1

1"
W

1"
W

G
TE

100 YEAR

FLOODPLAIN

100 YEAR

LOODPLAIN

B
OUNDARY

DELINEATION

N/

DEED K 578  

330
IS AWAS

I
UPI

NO.38329

N/F

UPI

NO.16-5-18.1

REDEVELOPMENT AUTHORITY OF

COATESVILLE

N/F

UPI

NO.38-3-30

REDEVELOPMENT AUTHORITY OF

COATESVILLE

WAGONTOWN

ROAD

ROUTE

82

T-
2
2
9

SR
4003

GLENC
REST

RD.
C
O
U
N
TY

B
R
ID
G
E

EAST

S
R

3
0
8
0

SR

0082

VALLEY 
TO
W
N
S
H
IP
 
(P
AR
T

B
)

C
ITY 

O
F

C
O
ATES

VILLE
(P
AR
T

A)

C
-
1

Z
O
N
IN
G R
N
-
5

ZO
N
IN
G

R
N
-
5

ZO
N
IN
G

C
-
4

Z
O
N
IN
G

I-
2

Z
O
N
IN
G

N/F

UPI

16-5-18

N/F

UPI

NO16-5-16

UPI

NO.16-5-17

REDEVELOPMENT AUTHORITY OF

COATESVILLE

REDEVELOPMENT AUTHORITY OF

COATESVILLE N/F

UPI

NO.16-5-16.1

REDEV. AUTH. OF

COATESV.

N/F

REDEV AUTH OF

COATESV.

O
b
str

e
d

b
s tr

c
te
d

O
s tru

c
te
d

O
b
s tru

c
te
d

SIGN

BRANDYWINE

CREEK
WEST

BRANCH

B
S

BRU
SH

BRU
SH

BRU
SH

BRU
SH

BRU
SH

BRU
SH

BRU
SH

R SH
BRU

SH

B
RU
SH

B
u
h

I

RUI
NS

WALL

P
E
N
N
D
O
T 
LE
G
AL

R
O
W

80'

R/W

PENNDOT LEGAL

ROW

PA AMERCAN

WATR
OMPANY

EASEMENT

HOU
SE

3
2
4
.3

3
2
3
.8

3
2
2
.8

3
2
2
.8

3
2
2

3
2
1
.3

3
2
1
.7

3
2
3
.7

3
2
3
.6

3
2
2
.8

3
2
1
.2

3
1
8
.2

3
1
6
.4

3
1
8
.3

1
7
.6

3
1
6
.2

3
2
4
.5

3
2
5
.8

3
1
7
.6

3
1
7
.6

3
6
.9

3
1
7
1

3
2
9
.3

3
1
7
6

3
0
3
1

3
1
6
.9

3
1
6
.5

3
1
8
.2

3
1
8
.4

3
1
7
.3

3
2
5
.9

3
1
5
.8

3
1
3
2

3
1
2
8

3
1
2
.7

3
1
3
.2

3
1
3
.4

3
1
7
.4

3
1
6
.5

3
2
4
.7

3
2
5
5

3
1
9
.43
1
9
.5

3
1
8
.4

3
1
8
.8

3
1
9
.1

3
1
9
.5

3
1
8
.7

3
2
2
.9

3
2
3
8

3
1
8
.8

3
1
8
8

3
1
8
.

3
1
9
1

3
1
9
.4

3
1
8
.5

3
1
8
.9

3
1
9
.3

3
1
8
.9

3
2
0
.4

3
1
9
.93
2
0
.2

3
1
9
.6

3
1
9
.5

3
1
9
.5

3
1
8
.4

3
1
9
.

3
1
.9

3
1
8
8

3
1
8
.8

3
1
7
9

3
8
.6 3

1
9
6

2
0
43
1
9
7

3
1
8
.8

3
7
9
.6

3
7
8
.7

3
7
9
.8

3
8
0
8

3
1
9
.2

3
1
8
.7

3
1
8
.9

3
2
.4

3
2
1
9

3
2
3
.2

3
1
7
.2

3
.1

3
2
0
.6

3
2
0
.8

3
1
9
.6

3
1
8
.4

3
1
7
.8

3
1
6
6

3
1
8
.7

3
2
3
7

3
1
8
.6 3
1
8
.7

3
1
8
.1

3
1
5
.9

3
1
6
.

