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IV. FORMAT AND CONTENT OF RESPONSE

F. Qualifications and Experience
This section contains sufficient information to demonstrate Guided Steps Compassion Center’s 
(“Guided Steps”, the “Company” or “Center) legal status, knowledge, experience, and staff expertise 
to carry out the establishment and maintenance of Delaware’s pilot compassion center.  

Guided Steps will secure a Delaware Business License during the contract negotiation process.

1. Organizational Structure
Describe the proposed team structure and internal controls to be used in the operation of the 
compassion center, including any subcontractors. Define how the company will establish 
lines of authority for personnel who might be involved in performance of this potential contract 
and relationships of this staff to other programs or functions within the company. This section 
should include at least the following information and documentation:

a. Proposed legal name of the compassion center;
b. Certificate and articles of incorporation (for corporations); certificate of partnership 

and partnership agreement (for partnerships); certificate of organization and 
operating agreement (for limited liability corporations);

c. Evidence of the organization’s not-for-profit status. This can be IRS certification of 
tax-exempt status, or other written materials allowing the Department to determine 
the compassion center’s ability to comply with the not-for profit mandate. This should 
also include a description of how the compassion center will operate on a not-for-
profit basis; and

d. Proposed operating bylaws.

Response F.1
The proposed legal name of the compassion center is Guided Steps Compassion and
Wellness Center, and will have the following organizational structure:
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Please see Appendicies below for supporting documentation: 
)- Appendix A -Articles of Incorporation. 
)- Appendix B - Proposed Operating By-Laws 
)- Appendix C - Proposed Non-Profit LLC Operating Agreement 

2. Agents of the Compassion Center and Organization 
The specific individuals, or agents, who will perform work on behalf of the compassion center, 
shall be identified by name and title along with explanation of the nature and extent of their 
involvement. This should include all board members, officers, owners, employees, 
volunteers, or other person involved with the ownership or operation of the compassion 
center. Provide qualification information on the named agent, including the individuals' 
particular skills related to the medical use of marijuana, education, experience, significant 
accomplishments and any other pertinent information. These qualifications shall be presented 
in resumes or other formats. 

If set up and operation of the compassion center will require hiring of one or more individuals 
who are not currently employed by the bidding organization, the proposal application shall 
provide detailed job descriptions, including required qualifications and experience. 

If subcontractors are to be used, the proposal shall also contain similar information regarding 
each subcontractor. 

a. For each proposed agent, provide the name, address and date of birth; 

Response F .2.a 
The individuals who will perform work on behalf of Guided Steps Compassion Center are as 
follows (please see Appendix E- Draft Operations Manual for detailed job 
descriptions): 

i. President/Founder 

Mr. Livingston brings to Guided Steps Compassion Center experience from being a 
successful business owner of 15 years; personal experiences with Post-Traumatic 
Stress Disorder; knowledge from training in marijuana horticulture, cooking with 
marijuana, budtender training, marijuana laws, how to open a dispensary and 
delivery service, and marijuana as medicine; and a strong passion in creating a 
compassion center focused on helping individuals to heal naturally. 

Mr. Livingston's role as President of Guided Steps Compassion Center and Board of 
Directors will include supporting and conducting administration for the board; 
informing board members of the current status of the organization, as well as advise 
members on preferred strategies and resolutions; oversee and manage organization 
programs and projects; oversee the fundraising for Guided Steps Compassion 
Center, including planning, strategies and implementation. The President will work 
directly with the Vice President of Development and Production and Vice President of 
Finance and Operations to determine the financial needs of the organization, as well 
as submit proposals to donors and take care of the fundraising records. The 
President will recommend a budget to the board annually and ensuring the staff 
adheres to the approved budget. 

5 
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ii. VP Development and Production/Board of Directors - Secretary 
Ramane Jones 

Mr. Jones brings to Guided Steps Compassion Center vast knowledge gained from 
over 15 years in business-building, the mental health field, and a deep commitment 
to helping patients. His interest in operating a Compassion Center in Delaware is 
also intensely personal, stemming from the loss of his father who endured a long yet 
dignified fight against AIDS. During his father's treatments, doctors indicated that 
medical cannabis may be a viable option for pain relief. Because the medical 
cannabis was illegal at time, the option was never pursued. Following his father's 
death, Mr. Jones was left wondering if medical cannabis could have in some way 
alleviated his father's pain and suffering. 

