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Introduction 
 

A comprehensive documentation system is an important part of maintaining system-wide 
compliance, process and quality control. It minimizes risks earlier in the process than does final 
product testing. The extensive regulations involved in the cannabis industry require an 
exceptionally high standard of record keeping. The documentation system’s main objective is to 
establish, control, monitor and record all activities that directly or indirectly impact all aspects 
of the quality of the products sold. The secondary objective is to allow importers and other 
receivers of VeiligGroeien’s cannabis products to perform reasonable assessments of control 
systems and product quality before and during product transfer. This includes information from 
all stages of the product life cycle. 

This Record Keeping Plan describes the records, policies, procedures, controls, and other 
measures that will be implemented to ensure paper and electronic records, including those in 
photo/imagery form, are properly managed to comply with governmental requirements. 
VeiligGroeien is committed to creating and maintaining records that are complete, reliable, 
consistent and accurate. 

Company records will also be maintained to provide  operational information to company 
managers, advisors, and owners for decision-making purposes, and to provide information in 
case of insurance, criminal, or regulating authority investigations.  

A primary goal is to maintain information that will meet not only regulatory requirements, but 
also be transparent and admissible in court.  Regulations supersedes any item in the plan that 
does not meet regulatory requirements.  

Within this plan, cannabis is often referred to as “the product.” Where an “employee” is 
referred to in this plan, it also includes other individuals involved with VeiligGroeien, including 
owners, officers, agents, and others representing the company. 
 
Sensitive records include, but are not limited to, personal identity information, protected health 
information, credit card data, financial records, intellectual property, password records, 
information related to a criminal investigation, material covered by any non-disclosure 
agreements, information identified by regulating authorities as restricted, security and 
operating records for which the availability would make the company vulnerable to criminal 
activity, and other information for which the degree of adverse effect that may result from 
unauthorized access or disclosure is high. Procedures related to the protection of electronic 
records  are specified in the Computing Security section of the Comprehensive Security Plan. 
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Several record keeping policies overlap with other procedures. Some items are repeated in 
both the Record Keeping Plan and the other plans, and in other cases, this plan refers to the 
other documents. 
 

Roles and Responsibilities 

Chief Compliance Officer 
 

● The Chief Compliance Officer (CCO) will be responsible for ensuring that this Record 
Keeping Plan is properly implemented, including dissemination of this plan and the 
training of employees as to its application. The CCO may designate a Record Keeping 
Manager to implement certain tasks outlined in this Plan. 

 
● The CCO will be responsible for the structure of the electronic record management 

system, and maintain training for him/herself and others in the various components of 
the system. 

 
● The CCO will develop/maintain an indexing/tagging system, with input from users of the 

system, which can be utilized to efficiently categorize and retrieve data as needed.  
 

● An instruction manual will be written by the CCO describing how to retrieve records 
from the system.  Senior managers will be trained in pulling data from the document 
retrieval system to ensure that records and datasets can be retrieved immediately upon 
request from regulating authorities or law enforcement. 

 
● The CCO is responsible for ensuring the upload of or otherwise providing data from the 

inventory control or track-and-trace system to the regulating authority in the manner 
and on the schedule specified by regulations. 
 

● The CCO will implement a system at least once per year to verify that record keeping 
procedures are effective and being followed by employees, as well as offer refresher 
training to employees on a regular basis. 
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● The CCO will regularly report to the Chief Executive Officer on the status and efficacy of 
the Record Keeping Plan. The CCO will review the Plan annually and recommend 
changes or amendments to the Chief Executive Officer  to improve procedures or 
processes. 

 
● The CCO shall stay up to date on records-related issues and trends by means of 

periodically reviewing the literature, becoming a member of one or more related 
organizations, participating in conferences, and/or other means of networking with and 
learning from other record keeping experts. 

 
 
The CCO will coordinate with the officers and managers listed below to ensure that records 
collected across all departments will be processed according to the Plan. 
 

● Chief Financial Officer 
● Security Manager 
● Quality Assurance Officer 
● Inventory Control Manager 
● Computing Security Manager 
● Cultivation Manager 
● Transportation Manager 
● Manufacturing Manager 
● Processing Manager 

 

 
Record Keeping Manager 
 

● Receiving and organizing documents from all departments 
 

● Indexing documents in the document retrieval system 
 

● Recommend changes to the CCO related to the indexing/tagging system 
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General Record Keeping Policies 

Regulatory Compliance 
 
All records associated with business conducted by VeiligGroeien will be made available to 
regulatory authorities upon request or on a regular basis as specified by regulations.   
Records will be stored in a manner that will make them easily accessible in order to comply 
with immediate requests for information by national authorities. Both electronic and hard 
copies will be kept and backed up, in accordance with regulatory requirements. 
 