3
1
5
.3

3
1
5
.5

3
1
6
.2

3
1
6
.2

3
1
5
.3

3
1
7
.3

3
1
8
.6

3
1
9
.2

3
1
4
.3

3
1
5
.5

3
8
5
.1

3
8
7
23
8
7
.2

3
8
6

3
1
2
.5

3
1
2
.

3
1
3
.5

3
0
8
.5

3
0
8
.7

3
1
8
.4

3
2
1
.3

3
6
6

3
1
8
.4

3
1
7
.9

3
1
5
.7

3
1
6
.1

F
LO
O
D
W
A
Y
 
A
R
E
A
S

IN
Z
O
N
E

A
E

F
LO
O
D
W
A
Y
 
A
R
A
S

IN
Z
O
N
E

A
E

Z
O
N
E

X

Z
O
N
E

X

Z
O
N
E

X

S
P
E
C
IA
L

F
LO
O
DZO
N
E

A
E AR
E
A
S

S
P
E
C
IA
L

F
LO
O
DZO
N
E

A
E AR
E
A
S

S
P
E
C
IA
L

F
LO
O
DZO
N
E

A
E AR
E
A
S

S
P
E
C
IA
L

F
LO
O
DZO
N
E

A
E AR
E
A
S

N 
25
°57

'35
" W

49
0.9

8'

N
 
6
3
3
3
4
3
 
E

4
3
7
.7
0
'

N 10
 W

321 19
'

N 09°42'37 W

39986'

B
=
S
 
6
4
0
1
'4
3
"

W
AR
C
=
2
1
9
.4
2
'

R
=
6
9
2
6
'

C
L=
2
1
9
.4
1
'

2
5'

25' W. LUKENS

STEEL CO. EASEMENT

C
.M

C
.M
.

C
.M
.

C
.M
.

C
.M
.

C
.M
.

C
.M

2
4
" 
C
I  
W

(AP
P
R
O
X
.)

W
.

(
P
RO
X.
)

W

(A
PP
RO
X )

W.

(APP
ROX

)

1
6
" 
C
I. 
W
.

(AP
P
R
O
X
.)

2   T E

WA
L

L

3
1
9

318

7

3
9

3
1

3
1
9

31

G
A
E

2
'

S
QN
C

C
O
N
C
.

B
LK
.

O
N

W
L

3

M
O
N

W
E
LL

M
OWE

L

3
5

3
1

8

M
O
N

W
E
LL

PEC

G
W

P
#

U
P
#

2
5
1
D

U
P

5
4
5

P#

545
19

G
W

W

WGW

N/F

I.S.G. RAILWAYS,

INC.

DEED BK 5718  PG

0330

N/F
PA AMERCAN WATER

O

DEED BK 4919  PG

1754 UPI

NO16-5-19.2

UPI

NO.16-5-19

3
5

S 12
55'45

" E

261.2
5'

S 14
°00'1

9"

E
66 71

'

C4

L5L6

N
 
57

1'
57
" 
W

14
7
18

3
5
7
7

N/F

UPI

NO38-3-28 I.S.G. PLATE

INC.

8
0

3

POS
T

POS
T

POS
T

POS
T

POS
T

POS
T

POS
T

POS
T

POS
T

POS
T

POS
T POS

T

POST

FP
F

PO
ST

POS
T

POS
T

POST

POST

POST

40'

R
/
W

66
R/W

PA AMERICAN

WATER
COMPANY

EASEMENT

40'R/W

HEDGE

R/
R 
SP
IK
E

(F
ND
)

CB=N 35 15'55"

E

N
 
2
0
4
3
3
4
"

W3
1.8

2

N
 
6
9
°
6
2
8"

E
1
5
8

N 20°21'1"

W

3047

N 
2

57

W

70.6
5'

N 6
8°4

5'5
0"

E

2.0
7'

N 2
0°40

'17

W

23.
60'

S 6
9°0

3'4
3"

W

0.9
2'

N 
28

2 3
7

W

51
.05

' N 06 41 1
7"

W

99 80

N 0 ° 7'23"

12 7 N 

3

"

E08.65'

N 06 28'4
7" W

160 25

S
 
59
3
1'
1
3"

W 8
8.
2
8'