Mr. Jones's role as Vice President of Production and Development of Guided Steps 
Compassion Center and Treasurer of the Board of Directors will include serving as a 
key leadership team member and an active participant in making strategic decisions 
affecting Guided Steps Compassion Center. In partnership with the President, the VP 
of Development and Production is responsible for all fundraising and development 
activities, and will help forge new relationships to build Guided Steps' visibility , 
impact, and financial resources. The VP of Development and Production will also 
design and implement a comprehensive plan for developing key external alliances by 
cultivating individual and philanthropic support, as well as having primary 
responsibility for establishing and implementing the infrastructure needed to grow a 
$M budget through the solicitation of major gifts, federal and state grants, special 
events, and corporate and foundation support. 

iii. VP Finance and Operations/Board of Directors - Treasurer 
Elizabeth Ford 

29-otrc. ClllDirf'NE«wn~ - - ACt 

Ms. Ford brings a unique combination of assets to Guided Steps Compassion Center 
in the form of 30+ years' experience working in the corporate environments of 
mortgage banking, insurance, education, finance, and pharmaceuticals, along with a 
Bachelor of Science degree in Organizational Management and as a Certified Health 
Coach through the Institute of Integrative Nutrition. She brings quality assurance 
experience from working with pharmaceutical clinical trial software programs, 
ensuring validation documents were FDA compliant; experience in composing and 
implementing Standard Operating Procedures and Work Instructions, and experience 
in budget management. Her degree in Organizational Management brings a 
knowledgebase on the inner workings of corporate infrastructure and how to build 
strong integral company foundations. 

Ms. Ford's role as Vice President of Finance and Operations of Guided Steps 
Compassion Center and Secretary of the Board of Directors will include being s 
responsible for all financial matters of the business; planning, policy and investor 
relations; accounting and administration; partnering with the senior leadership and 
the board of directors to develop and implement strategies across the organization; 
and oversee all compliance and recognition for government (federal and state) 
contracts and private grants. 

6 
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iv. Dispensary Manager 
Gia Livingston 

-Del. Cefi:'1 00 Freedom ofliliiiiiiatioo 

Mrs. Livingston brings to Guided Steps Compassion Center a vast knowledgebase in 
in medical office procedures and management, patient care and services, patient 
ethics, and medical cannabis training. Her experiences from working in the medical 
office environment have fueled her passion in educating patients on alternative 
wellness therapies and medical cannabis rather than pharmaceuticals. Mrs. 
Livingston's role as Dispensary Manager will include coordinating and faci litating the 
transactions of the dispensary, overseeing all medicine dispensed, ensuring accuracy 
in product packaging and labeling, supervising dispensary staff members, inventory 
management, as well as interfacing with executive management, staff, law 
enforcement, and vendors. 

Once established, Guided Steps Compassion Center intends to hire individuals who are 
highly motivated, dedicated, honest, and hard-working business professionals committed to 
and passionate about living up to our mission in emphasizing compassion, care, kindness, 
and understanding as we guide our patients in their steps to better health and wellness. 

Guided Steps Compassion Center intends to fi ll the following, but not limited to, positions: 
• Master Grower 
• Assistant Grower 
• Bud Tenders 
• Patient Intake Coordinator 
• Receptionist 
• Security Manager 
• Security Guards 
• Courier Drivers 

Please see Appendix E- Draft Operations Manual for detailed job descriptions. 

The affairs of Guided Steps Compassion Center will be overseen by a Board of Directors 
initially consisting of five (5) members, all of whom are residents of the State of Delaware. 
The Board of Directors is as follows: 

i. President 
Fabian Livingston 

tl9 Oii!l. C:at100 Freeaonfcif~ 

ii. Secretary 
Ramane Jones 

iii. Treasurer 
Elizabeth Ford 

7 
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Guided Steps Compassion Center intends to have two (2) additional board members, and is 
currently in the process of interviewing well-known, successful business owners/managers 
who will enhance the compassion center’s credibility and perception of management 
expertise.  These additional board members will be in place before the Guided Steps 
Compassion Center facility is established.

Please see Appendicies below for supporting documentation:
Appendix D – Bios and Resumes
Appendix E – Draft Operations Manual

b. For each proposed agent, provide the report of criminal history background check;

Response F.2.b
Background check paperwork has been submitted for the following Guided Steps Compassion 
Center officers and employees:

Fabian Livingston, President
Ramane Jones, VP of Development and Production
Elizabeth Ford, VP of Finance and Operations
Gia Livingston, Dispensary Manager

The reports from the criminal history background check have not been received yet; however, 
please see Appendix F – Criminal History Background Checks for supporting 
documentation on requests submitted. 