Standard Operating Procedures will be regularly reviewed by qualified individuals, kept up to 
date and accurately reflect all requirements and practices. Records will be kept of updates to 
SOPs, and the Record Keeping Manager will check SOPs on a monthly basis to ensure that the 
most current versions are in use.  
 
Should VeiligGroeien cease operations, the owner will come to an agreement with regulating 
authorities for the retention of and accessibility to required records for a specified period of 
time.  
 
Anyone who knowingly alters, destroys, mutilates, conceals, covers up, falsifies, or makes a 
false entry in any electronic or paper record will face immediate termination and potential 
criminal prosecution.  
 
Any employee who becomes aware of another’s intent or action related to knowingly altering 
company records must report the information to a security officer or a senior manager.  
 
 
 

Record Integrity 
 
Records will be traceable to the source by procedures including: 

● Initials/signatures in ink (not pencil) 
● Individualized access codes for each employee 
● Change history/audit trails to any record, including: 

 
○ Processing parameters 
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○ Acquisition details 
○ Date and time of change 
○ The information that was replaced 
○ Reason for change or reprocessing 
○ Who made the change 

 
Records will be: 
 

● Clear and legible, with no parts obscured or removed 
● Secured immediately after creation to prevent tampering, with reliable evidence that 

this was accomplished 
● Maintained in an original format as an original record, or as a true copy that has been 

through a qualified conversion process that maintains data integrity 
● Created and modified only by authorized personnel who have been trained in the record 

keeping policy related to the type of record 
● Protected from accidental deletion 
● Named, tagged and organized in a manner that ensures rapid and accurate accessibility 

 
 

If an electronic signature is used, VeiligGroeien will ensure: 
 

● The system utilized validates the signature in a manner that is secure, reliable, and 
keeps a record of the validation 

● Controls are in place to ensure the unique nature of each electronic signature 
● Each signature has a time and date stamp and will appear in detail in the change 

history/audit trail documentation 
● Employees are trained to understand the purpose of an electronic signature and their 

responsibilities and accountability related to it and records are kept of this training 
 

 
Paper and Electronic Records 
 
VeiligGroeien will use a high-quality record management software to scan and index/tag paper 
files and store electronic files to ensure rapid and accurate access to records. Each type of 
record or tag will be defined in the system before it is used to identify a record. 
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Paper records will be scanned through a qualified conversion process for backup purposes on a 
periodic basis, no less than once per month.  Once the electronic version of the paper record 
has been backed up, the paper version may be shredded (if sensitive) or discarded. 
 
Paper records to be maintained for longer than one month will be filed within two months 
according to a system designated by the officer responsible for records management, in 
cabinets or boxes that are clearly labeled, and in a secured location. 
 
A records backup and archiving policy will be developed by senior managers using tools for the 
management of electronic records. 
 
Sensitive business files will be maintained in a separately secured server location from files 
used on a daily basis by regular employees. Employees will only have access to records needed 
to carry out their responsibilities. 
 
Backup copies of sensitive archived material will be encrypted or password protected and 
stored in a secured cloud environment, or, if on removable media, off-site in a vault or safe 
where it is easy to access and easily reproducible. 
 
The integrity and authenticity of stored data required by regulations or related to criminal 
activity will be maintained to the level that they could be accepted as evidence in a court of 
law.  
 
VeiligGroeien will develop a protocol for conducting business on paper in the event of an 
outage of any electronic system, including the transference of the paper data to the electronic 
system once the problem is corrected.  All employees will be trained on the procedures.  
 

Privacy 
 
A minimum amount of information will be collected during financial transactions with 
customers to reduce the likelihood that personal information can be stolen. 
 
Only personal information on employees that is required by law will be collected and stored. 
Employee records, particularly those related to work authorization, potential disciplinary 
investigations, or background checks will be kept confidential and stored in a secure location. 
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Any medical information collected on employees or customers will be stored separately and 
under an extra level of security. These records will be kept in accordance with the national 
regulation. 
 

Employee Involvement 
 
Staff will be asked to review record keeping procedures related to their specific tasks at least 
once per year and give recommendations for improvements. 
 
 

Record Types 
 

Business and Financial Records 
 

● Deeds, titles, rental agreements, property records 
 

● Most recent versions of operating plans 
 

● Tax records 
 

● Insurance documents 
 

● Permits and licenses 
 

● All correspondence with regulatory authorities 
 

● Up-to-date regulations related to the cannabis license, waste management, 
environmental compliance, hazardous materials, etc. 

