Step By Step Instruction Guide for
Completing the Hemp Retailer
License Application. Notes for

instruction/direction are included

in the following pages in red.



This is the landing page for the new hemp
licensing software. For new applicants,
click “Register as a new user” on the home
page. For renewals, click “Forgot your
password?” since we have already set an
account up for you.




The items with a red asterisk
(indicated by a red arrow) are
required. Click on the “Register”
button after providing the
information. An email will be sent
to you to complete the
registration process.




After you login, the licensing
home page will appear as seen
here. To begin a new
application, click on either of the
Apply links highlighted in the red
circles to begin the application.




If you are renewing a license, your home-page will have
a notification in the top right of the screen highlighted
by the red box. Click on the “License Renewal Due” link
to access the renewal application. Once in the renewal
application, please review all the tabs and associated
information prior to submitting the renewal. You can
make changes to the renewal application such as
adding/removing key participants, adding/removing
grow sites, adding/removing storage sites, etc. to the
application if needed. Be sure to review all
attachments included in the renewal application. If an
attachment is outdated or incorrect, please remove it
and upload the proper attachment. You can use the
rest of this application guide to assist you.




As you can see in the box
highlighted red, Individual is
selected as the applicant
type.




As you can see in the box highlighted red,
Company has been selected as the
application type. After selecting company
in this field, some additional boxes will
appear that will capture information
regarding the company such as Legal
Mailing Address, Physical Address, EIN
number, and Primary Business Contact
Name.




If applying as a company, you will
be required to enter the Company
EIN nhumber and a Primary
Business Contact Name




Lab Registration

On this screen, you will declare what
type of license you are applying for. You
will also need to check all the intention
boxes that apply to your situation. You
can apply for one type at a time. When
you have finished selecting the
appropriate boxes, please select Save
Draft to continue the application.




On this screen, you will enter the Owners associated with the
license.

A n Owner is a sole proprietor, a partner in a partnership, or a
person with executive managerial control in a corporation
such as a president, CEO, CFO, etc. This term does not
include nonexecutive managers, such as farm, field, or shift
managers.

To add an owner, click on the “+Add Owner Type” link. At least
one key participant must be listed. When finished, click on the
link for “Directory”.
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After clicking on the “+ Add Owner
Types link”, the box to the left will
appear. Fill outthis box for each key
participant and click on the Save
button. If you have multiple key
participants, you will have to click on
“+ Add Owner Types” for each one and
fill out the appropriate information.

Facilty >
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Once you have entered and saved your Owner Types, a green bar
at the top of the screen will be visible and the system will take you
back to the “Ownership Information” screen where you can enter
additional owners. Once finished uploading owners, click either
of the navigation links highlighted by the red circle on the right-
hand side of the page.




3. When you have all the information entered,

navigate to the “Attachments” screen \O

1. Once on the “Facility” page, please read
over the information provided and check the
— | attestation boxes highlighted by the red box.

2. Be sure to fill out the facility address, size
— (insquare feet), and whether you own or are
leasing the property.




The “Attachments” tab is for uploading required
documents associated with your application. The box to
the left highlighted by the red box provides a status of
uploaded documents required for the application. A
check mark indicates the appropriate document has been
uploaded. An exclamation point indicates the document
has yet to be uploaded. You can not submit the
application until all required documents are uploaded.




In the box highlighted red, a link is
provided to assist in creating the
proper Notarized Citizen Affidavit. If
you click on the link, you will be
directed to a new page where you can
print off the form. You will need to fill
out the form and have it notarized.
Once completed, you can then upload
the file into this licensing program.




To upload a file for the appropriate required
documents, you would first click on Choose Files.
This will prompt a file box to appear where you can
select files from your computer. Find the appropriate
file and select. Once you have selected the
appropriate file, click the upload button. Inthis
screen shot, the user has already uploaded the file.
The last step is to select the Description of the file
from the drop-down box highlighted by the red circle.
Choose the appropriate description.

Once completed, click
on the Affirmations link
on the right side of the
page highlighted by the
red circle.
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HEMP RETAILER LICENSE APPLICATION GUIDELINES

L deriction pfemn e

» The Georgia Department of Agriculture (GDA) administers the Georgia Hemp Farming Act as authorized by
0C.GAS2-23-1etseq.

This Retail Consumable Hemp Establishment License Application is designed to provide sufficient instructions for
completion by any individual who would be prepared to participate in the rgia Hemp Program. The application
includes a broad explanation of th gram, but applicants should read the Georgis Hemp Farming Act (0.C.G.A.
§ 2-23-1 et s2q.) and the Hemp Retziler Rules.

Pleass make sure to fully review all application materials and Hemp Retailer Rules pricr to contacting hemp
program staff with questions. GDA is not in a position to offer direct consultation on completing a Retail

Consumable Hemp Establishment License application or to educate indviduals about the sale or distribution of
hemp products.

Anyone who intends to sell consumable hemp products in the State of Georgia must successfully complete the ful
application process with th & and be izsued 3 Retail Consumable Hemp Estsblishment License

A Retail Consumshle Hem, lishment License does not allow the Licenses to process or grow hemp, nor sl
in bulkc. Appropriate licenses must be obtained separately for these activities.

Retail License renewal fess must be submittzd by December 1 of the current year. Licenses will expire on

December 31 of the current year if renewsl fees are not submitted in a timely manner

The Annual Retail Consumable Hemp Establishment License fee is $250.00. Each license is only valid for
singular location. (i.e. each retail location must have it's own license) .