N 
30
28
'47

"

W

16
.47

'

N 05 21 54"
 W

381 61'

N 07°03'
54" W

380 32'

N 09°5
4'14"

W

26 56

S
 
2
4
°4
3
' 3
7
"

E
2
4
0
3
'

S 33°04'32" E

249.61

S
 
3
6
°3
1
' 5
3
"

E
8
2
6
5
'

S
 
5
2
°2
4
1
5
"

E
7
7
2
4

S
 
8
5
°3
2
0
4

E

S
6
9
°
1
'1
6
"W

4
2
0
.8
5
'

S
 
7
3
°3
2
'2
8
" 
W

1
3
4
.7
6
'

S
 
6
9
°1
2
2
6
" 
W

1
7
1
.2
0
'

S 
53
°
2'
02
"

E
10
3.
0

S 2
2°2

6'1
1"

E
59

32'

S
 
6
9
°1
8
5
9
" 
W

4
0
2
.9
0
'

S 07°08'
57" E

175 89'

S 09°3
1'57" 

E

151 40
'

S 06°41'5
7" E

177 30'

 
57

1'
7"
 
E

19
9
97

1
1
6
5
2

8
8
0
3

ARC=99.23'

R=388.88'CL=98.96'
CB=N 14 46'56"E

ARC=126 28'

R=435 63'

C =125 84'

CB=N 00° 3 0"
W

ARC=150 51'
R=1086 97'

CL=150 39

CB=N 06 1
3'14"

W
ARC=112 0

0'
R=3774 78'

CL=112 00

CB=N 09°0
4'44"

W
ARC=100 4

3'
R=2026 72'

CL=100 42'

S
 
8
5
°3
2
0
4

E

CB
=S
 3

1
'4
7"

E
AR
C=

1
67
'

R=
67
6
37

CL
=3
07
94

CB
S 1

7 20
41"

EARC
=52

.00'R=6
76.1

0'

CL=
51.9

9' S 6
7°4

6 1
8

W
30

16'

N 6
8°5

8'0
0"

E
30.

06'

S 1
4°58

'22"

E
52 2

3'

GAUGNG

STATION

B
LD
G.

FH

FH

MH

MH
MH

H

MH

MH

MH

MH

MH

MH

MH
MH

MH

MH

WV

VAULT

VALVE

BOX

MH

MH

MH

MH

GW

FH

GW

M
H

MH

MH

MH

MH

MH

MH
MH

MH

SIGN SIGN

S GN

SIGN

S GN

SIGN

SIGN

SIGN

S N

SIGN

SIGN

SI N

SIGN

SIGN

S GN

SIGN

SIGN

SIGN

SIGN

SIGN

SIGN

SIGN

SIGN

SGN

IGN

SIGN

SIGN

S GN

SIGN

S GN

S GN

IGN

SI
N

SIGN

SIGN

3
1
8

3
1
7

317

3
1
6

3
1
8

318

8

318

18

31
9

1

3
1
7

318

31
7

31
7

319

318

318

319

31
8

1
4

313

312

308

3
0
8

3
0
9

3
1
6

317

318

3
1
7

3
1
9

3
1
1

3
1
2

3
3

3
1
4

315
316

3
1
7

3
1
8

319

309

311

330
3

385

3
0335

5

3
8

385

5
5

365

34

3

3
0

3
75

345

330

325

335

3
1
5

315

330

330

325

320

325

315

320

3
2
5

320

320

320

320

3
2
0

320

310

3
1
5

3
1
0

316

315

314

3
1
6

3
1
9

3
1
8

3
2
0
.6

BRANDYWINE

CREEK

WEST

BRANCH

EDG
E

HED
GE

HE GE

ABUT
ENT

RETA NING
WALL

WIN
W
LL

D
A
M

C
O
N
C

S
ID
E
W
ALK

W
ALL

W
AL

W
ALL

W
ALL

C
O
N
C
.

S
ID
E
W
ALK

O
N
C
.