 
● Business property inventories and related records 

 



Record Keeping Plan | 9 

● Employee documentation, including title, responsibilities, qualifications, experience, tax 
forms, background check results, proof of authorization to work, reference verifications, 
evaluations, and records of investigations and disciplinary actions.  Each employee’s 
personal information will only be collected as required by law to reduce potential 
incidents of identity theft 

 
● Detailed plans and specifications of each building in which products are held and a 

description of the design and construction of those buildings 
 

● Records relating to physical modification of or upgrades to the premises 
 

● Manufacturer’s records related to any generators to be used on the premises and 
permits or other compliance documentation from air quality regulators 
 

● Labor agreement 
 

● Staffing plans, organizational charts, job descriptions, and designated alternates 
 

● Accounting records including, but not limited to, bank statements; monthly, quarterly 
and annual financial reports; ledgers and journals; vouchers; and all supporting 
documentation  
 

● Complete sales receipts/invoices containing all data required by regulating authorities 
 

● Purchasing receipts/invoices 
 

● Utility records, including documentation from electrical utility indicating greenhouse gas 
emission intensity per kilowatt hour (if available) 
 

● Payroll records 
 

● Records of stipends, bonuses, and non-monetary compensation to individuals or 
companies, including benefits. The records will include an estimated dollar value for 
non-monetary compensation 
 

● Records documenting community involvement 
 

● Updated emergency contact lists 
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● Training records, including type of training offered, date taken, and names of trained 

employees 
 

● Meeting minutes and memos 
 

 
Security Records 

 

● Training records related to security, including type of training offered, date taken, and 
names of trained employees 
 

● Police reports resulting from any crime-related event on the property 
 

● Contracts and correspondence with outside security providers 
 

● Security equipment manuals and maintenance and inspection logs 
 

● Surveillance video: See the Security Plan for details 
 

● Completed closing procedure checklists 
 

● Updated lists of employee access levels 
 

● Security access logs (See Security Plan, Appendix A) 
 

● Signed Key/Key Card User Agreements (See Security Plan, Appendix B) 
 

● Weekly electronic records showing the date, time, and name of personnel accessing 
secured areas 
 

● Completed exiting employee checklists 
 

● Completed non-employee access logs (See Security Plan, Appendix C) 
 

● Product delivery logs maintained by security personnel (See Security Plan, Appendix D) 
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● Records of non-conformance to procedures and reason for variance or steps taken to 

correct problem 
 

● Incident reports related to emergencies, chemical spills, accidents, external threats, 
workplace violence, harassment and other unexpected events 
 
 

 

Inventory Control Records 
 

● All information created within the inventory control/track-and-trace system selected by 
the regulating authority 
 

● All UIDs assigned to products in inventory and all unassigned UIDs. UIDs associated with 
product that has been retired from the track-and-trace system will be retained for the 
amount of time as dictated by national regulation. 
 

● All attributes associated with each product UID, including name, type, batch, strain, 
weight/count, source (if transferred in from another licensee), and transaction dates 
and times. Additional details required by the regulating authority will also be collected 
and maintained. 
 

● Updated lists of employees with access to the inventory system 
 

● Training records related to the inventory control/track-and-trace system, including type 
of training offered, date taken, and names of trained employees 
 

● Logs of errors found within the inventory system and notes on steps taken to correct 
errors 
 

● All inventory results, including the date, time, and names, signatures, and titles of 
inventory takers 
 

● Records regarding missing inventory and documentation of follow-up actions 
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● Records of inventory discrepancies reported to law enforcement and/or regulating 
authorities 
 

● Documentation regarding notifications from the inventory system that cannot be 
resolved within the specified timeframe 
In addition to records required by regulations, electronic sortable reports related to the 
following will be producible for management purposes.  

 
● Location of all products on the premises by room/cabinet/storage location, including 

UID, description, date and time transferred to location, weight or count, name or ID of 
employee who signed off on the last transfer 
 

● Reports of products removed from a storage location, including date and time, UID, 
description, name or ID of employee who signed off on the last transfer, weight or 
count, and destination 
 

● Reports of transferred products by UID that can be compared electronically pre and 
post-transfer to identify discrepancies in inventory, and reports of the resulting 
comparisons 
 

● Reports showing trends in sales patterns, demographics, product quality, or other 
attributes 
 

● Additional reports requested by senior managers or regulating authorities 
 

Computing Security Records 
 

● Signed Network and Computing Resources User Agreements (See Security Plan, 
Appendix E) 
 