Criminal history background checks will be conducted and cleared for all potential board 
members, employees, volunteers, and contractors prior to joining the Guided Steps 
Compassion Center team.

c. Any instances in which a business or not-for-profit that any of the prospective board 
members managed or served on the board was convicted, fined, censured, or had a 
registration or license suspended or revoked in any administrative or judicial 
proceeding;

Response F.2.c
There are no board members of Guided Steps Compassion Center who have been convicted, 
fined, censured, or had a registration or license suspended or revoked in any administrative or 
judicial proceeding.

d. A list of all persons or business entities having direct or indirect authority over the 
management or policies of the compassion center;

Response F.2.d
As indicated in the Guided Steps Compassion Center By-Laws, the affairs of the Compassion 
Center will be overseen by its Board of Directors. As such, the management/governance 
structure and corporate policies of the Compassion Center will be established and/or adopted 
by the Board of Directors of Guided Steps Compassion Center, and will be implemented and 
directly overseen by the Principal Officers of Guided Steps Compassion Center. In particular, 
the President will act as the chief executive officer of Guided Steps Compassion Center and 
will preside at all meetings of the Board of Directors, and shall have general supervision and 
control of all officers, agents, employees, managers, volunteers, and independent contractors 
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of Guided Steps Compassion Center, and the management of its business interests. The 
other Principal Officers of Guided Steps Compassion Center (i.e. Treasurer, Secretary) will 
have the powers and perform the duties customarily appurtenant to their respective offices.

As such, the persons having direct or indirect authority over the management policies of 
Guided Steps Compassion Center in general shall be all of the Board Members and Principal 
Officers named in Response 2.a.

The daily performance of functions necessary to, and a part of, the above-mentioned 
management or policies adopted, implemented, and/or overseen by the Board of Directors 
and Principal Officers of Guided Steps Compassion Center, shall be performed by the 
following individuals:

President: Fabian Livingston
VP of Development & Production: Ramane Jones
VP of Finance and Operations: Elizabeth Ford

e. The identities of all creditors holding a security interest in the premises, if any.

Response F.2.e
Guided Steps Compassion Center will lease from BCA Development, LLC the real property at 
which the Compassion Center is to be situated, namely 73 Artisan Drive, Smyrna, Delaware, 
19977 (“Compassion Center Premises”) in the Smyrna Business Park.

No creditors hold a security interest in the Compassion Center Premises.

3. Ability, capacity, skills and expertise of the organization

a. Describe your organization’s ability, capacity, skills and other expertise in product and 
industry knowledge, including but not limited to the following: 

How marijuana or agricultural products are grown, cultivated, harvested, cured, 
processed, packaged, labeled and prepared for retail sale; 
Various types of marijuana strains and how they impact qualifying debilitating medical 
conditions, giving special attention to the conditions accepted by the Delaware 
Medical Marijuana Program; 
Different forms in which to buy or sell marijuana (i.e. dried, concentrates, tinctures, 
etc.); 
How marijuana should be packaged, labeled, transported, and sold at retail level; 
How retail marijuana should be recalled and accounted for; 
How marijuana should be destroyed if overproduced, contaminated, or recalled; 
Any experience with the marijuana industry that shows the level of expertise of your 
company; and 
Describe your company’s ability, capacity, skills and expertise in product quality 
standards. 
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Response F.3.a
 29 Del.C. Ch. 100 Freedom of Information Act
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Guided Steps Compassion Center intends to package final products in child-resistant 
containers and labeled as follows: 

Guided Steps Compassion Center 
73 Artisan Drive 
Smyrna, DE 19977 
(302)### #### 

Disp.ID: 11/tti/1###/Ni 

Producer: 

Patient Name: 

Reg.. ID #: 

<Name ,of Strain - Ex: .Blue Dream> 

0.00 GR Net MMJ Weight: 0.00 GR 

Batch ID: INH1liJJ/IH 

Active Ingred -ients~ 

CBD: % 
THC:% 
THCA: % 

Chemical additives: No chemical additives 

DD/MMMIYYYY 

This product is for MEDICAl USE ONLY; NOT fOR RESALE 

KEEP OUT Of REACH OF CHI-lDREN 

11 
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Guided Steps Compassion Center intends to offer the following, but not limited, to
medical marijuana strains:

Hybrid Strains
Blue Cheese
Blue Chemdawg
Blue Dream
Bubba Kush
California Dream
Carmalicious
CBD Kush
CDB Critical Mass
CBD Medical Haze
Chemdawg
Girl Scout Cookies
La Blanca
Larry OG Kush
Light of Jah
Medijuana
Mega Jackpot
OG's Kush
Purple OG
Sour Diesel
Stacked Cush
Strawberry Cough
Strawberry Ice
Super Nova
Super Nova Haze
Waikiki Queen
White Queen
White Widow

Indica Strains
Pakistan Chitral Kush
Pakistan Valley
Purple Kush

Sativa Strains
Jack Herer

Please see Response I.1 Pages 26-31 for further information on medical cannabis 
strains and pricing.