S
ID
E
W
ALK

C
O
N

S
ID
E
W
ALK

O
VER

H
EA

 
R
AILR

O
AD

B
R

G
E

RAIL SP R
BRIDGE

G
A
V
E
L

GR VE

M
A
C

ROUTE

82

B
U
S
IN
E
S
S
 
R
O
U
TE

3
0

LIN
C
O
LN

H
IG
H
W
AY

M
H

G
N

N

Scale

Date

Drawn By

Checked By

Project Number

Coatesville,PA

 1" = 100'-0"

3/
2/

20
17

 1
0:

19
:2

8 
AM

A1-Temporary site plan

Author
x

No. Description Date

proposed new entryway



A3-Temporary floor plan 

DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH
DOHDOHDOHDOHDOHDOH









Attachment E: Personal Identification  

 

 

Business Name, as it appears on the applicant’s certificate of incorporation, charter, bylaws, 

partnership agreement or other official documents: 

Kai CannaPharm I, LLC  

Trade names and DBA (doing business as) names: 

Kai CannaPharm  

Principal Business Address: 900 Montgomery Avenue  

City: Fort Washington  State: PA Zip Code: 19034 

Phone: 610-637-2353 Fax: ******* Email: 
mikepmalloyesq@gmail.com 

 

Instructions:   
 For each principal, financial backer, operator and employee, attach the following: 

1. A curriculum vitae or resume, maximum of two pages 
2. A verification of identity satisfactory to the Department. The following are acceptable 

forms of verification of identity: 
o A valid Pennsylvania Photo Driver’s License 
o A valid Pennsylvania Photo Identification Card 
o A valid Pennsylvania Photo Exempt Driver's License 
o A valid Pennsylvania Photo Exempt Identification Card  
o A valid U.S. Armed Forces Common Access Card  
o A valid U.S. passport 

 Complete this cover sheet. Scan this sheet and the curricula vitae and identification 
documents and save as a PDF file called “Attachment E,” using the appropriate file name 

format 



Michael P. Malloy, Jr., Esquire                   

         

 

EXPERIENCE 

 

Kai CannaPharm      City of Coatesville, Pennsylvania 

Founder and Co-Managing Partner    May 2016 to Present  

 

Kai CannaPharm is an applicant for a Medical Marijuana Grower-Processor license in Pennsylvania.  Mr. 

Malloy has been instrumental in securing community and public support for the application, and has 

overseen the preparation of the application and all the legal matters for the company, which completed a 

successful $6MM private equity capital raise.  

 

 

Hankin Group      Exton, Pennsylvania  

General Counsel       January 2008 – Present  

 

Mr. Malloy oversees all legal matters for privately-owned real estate company that: manages hundreds of 

millions of dollars’ worth of holdings across multiple sectors including: multifamily rental, office, 

laboratory, hospitality, industrial and residential-for-sale product; develops large scale, multimillion 

dollar, mixed-use real estate projects; and builds over $100MM in annual construction. 

 

Mr. Malloy also manages all government relations and external affairs for Hankin including: direct and 

frequent communications with elected officials, government agencies, and press; and crisis management 

strategy and communications.   .  

 

 

Riley Riper Hollin & Colagreco    Exton, Pennsylvania 
Associate – Real Estate / Land Use / Zoning   November 2006 – December 2007 

 

Eastburn and Gray, P.C.   Blue Bell, Pennsylvania  

Associate – Land Use / Municipal Law / Real Estate  October 2003 – November 2006 

 

Fox Rothschild LLP    Philadelphia, Pennsylvania  

Associate – Antitrust / Commercial Litigation  April 2002 to October 2003 
 

 

BAR ADMISSIONS 

 Admitted to practice law in Pennsylvania and New Jersey.    
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Michael P. Malloy, Jr., Esquire (resume continued) 

 



 

 

ANDREW MODLIN 

 
 
Education 
 
B.A. Arts and Science: University of California, Los Angeles                   2005-2008 
 

Professional Experience 
 
 

MedMen, Los Angeles, CA              2010-Present 
Co-founder and COO 

 Design, manage, oversee the build out, opening, and operation of medical marijuana 
dispensaries, cultivation & manufacturing facilities averaging 25,000 square feet 

 Work with clients to obtain business licenses to open and operate medical marijuana 
facilities 

 Has been involved in the operations of more than 100 cannabis businesses, working 
exhaustively on cultivation and production techniques to improve yield, quality and safety 

 Creator of MedMen’s unique retail concept, a dispensary design that favors open floor plans 
and an experiential engagement for patients and customers 