● Software contracts/licensing documentation 
 

● Electronic record retention policies 
 

● Documentation of unauthorized attempts to access the computer network and activities 
conducted to mitigate future attempts 
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● Records of device, software, operating systems, and network security updates 

 
● Results of security audits 

 
● Certifications of electronic records destruction or disposal 

 
● Other records selected by the CCO or the Computing Security Manager for backup to 

the records management system 
 
 

Cultivation Records 
 

In addition to the records specified elsewhere, VeiligGroeien will retain the following records 
related specifically to cultivation activities: 
 

● Training records related to cultivation, including type of training offered, date taken, 
and names of trained employees 
 

● Scale manuals and calibration logs 
 

● Chemical Safety Data Sheets 
 

● Written specifications for all raw materials, sources of the materials, and adequate 
evidence of the testing of those materials 
 

● Records relating to the disposal of product waste, including product UID, description, 
date of disposal, weight or count of product, reason for disposal, and method of 
disposal 
 

● Records relating to the disposal of hazardous waste 
 

● Environmental compliance documentation 
 

● Documentation of the previous use of land (if applicable) 
 

● Water supply records 
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● Equipment manuals and maintenance and inspection logs, including chemicals used for 

cleaning equipment 
 

● Record of internally-identified biological, chemical, physical or other contamination 
hazards and steps taken to resolve issues 

 
● Logs relating to sanitation of facilities and equipment 

 
● Maintenance logs, including inspection and repair, relating to lighting, irrigation and 

ventilation systems, pest control systems, water and effluent discharge systems, etc. 
 

● Record of product complaints and steps taken to resolve issues 
 

● Adverse event records (related to a negative effect of a product on a user) 
 

● Records of non-conformance to procedures and reason for variance or steps taken to 
correct problem 
 

● Documentation of data utilized for setting prices and rationale for the selected price 
 

● Any other documentation showing that each lot or batch has been grown and stored in 
accordance with the procedures described in the related operating plans 
 

● Any other documentation showing that the conditions under which the product was 
grown are in compliance with the requirements of the regulating authority. 
 

 
 

Pest Management Records 
 

● Drawings and other documentation related to the pest management system submitted 
to regulating authorities 
 

● Updated list of chemicals on the premises related to pest control 
 

● Completed Pesticide and Chemical Safety checklists 
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● Completed Pesticide Applications logs 

 
● Pest Sticky Trap Inspection logs 

 
● Visual Inspection logs 

 
● Pesticide Safety Data tables 

 
● Documentation of Restricted Entry Interval (REI) notifications 

 
● Pesticide application procedures 

 

 
Odor Control Records 

 

● Drawings and other documentation related to the odor control system submitted to 
regulating authorities 
 

● Requests, comments, approvals from regulating authorities related to odor control 
system 
 

● Odor Control Maintenance Logs 
 

● Odor Complaint and Response Tracking forms 
 

● Related citations, notices, or warnings from officials and responses to these documents 
 
 

Transportation Records 
 

In addition to the records specified elsewhere, VeiligGroeien will retain the following records 
related specifically to transportation activities: 
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● Documentation related to vehicle ownership, use, and insurance 
 

● Transportation manifests showing all information required by regulating authorities 
 

● Records showing trip plans and the start and end times of each trip 
 

● Documentation of approved changes to trip plans 
 

● Transportation Event Logs of variances between expected and actual trip activities 
 

● Records of vehicle accidents 
 

● Records and police reports related to product losses occurring during transportation 
activities 
 
 
 

Manufacturing Records 
 

In addition to the records specified elsewhere, VeiligGroeien will retain the following records 
related specifically to manufacturing activities: 
 

● Training records related to manufacturing, including type of training offered, date taken, 
and names of trained employees 
 

● Chemical Safety Data Sheets 
 

● Written specifications for all raw materials, sources of the materials, and adequate 
evidence of the testing of those materials 
 

● Written specifications for all packaging materials, the source(s) from which packaging 
materials are purchased, adequate evidence of the examination or testing of those 
materials and records related to procedures used to maintain the sanitary conditions of 
the materials 
 

● Records showing the results of testing performed on raw materials, final products and 
packaging/labelling materials for each lot or batch 
 

● Records related to remediation 
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● Records relating to the disposal of product waste, including product UID, description, 

date of disposal, weight or count of product, reason for disposal, and method of 
disposal 
 

● Records relating to the disposal of hazardous waste 
 

● Environmental compliance documentation 
 

● Scale manuals and calibration logs 
 

● Equipment manuals and maintenance and inspection logs, including chemicals used for 
cleaning equipment 
 

● Product specifications 
 

● Record of product complaints and steps taken to resolve issues 
 

● Adverse event records (related to a negative effect of a product on a user) 
 

