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

instruction/direction are included

in the following pages in red.



Georgia Department of Agriculture

licensing software. For new applicants,
g 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.

[ ] This is the landing page for the new hemp




Georgia Department of Agriculture

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attachment is outdated or incorrect, please remove it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.




The first step on the application page
is to select if you are applying as a
company or anindividual. The
information the you fill out on this
page will be based on the type of
applicant you select.




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 companyin
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 number and a Primary
Business Contact Name




Once you have completed the
Application Information, click on
either of the License Type links in
the upper or lower right-hand
side of the screen highlighted
here by the two red boxes to
proceed to the next section




New Application

Application

Applicant Information

< Applicant Info

< Applicant Info

Applicant

Brandon's Individual Farm

Application Number
AD0331

Status
Draft

Please select the license type for which you are applying.

Grower

Processor

Manufacturer
Anyone who intends to manufacture consumable hemp products in the State of Georgia must successfully complet
the full application process with the GDA and be issued a Manufacturer License.
Check All That Apply for Manufacturer
H | intend to manufacture consumable hemp products in the State of Georgia.
B 1 also intend to become a Georgia licensed hemp processor and process the hemp that |

manufacture. | understand that holding a hemp processor permit allows me to waive the otherwis|
$5,000 Manufacturer License fee, but that | need to obtain the hemp processor permit first.

A Manufacturer License does not allow the Licensee to grow, process, or sell hemp or hemp products. Appropriate
licenses must be obtained separately for these activiies.

As a reminder, "consumable iemp product” means a hemp product infended to be ingested, absorbed, or inhaled 4
humans or animals with a tofal delta-9 THC concentration of not more than 0.3 percent

On this screen, you will declare what
type of license you are applying for. You
can not check that you are applying as
both a Manufacturer and a Processor.
You will also need to check all the
intention boxes that apply to your

" situation. If you are intending to apply as
a Manufacturer and a Processor, you

. will have to submit separate
applications for this. When you have
finished selecting the appropriate
boxes, please select save draft at the

Retailer

upper right portion of the screen.

Whelesaler

In order to select a Laboratory Registration, the Applicant Type cannot be Individual

Lab Registration

Actions
T\
Save Draft
SN———



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 controlin 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”.




After clicking on the “+ Add Owner
Types link”, the box to the left will
appear. Fill out this 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
fillout the appropriate information.




-

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.




status
Draft
Georgia Hemp Manufacturer License applicants must provide information en the manufacturing site property. This

license is for a single location.

Manufacturer Site Property: Latitude and Longi
imagery) that clearly shows the boundaries and d

de must be provided along with an aerial map or photegraph (satellite
imensions of the manufacturing site.

| 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 locafion where
manufacturing will oceur.

A manufacturer license will not entitle the holder to process hemp. Only permittees may process hemp

€ SMla »

o 1. Once on the “Facility” page, please read
Licensees must prevent unsupervised public 2ccess to manufacturing sites.
Licensees must not manufacture hemp products on property owned by, leased from, or previously \ h 1 f 1 1 d d d h k h

submitted in a license application by any person who is ineligible for, was terminated from, or was denied ove r t e I n o r m atl O n p rOVI e a n C e C t e

parficipation in the Georgia Hemp program due to failure to obtain an acceptable criminal background

check or for violations of the Georgia Hemp Farming Act or this Chapter. attestation bOXeS highlighted bythe red box.

| attest that the infermation submitted above regarding property designated to manufacture hemp products

is true and correct. | further attest that | have legal permission to conduct hemp manufacturing activities at
the specified location, as evidenced by a valid deed or lease agreement and use of which will not be in
violation of local zoning or other erdinances.

Facility Information

Latitude * Longitude *

Latitude &5 required Lengitude is required

Facility Address

City is required

State * Zip* County *

-Select W Zip — Select - A4
State is Zip iz required This field is required.
requirzd

not:

[ mage
Mznufactures are required to submit an aerial map or photograph (satellite imagery) of thi{f manufacturing

Fa;\lilies::f)wingclealhoundatiesofeachiéci\.ity.This.mustbeup\.udedo?lheﬂmcf!nw 2. Be Su re to fill Out the facility address’ Size (in Square
e apirak hweet e o hckgrph bt g+ e, N . .

e e R feet), latitude+longitude, and whether you own or are
Is Property Owned *

leasing the property.

® Lease

Size®

(Square Foot)




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

To add a product, click on the “+Add Product” link. At leastone
product must be listed.




On this screen, you will enter a description of
the product you are selling, how much you plan
to sellin the correct unit of measurement, and a
plan for how you will dispose of all materials
used in processing. When done, click on the
“Save” button.




License Application: AO0331
Manufacturer

Application History

Applicant Information License Type Ownership Information Facility Products Attachments Affirmations Submit
< Products Affirmations >
Applicant Application Number
s e e The “Attachments” tab is for uploading required
Status
Dran documents associated with your application. The box to
Required Submittal Documents Manufacturer the left hlghllghted by the red box prOVideS a status of
Certficate of Existence o uploaded documents required for the application. A
For Companies Only . o .
Aonotsted Acnal i check mark indicates the appropriate document has been
nnof erial Map o . . . .
copy o Legal centiication ° uploaded. An exclamation point indicates the document
Notared 0..C.A. 50.354 Affdavi ° has yet to be uploaded. You can not submit the
e T e T application until all required documents are uploaded.
I Click here to Create Notanzed O.C.G.A. 50-36-1 AMidavit
The link above is being provided to Georgia Hemp applicants te assist in creating the proper Notarized O.C.G.A. |
= idavit.
Add Attachment(s) In the box highlighted red, a link is provided to assist in
. . . - . . .
B o e creatlng the propgr Notgrlzed 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
Attachments
it notarized. Qmce completed, you can then upload the file
Uploaded On 15 File Description Uploaded By IntO thl&nLl’CGnSIngumOgram.

No data available in table

Showing 0 to 0 of 0 entries

Save Attachments

< Products Affirmations >



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.




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

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.

** NOTE: If you already have a license to be a
Processor, this fee will be $0.




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.




Application History

App

ant Information

License Type

Key Participants

Facility * Attachments Affirmations Submit
Applicant Application Number
Z Test Austin AD0308
Status
Revisions

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 state and
that only sell to Georgia customers online, must provide the location (sireet address) in the licensee’s home jurisdiction
frem 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 occur,

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 prodi 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
on my 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 v 30334 Fulton hd

Iz Property Owned *

O Own

Attachments >

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 an issue
with the Facility Address. Click on
Review which is highlighted by the
red circle.

Actions

Withdraw Application



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.




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.