ModMan, Los Angeles, CA              2010-2014 
Co-founder and CEO 

 Full service marketing and branding firm 
 Work with high-end retail chains to create cohesive branded retail settings 
 Manage core teams around design, construction, marketing, and PR 
 Focus on holistic, health related businesses 

 Selected Dispensary Experience 
 

Treehouse Dispensary: 1,000 sq ft, 100 patients per day, sold controlling interest in 2011 
 

Golden Nug Dispensary: 7,000 sq ft, 300 patients per day, sold controlling interest in 2012 
 

Med Star Dispensary: 4,000 sq ft, 100 patients per day, sold controlling interest in 2013 
 

MedMan 40 Dispensary: 2,000 sq ft, 150 patients per day, sold controlling interest in 2013 
 

Downtown Highway Collective Dispensary: 10,000 sq ft, 200 patients per day, sold controlling interest in 
2014 
 

Skills 

Cultivation, extraction and production techniques, retail operations and marketing, branding and 
the new aesthetic of cannabis, the culture of cannabis  
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EDUCATION 

 

BRANDEIS UNIVERSITY, Boston, Massachusetts                                                                                        2002 

 

UNIVERSITY OF SOUTHERN CALIFORNIA, Los Angeles, CA                                                     2002-2003  

                     

 

PROFESSIONAL EXPERIENCE 
 

 

MEDMEN, Culver City, CA                                                                                                                      2010 – present 

        CEO, Co-Founder       

 Mainstreaming marijuana. Leading cannabis firm and private equity fund with operations and exposure across 

North America. Offers turnkey services to license holders in cultivation, manufacturing and retail operations. 

Brings institutional best practices to rapidly growing industry.  

 Oversees five dispensaries and one cultivation facility in Southern California, four dispensaries and one 

cultivation and manufacturing facility in New York, and building one cultivation and manufacturing facility in 

Nevada and one in Desert Hot Springs, CA. 

 Directs over sixty full time employees. 

 Partners with Marijuana Policy Project, launched Pledge 4 Growth campaign and donates 0.420 percent of 

MedMen proceeds to support marijuana law reform. 

 

MODMAN, Culver City, CA                                                                                                                         2010 – 2014 

        President, Co-Founder       

 Award winning design, programming and marketing firm. Built unique, effective campaigns for a range of 

clientele including Go Greek Yogurt, Kreation Juice.  

 

THE BRAND X GROUP, Los Angeles, CA                                                                                                2006 – 2009 

        Senior Brand Manager       

 Business marketing firm that provides clients with innovative marketing strategies to increase brand equity, 

drive sales traffic, extend market reach and increase revenue 

 

 

ADVOCACY EXPERIENCE 

 NCIA Policy Council co-chair 

 Former board member of UCBA Trade Association 

 

MEDIA EXPERIENCE 

 Has been featured on CNBC, Bloomberg News, Forbes, Time Magazine, MarketWatch, and others 

 

SKILLS 

 Institutionalization of the cannabis industry 

 Market analysis at the local, state and national levels 

 The economics of marijuana 

 Capital formation and investment opportunities 

 Regulatory landscape and impact on business practices 
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CHRIS GANAN 

EDUCATION 

 

JOHN HOPKINS UNVIERSITY, Baltimore, Maryland                                                                        2000-2004 

BA, Economics 

Varsity basketball, Alpha Kappa Psi Business Fraternity, Armenian Youth Organization, Club Tennis  

 

PROFESSIONAL EXPERIENCE 
 

 

MEDMEN, Culver City, CA                                                                                                                      2010 – present 

        General Partner, Chief Strategy Officer       

 Mainstreaming marijuana. Leading cannabis firm and private equity fund with operations and exposure across 

North America. Offers turnkey services to license holders in cultivation, manufacturing and retail operations. 

Brings institutional best practices to rapidly growing industry.  

 Oversees firm’s growth, brings vast experience in business operations, private equity, investment banking, real 

estate and FinTech. 

 Launched the MedMen Opportunity Fund, LP, $100 million private equity vehicle to invest in the cannabis 

industry. 

 Sits on the Investment Committee, responsible for all phases of the Fund’s development 

 

CRATUS EQUITY, Los Angeles, CA                                                                                                      2012 – present 

        Managing Member       

 Investment firm in Newport Beach and Los Angeles, CA.  