● Records of non-conformance to procedures and reason for variance or steps taken to 
correct problem 
 

● Janitorial logs relating to sanitation of facilities 
 

● Documentation of data utilized for setting prices and rationale for the selected price 
 

● Any other documentation showing that each lot or batch has been manufactured, 
packaged/labelled, tested and stored in accordance with the procedures described in 
the related operating plans 
 

● Any other documentation showing that the conditions under which the product was 
manufactured, packaged/labelled, tested and stored are in compliance with the 
requirements of the regulating authority. 
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Quality Assurance Records 
 
In addition to the records specified elsewhere, VeiligGroeien will retain the following records 
related specifically to quality assurance functions 
 

● Records related to the selection of third-party vendors 
 

● Audit results 
 

● Product complaints 
 

● Adverse event logs and data collected during the information gathering and 
investigation processes (see the Quality Assurance Plan for a more detailed list) 
 

● Records related to product rejections or recalls, including notices to regulatory 
authorities, vendors, and other customers 
 

● Sampling and testing specifications and results 
 

● Reports to Executive Staff related to efficiency, productivity, and risk 
 

● Records related to the Quality Assurance Officer’s participation in training activities 
 
 

 

Packaging and Labeling Records 
 
In addition to the records specified elsewhere, VeiligGroeien will retain the following records 
related specifically to packaging and labeling activities:  
 

● Training records related to packaging and labeling, including type of training offered, 
date taken, and names of trained employees. 
 

● Written specifications for all packaging materials, the source(s) from which packaging 
materials are purchased, adequate evidence of the examination or testing of those 
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materials and records related to procedures used to maintain the sanitary conditions of 
the materials 
 

● Records showing the results of testing performed on packaging/labelling materials for 
each lot or batch of products 
 

● Checklists for label preparation verifying presence of information required by 
regulations for each batch 
 

● Forms for each batch indicating completion of each task in the packaging process 
 

● Inspection checklists for verifying label information after packaging 
 

● Scale manuals and calibration logs 
 

● Any other documentation showing that each lot or batch has been packaged/labelled 
and stored in accordance with the procedures described in the related operating plans 
 

● Any other documentation showing that the conditions under which the product was 
packaged/labelled and stored are in compliance with the requirements of the regulating 
authority. 

 

Distribution Records 
 
In addition to the records specified elsewhere, VeiligGroeien will retain the following records 
related specifically to distributor activities:  
 

● Training records related to distribution activities, including type of training offered, date 
taken, and names of trained employees 
 

● Inspection checklists for verifying label information on products received 
 

● Records related to sample selection and laboratory testing, including completed chain of 
custody forms 
 

● Certificates of Analysis linked with batch records 
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● Scale manuals and calibration logs 

 
● Distributor Quality Assurance Checklist Form for each batch (Distribution Plan, Appendix 

B) 
 

● Record of package modification form for each re-labeled batch (Distribution Plan, 
Appendix C) 
 

● Written specifications for all packaging materials and adequate evidence of the 
examination or testing of those materials 
 

● Records showing the results of testing performed on packaging/labelling materials for 
each lot or batch of products 
 

● Tax collection and payment records, including invoices and receipts 
 

● Any other documentation showing that each lot or batch has been packaged/labelled, 
tested and stored in accordance with the procedures described in the related operating 
plans 
 

● Any other documentation showing that the conditions under which the product was 
packaged/labelled, tested and stored are in compliance with the requirements of the 
regulating authority. 
 

 
 

Dispensary Records 
 

In addition to the records specified elsewhere, VeiligGroeien will retain the following records 
related specifically to dispensary activities: 
 

● Training records related to retail operations, including type of training offered, date 
taken, and names of trained employees 
 

● Records showing that the finished product testing required by regulations was carried 
out, and the results of the testing 
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● Scale manuals and calibration logs 

 
● Records related to the selection, purchase, and use of exit packaging 

 
● Complete sales receipts maintained in a manner that allows for an immediate recall of 

products if needed  
 

● Documentation of data utilized for setting prices and rationale for the selected price 
 

● Record of product complaints and steps taken to resolve issues 
 

● Adverse event records (related to a negative effect of a product on a user) 
 

● Records of non-conformance to procedures and reason for variance or steps taken to 
correct problem 
 

● Any other documentation showing that each lot or batch has been stored in accordance 
with the procedures described in the related operating plans 
 

● Any other documentation showing that the conditions under which the product was 
stored are in compliance with the requirements of the regulating authority. 
 