Any person who materially falsifies any informatien contained in an application for  Retail Consumable Hemp
Establizshment Licensz will be ingligible 1o receive 3 Retail Consumatle Her stablishment Licenss or othemwize
participate in the Georgia Hemp Program.

A costs associated with the retail szle of consumable hemp products are the responsiility of the Licensee.

« ARetal Consumsble Hem, ablishment License grants permission to sell prepackaped consumable hemp
products directiy to consumers. As a reminder, “consumable hemp product” means a hemp product intended te be
ingested, absorbed, ar inhaled by humans or animals with a totsl THC concentration of not mare than 0.3 percent.
Fail «comply with the Georgia Hemp Farming Act or its Rules may result in enforcement action, including, but
not limited to, comective action plans, suspension from the program, referral to the Attorney General's office, and

The last tab is the Affirmation tab.
Please read through the
information and select the check
boxes at the end.

Check here to indicate you have read and agree to the terms of the licensing agreement

» | have read and understand the Retzil Consumable Hemp Establishment License Terms and Conditions of the
Rules of the Georgia Department of Agriculture conceming Hemp Growers and Processors (Chapter 40-32-8-.02),
and | sgree to abide by all of these terms and conditions.

Check here to indicate you have read and agree to the terms of the licensing agreement

» | hereby consent and agree to allow representatives of the Department, the Georgia Bureau of Investigation, and
other sffectzd state and locz| law enforeement agencies to enter 3/l pramises where hemp products a2 being sold
or handled for the purpose of conducting physical inspections and ensuring compliance with the requirements of
the Georgia Hemp Farming Act and its Rules.

Check here to indicate you have read and agree to the terms of the licensing agreement

= | understand that by providing inaccurate or false informaticn, my application may be rejected or the Retail
Consumahble Hemp Establishment License may be revoksd.

Check here to indicate you have read and agree to the terms of the licensing agreement

The check boxes for the
affirmations are highlighted by
the red box. Once completed,
click on the Submit Link
highlighted by the circle on the
right side of the page.




Once on the Submit screen, please
review the information provided.
After reviewing, click on the Submit
Application button at the bottom
right side of the page highlighted by
the red circle.




Once you have clicked on the Submit
Application button, a green bar will
appear at the top of the page if the
application has been submitted
correctly. You will receive an email
with confirming the application was
submitted. The email will also
provide further information and
instructions on providing Background
Checks for the Key Participants.




Once you have clicked on the Submit Application button, you will
receive a confirmation email from donotreply@mi-corporation.com

telling you we have received your application .




After submitting your application, if
program staff find errors/details on the
application that need correcting,
program staff will push back the
application for you to review and make
corrections. You will receive an email
similar to the screenshot seen here.
Click the link in the email to return to
your application to make corrections.




Once you click on the link
provided in the email, you will
return to your application. Inthe
screenshot provided, the “Facility”
tab is highlighted. This means
there is something in this section
that needs to be
reviewed/corrected. Click onthe
tab to go to that section.
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Georgia Retail Consumable Hemp Establishment License applicants must provide information on the retail site property.
This license is for a single location.

Retail Site Property: Retail consumable hemp establishment licensees without a physical lecation within the stale and
that only sell to Georgia customers online, must provide the location (street address) in the licensee’s home jurisdiciion
from which they ship consumable hemp products fo Georgia customers

| attest that | have read the preceding information and that | agree to each of the following:

This license is for a single location. A separate license must be obtained for each additional location where
retail activities will ocour,

Hemp products must not be sold, handled, or stored in any location that is not listed in the Hemp Retailer
License Application.

| attest that | have read and agree to abide by the ions on sale of hemp prod! in
0.C.G.A. §5§ 16-12-240 through 16-12-243, i i licable signage requi ts and the prohibition of
sale or furnishing of consumable hemp products to persons under 21 years of age.

| attest that | own the property or have legal permission to store and retail consumable hemp products on
the property listed on my application, including a deed to the property or a lease or rental agreement for its
use, in the same legal name as my license. | understand that | may be subject to local zoning or other
ordinances, and storing and retailing consumable hemp products at the property listed on my application
will not violate either. | understand that 0.C.G.A. § 2-23-9.3 limits where | may operate a consumable hemp
retail establishment, if that was not in operation prior to July 1, 2024, and the property listed
onmy icati plies with this req|

| attest that the information submitted above regarding property designated to sell hemp products is true
and correct.

Facility Information

Facility Adere

fest

fest

City*

fest
State * Zip* County *

GA hd 30334 Fulton hd

Is Property Owned =

O Own

Once the applicant has navigated
to the “Facility” Tab, there is a red
Review Link beside the Facility
Address which means program
staff have noted there is anissue
with the Facility Address. Click on
Review which is highlighted by the
red circle.




In this screenshot, the applicant
clicked on the Review Link in the
previous “Facility” screen. The
comment box to the left appearsin
which program staff have noted the
issue with the site. The issue at hand
is the applicant entered the Facility
Address incorrectly. The applicant
must clarify/correct the facility
address.




Once all corrections have been made
to each highlighted tab, go to the
Submit tab and submit the application
for re-review.




The final step of your application is
to make payment. You will only be
able to do this after your application
has been fully cleared (including
approved background checks).

Confirm the fee is correct and
proceed with “Submit Application”

™~




Choose your payment method then
enter your billing and payment info
on the next screen. Double-check
your fee total amount.

When ready, click Next.

$250.00



Confirm your payment info
and click Pay. After
submitting payment, you will
receive an email receipt from
CyberSource (our payment
processor). If the payment
was successful, you will then
receive the final approval
email with a copy of your
license. Please save and print
your license for record
keeping purposes.

$250.00