 

ASSETAVENUE, Los Angeles, CA                                                                                                               2014-2015 

        Co-Founder and President       

 Peer to Peer lending for commercial real estate 

 

COHNREZNICK LLP, Los Angeles, CA                                                                                                      2011-2014 

        Senior Manager       

 Real estate restructure and investment banking 

 

ALVAREZ AND MARSAL, Los Angeles, CA                                                                                              2008-2010 

        Associate       

 Peer to Peer lending for commercial real estate 

 

INVESTMENTS LIMITED, Los Angeles, CA                                                                                             2004-2007            

       Acquisitions, Dispositions and Commercial Leasing 
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ANDREW J. KLEEMAN 

 

PROFILE 

A consistently successful leader who has launched and grown a series of ventures to market-leading performance 
in the Energy, Real Estate, and Engineering fields.   Exceptional sales acumen, combined with transformational 
leadership style in both entrepreneurial and corporate contexts. 

 Special Expertise:  Direct Business Development, Team Building, Operational Cohesion  

 Special Passions: Start-ups & Turn-arounds, Renewable Energy, Medical Marijuana. 

EXPERIENCE 
 

KAI CANNAPHARM, Coatesville, PA 2016 to Current 
Founder and Co-Managing Partner 

 
Kai CannaPharm is an applicant for a medical marijuana Grower-Processor license in Pennsylvania.  Kai developed 
concepts for a state-of-the-art grow and process facility in Coatesville, PA and took the plan through land use 
approvals.  Mr. Kleeman also invested a substantial portion of 2016 on the west coast, vetting and learning from 
multiple potential operating partners with established Colorado and California cannabis facilities. Kai also completed 
a successful $6 million private equity capital raise.        

 

 

ENERGY MANAGEMENT SYSTEMS, INC. (dba EMS), Exton, PA 2015-16  
www.ems3.com    
Vice President, Business Development   
 
EMS is a privately held company, serving a national REIT and Private Equity customer base in the energy niche of 
submetering.  The mission at EMS was to be a change agent that ignited sustainable rapid revenue growth by 
expanding the service set to the national customer base.  

 

ENERGY COORDINATING AGENCY, Philadelphia, PA 2014 
www.ecasavesenergy.org    
Interim Executive Director  (1 Year Contract Position) 

The Energy Coordinating Agency is a 30 year old 501(c)(3) which administers energy and sustainability programs 
for the US Department of Energy, the Commonwealth of Pennsylvania, the City of Philadelphia, and several regional 
utilities.  The successful one-year interim leadership role was to lead a transition from a program administration 
focus to a hybrid with a profitable fee-based group in the energy efficiency market, while also re-capitalizing  the 
entity by liquidation of key real estate assets.  

EOS ENERGY, LLP, Phila., PA >> MERCURY SOLAR SYSTEMS. INC.  Port Chester, NY 2007 to 2013 
www.mercurysolarsystems.com        

Founder and Managing Partner at Eos, then Senior Vice President at Mercury; 

Mercury acquired Eos in 2010;  

Mercury was subsequently acquired by RGS Energy in 2014 with a Terminal Head Count of 220. 

 Member of the Mercury senior executive team that grew the business by 300% in 30 months, to an $83MM 
top line, while maintaining profitability in every quarter. 

 Successful Eos new venture launch, selling a secured first full year project pipeline of $5MM, and by year 
three, a top market share in Philadelphia (21% of total) with a $12MM top end run rate.  Developed, at the 
time in 2009, the largest PV system in the City of Philadelphia. 

 Recruited, trained, and mentored highly effective business development and fulfillment teams at Eos, then 
effectively integrated those teams into the disparate Mercury culture. 
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AMC DELANCEY GROUP, INC.  Philadelphia, PA  2001 to 2007 
www.amcdelancey.com   
Partner & Vice President  
Commercial real estate investment and development firm 

Executive team member with P&L accountability for a real estate portfolio with an aggregated value of $400 million 
and composite gross revenues in excess of $80 million.  Oversaw seven direct internal reports in Philadelphia with a 
geographically dispersed, 100-member internal team, plus six diverse and external operating partner groups in five 
US states.   