 
 

Health and Safety Records 
 

● Regulations related to health and safety 
 

● Workers’ Compensation information, including use of the insurance 
 

● Description and reports related to the training record system that will ensure 
compliance with training requirements - this system will be kept in a manner such that 
VeiligGroeien will be able to prove to regulators that all employees received appropriate 
training and refreshers before working independently on a hazardous task 
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● Safety Committee records, including attendance records, meeting minutes, hazard 
report conclusions and recommendations 
 

● Records related to injury reports and follow up investigations, reports, corrective 
actions, etc. 

 
● Up-to-date lists of hazardous materials on the premises (Hazardous Chemical List) 

 
● Safety Data Sheets 

 
● Metrics used to evaluate the Health and Safety Program, results of annual reviews, 

corrective actions 
 

● Documentation of engineering and administrative controls in place to improve safety 
 

● Job Hazard Analyses 
 

● Workplace hazard reviews 
 

● Up-to-date list of potential physical hazards in the workplace 
 

● LIst of potential environmental hazards 
 

● PPE Assessment Forms 
 

● PPE Inspection Questionnaires 
 

● Hazard Report Forms 
 

● Results of medical evaluations related to the use of respirators 
 

● Hepatitis B documentation 
 

● Emergency Exit diagrams and documentation of evacuation drills 
 

● Fire Prevention Plan 
 

● Fire extinguisher inspection records 



Record Keeping Plan | 23 

 
● Diagrams showing emergency equipment locations 

 
● Incident Report Forms 

 
● Critical Shutdown Procedure 

 
● Documentation of Toolbox Talks 

 
● Completed Safety Inspection Guides 

 
● Equipment Maintenance Lists 

 
● Up-to-date Mandatory Safety Training lists 

 
 

 
Waste Management Records 

 

● National regulations related to waste management 
 

● Drawings and other documentation related to the waste management system 
submitted to regulating authorities 
 

● Contact information for any vendor or contractor providing waste services 
 

● Reports on cannabis waste processed through the waste management system, if not 
being produced through the software-based Inventory Control System. 
 

● Records documenting the composting of cannabis waste 
 

● Records showing sanitation of equipment used during the waste control process 
 

● Wastewater discharge records 
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● Waste transportation records, including certified weight tickets or other documentation 
of final cannabis disposal 
 

● Chemical Waste logs 
 

● Waste Accumulation Area Inspection logs 
 

● Records related to hazardous waste disposal 

 
 
Other Records 
 

● Records relating to the disposal of product waste, including product UID, description, 
date of disposal, weight or count of product, reason for disposal, and method of 
disposal 
 

● Records relating to weighing devices 
 

● Equipment manuals and maintenance and inspection logs, including chemicals used for 
cleaning equipment 
 

● Record of identified biological, chemical, physical or other contamination hazards and 
steps taken to resolve issues 
 

● Records of non-conformance to procedures and reason for variance or steps taken to 
correct problem 
 

● Logs relating to sanitation of facilities and equipment 
 
 
 
  



Record Keeping Plan | 25 

Appendix 1 - Records Retention Plan 
 
 

Tag Type Description Examples Time Period 

Business Business 
Records 

Records related to 
running the 
company 

Training records 
Regulations 
Registration records 
Deeds/property records 
Permits/licenses 
Regulatory correspondence 
Regulatory documents 
Operating plans 
Insurance records 
Premises modification records 
Labor agreements 
Staffing plans/charts 
Emergency contacts 
Meeting minutes 
Memos/ announcements 
Building plans/layouts 
Demographic research 

TBD years 

Equipme
nt 

Equipment 
Records - Item 
specific 

Docs related to the 
use, maintenance & 
repair of a piece of 
equipment 

Training records 
Manuals 
Inspection/ Maintenance logs 
Calibration logs 
Designs/Specs 
Repair records 

No longer than 1 year 
after the equipment is 
removed from use 

Finance Financial 
Records 

Docs used to make 
financial decisions; 
departmental 
budgets; 
expenditure tracking 

Training records 
Regulations 
Capital expenditure decision making records 
Cost reports 
Economic analyses 
Financial summaries 
Financial forecasts 
Profit/loss statements 
Sales records 
Authorization records 
Check requests 
Expense reports 
Fixed asset inventories 
Invoices 
Mileage records 
Purchase orders 
Receipts 
Tax records 
Utility records 
Other accounting 

TBD years 

Inventory Inventory 
Records 

Docs resulting from 
inventory control 
activities 

Training records 
Regulations 
UID records 
Employee access records 

TBD years 
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Error logs/resolutions 
Inventory results 
Missing inventory records 
Inventory system notifications 
Audit records 
Forms/records resulting from loss of access 

to Inventory Control System 
Other inventory records 

CompSec Computing 
Security 
Records 

Docs related to use 
and security of 
hardware, software  
and data 

Training records 
Regulations 
Signed user agreements 
Software documentation 
Retention policies 
Records of unauthorized access attempts 
Security updates 
Security audit results 
Electronic record destruction records 
Other computing security records 

TBD years 

Security Security 
Records 

Docs related to 
implementing the 
Comprehensive 
Security Plan 

Training records 
Regulations 
Police reports 
Vendor documents 
Inspection logs (not equipment specific) 
Surveillance video 
Completed closing checklists 
Employee access documentation 
Security access logs 
Signed key/key card agreements 
Non-employee access logs 
Product delivery logs 
Incident reports 

TBD years 

Odor Odor Control 
Records 

Records 
documenting the 
implementation of 
the Odor Control 
Plan 

Training records 
Regulations 
Documents submitted to regulators 
Regulatory correspondence 
Maintenance logs 
Complaint tracking forms 
Complaints, notices, etc.  & responses 

TBD years 

Trans Transportatio
n Records 

Records related to 
implementing the 
Transportation Plan 

Training records 
Regulations 
Vehicle ownership records 
Transportation manifests 
Trip plans and records 
Trip change approvals 
Event logs 
Vehicle accident records 
Police reports 

TBD years 

Cultivatio
n 

Cultivation 
Records 

Records related to 
the cultivation of 
cannabis plants on 
the premises 

Training records 
Regulations 
Safety Data Sheets 
Documentation of raw materials 
Cannabis waste disposal records 

TBD years 
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Hazardous waste disposal records 
Environmental compliance documents 
Water supply records 
Inspection logs 
Hazard identification & response records 
Sanitation records 
Product testing logs & results 
Pricing records 
Compliance records 
Other cultivation records 

Manufact
uring 

Manufacturin
g Records 

Records related to 
the production of 
cannabis products 

Training records 
Regulations 
Safety Data Sheets 
Documentation of raw materials 
Product specifications 
Packaging specs, sources, tests, etc. 

Cannabis waste disposal records 
Hazardous waste disposal records 
Environmental compliance documents 
Water supply records 
Inspection logs 
Hazard identification & response records 
Sanitation records 
Product testing specifications 
Product testing logs & results 
Pricing records 
Compliance records 

Remediation records 
Expiration date specifications 

TBD years 

QA Quality 
Assurance 

Records related to  Vendor validation records 
Audit results 
Product Complaints 
Adverse event logs/information gathering 
and investigation records 
Sampling and testing records 
Reports to Executive Staff 
Training records 

TBD years 

Packagin
g 

Packaging & 
Labelling 
Records 

Records related to 
policies affecting 
packaging materials, 
practices, and 
labelling procedures 

Training records 
Regulations 

Packaging specs, sources, tests, etc. 
Label preparation checklists 
Packaging completion checklists 
Inspection logs 

Sanitation records 

TBD years 

Distributi
on 

Distribution 
Records 

Records related to 
implementing the 
Distribution Plan 

Training records 
Regulations 
Label inspection checklists 
Certificates of Analysis 
Expiration date specifications 
Distributor QA Checklists 
Package modification records 

Packaging specs, sources, tests, etc. 
Tax collection records 

TBD years 
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Compliance records 

Dispensa
ry 

Dispensary 
Records 

Records related to 
the retail sale of 
cannabis products 

Training records 
Regulations 
Copies of Certificates of Analysis 
Exit packaging records 
Sales receipt records 
Pricing records 

Compliance records 

TBD years 

Pest Pest Control 
Records 

Records related to 
the storage and 
application of 
pesticides; 
inspection records 

Training records 
Regulations 
Pesticide lists 
Safety checklists 
Application logs 
Inspection logs 
Safety data tables 
REI records 
Application procedures 

TBD years 

Waste Waste 
Management 
Records 

Records related to 
the storage, 
processing, and 
disposal of cannabis 
and hazardous 
waste 

Training records 
Regulations 
Vendor contact information 
Composting records 
Sanitation records 
Wastewater discharge records 
Waste transportation records 
Chemical Waste logs 
Waste Accumulation Area Inspection logs 
Hazardous waste disposal records 

TBD years 

Safety Health and 
Safety 
Records 

Records related to 
the Health and 
Safety Program 

Training records 
Regulations, including federal 
Workers’ Compensation insurance records 
Safety Committee records 
Hazardous Chemical lists 
Safety Data Sheets 
Health and Safety Program reviews 
Job Hazard Analysis forms 
Workplace hazard reviews 
Lists of potential hazards in the workplace 
PPE forms 
Hazard Report forms 
Respirator use related forms 
Hepatitis B records 
Evacuation drill results 
Critical Shutdown procedures 
Toolbox Talk records 
Completed Safety Inspection Guides 