KLEEMAN ASSOCIATES. INC, Philadelphia, PA >> US INSPECT, LLP., Washington, D.C.   1985 to 2001 
www.usinspect.com   
President/Owner at Kleeman Associates, then National Director, Commercial Services at US Inspect 
Real Estate Inspection/Consulting Firms 

US Inspect acquired Kleeman Associates in 1999, with a terminal head count of 24 

CREDENTIALS / AFFILIATIONS 
 

Education: BS in Organizational Leadership, Philadelphia University  (Summa Cum Laude) 

Temple University, School of Engineering & Architecture 

Affiliations: Member, Urban Land Institute (ULI) 

Member, Association of Energy Engineers (AEE) 

Member, Delaware Valley Green Building Council (DVGBC) 

Member, PA Medical Cannabis Society  

Former Board Member:   Solar Energy Industries Association (“SEIA”)  

Former Board Member:  Next City 

Former Board Member:  Pennsylvania Association of Accredited Building Inspectors  

Former Board Member:  Greater Philadelphia Association of Realtors  

Public Speaking 

Experience  

(Post 2011)  

Public Testimony, Pennsylvania House of Representatives, HB 1580, February, 2012 

Distributed Solar West Conference, San Diego, CA,  October, 2012 

9th Annual PV Briefing & Networking Forum, Somerset, NJ,  November, 2012 

PV America Conference, Philadelphia, PA,  February, 2013  

Next City Vanguard Conference, Cleveland, OH, June 2013 

EnergyPath 2013, Philadelphia, PA,  August 2013 

Teaching 

Experience: 
Guest Lecturer, Philadelphia University, College of Architecture 

Adjunct Professor, Temple University, Real Estate Institute  

Program Developer, Temple University, Commercial Real Estate Inspection Program 

 

Please see endorsements and recommendations from former partners, superiors, and subordinates at 

  www.linkedin.com/in/andrewkleeman  
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   JAMES N. REGAN 

 

Accomplished executive with both domestic and international experience in operations, P&L oversight, product development, 

marketing and sales in both start up and growth organizations.  Results oriented, effective, decisive leader with proven success in 

creating and growing a multi-million dollar, global technology marketing organization.   

 

CORE COMPETENCIES 

Visionary Leadership  Product/Service Development Organizational Structuring 

Global Strategic Alliances               Tactical Market Planning                Sales Leadership 

Public Speaking                 Budget/Sales Forecasting                Executive Recruiting 

 

PROFESSIONAL EXPERIENCE 
 

Apr. ‘02 – present: MARKET RESOURCE PARTNERS Philadelphia, Pennsylvania 
 CO-FOUNDER & PRESIDENT 

Provide effective leadership for $30m leading provider of B2B marketing services in the technology marketing sector with 4 

global offices, 300 employees, $25m in revenue and $3m in EBIDTA in FY’15 servicing more than a dozen Fortune 500 clients in 

NA, EMEA, LATAM and APAC.   

 

Lead strategic direction, sales and operations with responsibility for bottom line factors including long-range planning, M&A, 

global expansion, product development and marketing.   

Key Achievements: 

 Driving $30m in revenue in FY’15 with a $200m current valuation 

 Created MRP by identifying a gap in the current technology marketing landscape. Developed a unique selling 

proposition and a long term positioning for MRP that has driven over $100m in global sales.  The growth rate in FY’15 

was 67%, MRP’s 14th year in business.   

 Driving the evolution and expansion of MRP’s service offerings to continually add value to our existing client 

relationships by exploring new ways to leverage outcomes and grow revenue opportunities.  MRP now has 5 unique 

lines of business each with unique, independent revenue streams.   

 Recruit key executives to add them to the MRP team (COO, VP HR, VP of Finance, and Sr.VP of Sales) to support our 

rapid growth and global expansion.  Constantly building and strengthening long standing relationships with executives 

at every level of the organization.  

 Driving the acquisition of complementary organizations for MRP to acquire. Responsibilities include identifying the fit 

and the benefit, selling the vision of the joint enterprise to key executives on both sides while building trust among the 

executives of the acquired company. 

 Train, motivate and lead 200 sales resources selling on behalf of our clients.  Specialize in designing the best way to 

communicate our client’s value proposition and training the organization on this approach. 

 Develop new markets for MRP services.  Recent regional expansions focused on LATAM.  Developed a $6m run rate 

in 24 months while providing direction and oversight for every aspect of LATAM business.   