TBD years 
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Appendix 2 - Record Indexing Tags 
 

Tag Description 

Access Building and room access data, logs, key/key card assignments, surveillance video, exit interviews 

Adverse Records related to adverse events 

Assets Property not part of building: inventories, depreciation records, purchase orders, costs 

Audit Inventory control, QA and other audit documentation 

Business Records related to operating the company, not associated with a particular department 

Calibration Specifications, logs 

Closing Security closing checklists 

Complaints Documentation regarding concerns from vendors and customers about problems with products 

CompSec (Computing Security) Records related to use and security of hardware, software  and data 

Corporate Registrations, permits, licensing 

County County related records: regulations, correspondence, notices, meeting records, inspections  

Cultivation Records related to the cultivation of cannabis plants on the premises 

DeliveriesIn (Incoming Deliveries) Security logs, transportation manifests 

DeliveriesOut (Outgoing Deliveries) Security logs, transportation manifests 

Dispensary Records related to the retail sale of cannabis products 

Distribution Records related to implementing the Distribution Plan 

Drawings Architectural, modification, evacuation routes, alarm placement, emergency equipment locations 

ElecRec (Electronic Records) Data files, retention schedules, destruction records 

Emergency Contact lists, diagrams, evacuation plans, emergency procedures, emergency incident records, 
costs related to 

Environment Environmental regulations, permits, procedures, compliance records 

Equipment Docs related to the use, maintenance & repair of a piece of equipment 

Expenses Receipts, invoices, checks, accounting records, authorizations 

Finance Docs used to make financial decisions; departmental budgets; expenditure tracking; profit/loss 

Fire Fire Prevention Plan, fire extinguisher inspection records 

HepB (Hepatitis B) Forms related to employees accepting/declining Hepatitis B shots 
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Incident Incident Reporting Forms with attached documentation, investigation records, incident reports 

Inspection Correspondence with regulators, equipment inspection logs,  Safety Inspection Guide forms, other 
logs and results 

Insurance Building, renters, vehicle, other 

InvNotif Inventory notification records 

InvVer Inventory verification records 

Inventory Docs resulting from inventory control activities 

Local City/Town related records: regulations, correspondence, notices, meeting records, inspections  

Maintenance Procedures, logs 

Manuals User’s guides, operating manuals, instructions 

Manufacturing Records related to the production of cannabis products 

Meetings Meeting attendance, minutes 

Memos Memos, announcements 

Mileage Logs, reimbursements 

Odor Records documenting the implementation of the Odor Control Plan 

Packaging Records related to policies affecting packaging materials, practices, and labelling procedures 

Pest Pesticide records, inspection records, checklists 

PPE PPE assessment forms and inspection questionnaires 

Premises Building records, deeds, plans, drawings, modifications 

Pricing Justification for prices set 

Recalls Records related to adverse events, customer complaints, recalls 

Regulatory Regulations, regulatory inspection, operating plans, compliance, correspondence with 

Repairs Packing slips, vendor data, returned paperwork, costs, scheduled appointments 

Research Demographic, sales, business models, forecasts, economic analyses 

Safety Records related to the implementation of the Health and Safety Plan 

SDS Safety Data Sheets 

SOP Standard Operating Procedures 

Sales Receipts, chain of custody documentation 

Sanitation Procedures, logs 
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Security Docs related to implementing the Comprehensive Security Plan 

Shutdown Critical Shutdown Procedures and related documents 

Staffing Organization charts, job descriptions, hiring data, labor agreements 

National National related records: regulations, correspondence, notices, meeting records, inspections 

Supplies (Non-cannabis) Purchase orders, receipts, inventories, lists 

Taxes Collected, tax forms, tax forms, accounting records 

Testing Procedures, specifications, forms, logs, results 

Toolbox Toolbox Talk records 

Training Attendance records, completion certificates, training videos and handouts, quizzes, compliance 

Trans Records related to implementing the Transportation Plan 

Utilities Electrical, gas, water, invoices, payment records 

Vehicles Insurance, ownership, driving agreements, purchases, repairs, gas receipts, accident reports 

Vendor Agreements, contracts, contact information, expense records, research results 

WasteCan (Cannabis Waste) Procedures, logs, forms, disposal records 

WasteNonCan (Non-cannabis Waste) Procedures, logs 

Wastewater Discharge logs, pH testing data 

 
 
 