 Provide thought leadership to the technology industry by addressing groups of marketers around the world on best 

practices and trends.   

 

Nov. ‘99 – Jan. ‘02 FIRST POINT ENERGY New York, NY 

DIRECTOR OF MARKETING 

First Point Energy is a pioneer in providing oB2B energy efficiency product and services online. 

 Responsibilities included building and managing pipelines for national salesforce. 

 Product positioning, marketing and product design 

 

Jul. ‘94 – Nov.’99 MERCK & COMPANY, New York, NY    

 ACCOUNT EXECUTIVE 

Merck and Company is a global leader in pharmaceuticals industry 

 Drove sales among the largest health institutions in Lower Manhattan for Merck’s collection of cardiovascular products 

 Execute effective target market planning, sales forecasting and budget allocation 

 

EDUCATION AND HONORS 

 
Sept. 2011  40 Under 40:  Irish Echo 

May 2008  Ernst and Young Entrepreneur of the Year (Finalist) 

July 2007  Inc. 500 #227 

May 2007                        Small Business Person of the Year:  State of Pennsylvania 

June 1994:  LaSalle University, Philadelphia, PA: Bachelor of Science: Marketing 

June 1990:  Holy Ghost Prep., Bensalem, PA  
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INVESTOR BIOGRAPHICAL INFORMATION  
 

 

Geraldine M. Malloy, R.N. 

Mrs. Geraldine M. Malloy is a Registered Nurse in the Commonwealth of Pennsylvania.  She worked as a 

school nurse for the Nashaminy School District in Bucks County, Pennsylvania from 1987 through 2008.  

Prior to that she taught nursing at various institutions.  Mrs. Malloy received her degree in Nursing from 

St. Francis School of Nursing in Trenton, NJ, where she attended school from 1962 through 1964 and 

then received her Bachelors of Arts degree from College Misericordia in Dallas, Pennsylvania, in 1967. 

 

Michael P. Malloy, Sr. 

Mr. Michael P. Malloy, Sr., has been a Licensed Pennsylvania Public Accountant since 1976, and is the 

former Assistant Commissioner of Income Security for the State of New Jersey, where he worked from 

1966 through 2002.   Also a small business owner, Mr. Malloy is the owner of M.P. Malloy & Company, 

P.C., which has been handling tax issues for people and businesses in Southeastern Pennsylvania since 

1969.  Mr. Malloy graduated from La Salle University in 1966 and completed graduate studies at Rutgers 

University.  He served in the U.S. Army as an Artillery Officer from 1966 through 1968 at Fort Bliss, 

Texas, and in the Republic of Vietnam.   

 

Will Reid 

Will Reid began his career in the Internet advertising technology sector. After working 15 years with 

agencies, consultancies and advertising technology providers, Will left the tech world to make goat 

cheese. Currently, he is the owner/cheesemaker for Amazing Acres Goat Dairy in Chester County, PA. 

For the past six years, Will and his wife Lynne have been making artisanal goat cheese from their herd of 

Nubian goats.  

 

Lynne Reid 

Lynne Reid has been a graphic designer for nearly 30 years specializing in recruitment advertising. While 

remaining a full-time designer for AB+C of Wilmington, she also cares for and milks her herd of 35 

Nubian goats. She has been owner/goat herder for Amazing Acres Goat Dairy in Chester County, PA, 

with her husband, Will, since the Fall of 2011. 

 

 

 

 

 

 



































 
 

 

Attachment J: Sample Medical Marijuana Product Label 

 
Business Name, as it appears on the applicant’s certificate of incorporation, charter, bylaws, 
partnership agreement or other official documents: 
 
Kai CannaPharm I, LLC 
 

Trade names and DBA (doing business as) names: 
 
Kai CannaPharm 
 

Principal Business Address: 900 Montgomery Ave. 

City: Fort Washington State: PA Zip Code: 19034 

Phone: 610-637-2353 Fax: N/A Email: 
mikepmalloyesq@gmail.com 

 

Instructions: 

 Provide a sample label for each medical marijuana product you expect to produce 

 Complete this cover sheet. Scan this sheet and the sample labels and save it as a PDF file called 

“Attachment J,” using the appropriate file name format 



 