Guided Steps Compassion Center intends to use the grow strategy below for our initial 
batch.  As each plant has a different harvest time, the grow cycle will be stringently 
managed via the MJ Freeway Grow Tracker program in order to ensure compliance with 
Sections 7.2.6.1 and 7.2.6.2 of the State of Delaware Medical Marijuana Code. 
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Medical marijuana strains will be added based on patient/caregiver requests and/or feedback, 
and as research results are published.

Guided Steps Compassion Center intends to offer medical marijuana to patients and 
caregivers in the following, but not limited to, additional forms (please see Response I.1
Page 31 for specialty product pricing):

Pure Medical Cannabis Balm
Bath Salts
Hemp Soap
Cannabis Lotion
Cannabis CBD Salve
CBD Oil 
Cannabis Tinctures

Guided Steps Compassion Center intends to offer Compassionate Courier Service for 
patients who are unable to make it to the facility to pick up their medication.

Please see Appendix G – SOP 110: Compassionate Courier Service.

Until an adequate flow of inventory has been established and maintained in order to 
meet supply and demand, as well as remain compliant with Sections 7.2.6.1 and 7.2.6.2 
of the Delaware Medical Marijuana Code, patient and caregiver visits to Guided Steps 
Compassion Center will be by appointment only.

Guided Steps Compassion Center intends to offers a 3 day no questions asked return policy. 
If for ANY reason a patient or caregiver is dissatisfied with a product(s) processed by Guided 
Steps for whatever reason, the product(s) may be exchanged or returned for a full refund. 

Contaminated, recalled, or over-produced medical marijuana will be managed as per Guided 
Steps Compassion Center’s procedure outlined in SOP 108: Growing, Cultivating & Disposal.
For disposal of unusable medical cannabis, Guided Steps Compassion Center intends to 
utilize the Bokashi Yard Waste Fermenting System.  
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Please see Appendix H – SOP 108: Growing, Cultivating & Disposal

Guided Steps Compassion Center currently does not have any prior experience in the 
medical marijuana industry.  

Guided Steps Compassion Center will take every measure of precaution to maintain quality 
control of the medicine. Following are the cultivation practices we intend to use:

Guided Steps Compassion Center intends to employ a Closed Growing Environment (CGE) 
method, used by the best commercial cultivators, which creates an indoor microclimate ideal 
for plant growth while also enhancing grower security.

Ballasts, electrical items, and other equipment are in rooms that do not contain plants. This 
keeps unwanted heat and equipment out of plant rooms, decreases electrical dangers, and 
makes maintenance easier.  We will place air conditioning units, ballasts, and other electrical 
equipment in rooms specially designed to control electrical hazards, while placing nutrient 
reservoirs, propane tanks and related equipment in other segregated, non-plant rooms.  CGE 
eliminates problems that are caused by allowing outside air in, specifically insects, fungi, 
spores, molds, and even hemp pollen into a grow room.  Guided Steps Compassion Center 
will install venting systems outfitted with activated coconut carbon charcoal filters located at 
the top of the room that will eliminate odors and pathogens.

C02 augmentation is necessary in a CGE environment because air is recirculated, instead of 
having fresh C02-rich air brought in from outdoors and it speeds plant growth. However, 
when C02 is used in rooms that are not properly sealed, the gas can cause health hazards, 
and is partially wasted when it escapes the grow room instead of being totally absorbed by 
plants.  The C02 generators will be outside of the grow rooms and use fans to send C02 from 
the generators into rooms via duct systems using C02 sequencers and controllers that 
measure air density and then turn the C02 devices on and off to maintain a 1,500 ppm C02 
level in the rooms. C02-rich air will be pushed in with intake fans, with exhaust fans on the 
other end of the room pulling the C02 through the plants.

Sensors will be used to monitor air temperature to keep it an ideal growing environment; 73-
780F, 40-55% humidity, 1,500 ppm C02, with constant air flow throughout.  

 

29 Del.C. Ch. 100 Freedom of Information Act
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During initial build-out, we will wait until insulation, venting, and electrical work is complete 
before  

Guided Steps will use  

Guided Steps will use  
 

Plants will be inspected daily with a magnifying glass and we will use microscopes and 
pathogen test kits to examine clones, clone mothers, grow medium, nutrient water, and the 
general grow environment, ever alert to even the most minor indicators of disease or pests.

Plants infected with pests will be removed immediately and placed in a Quarantine Room.  A 
Yellow Warning Report will be generated and provided to the Cultivation Manager.  The 
cultivation team will remediate the plants with natural predators, not with pesticides, before 
returning the plant(s) to cultivation.  All plants will be left in an isolated treatment room until 
completely cured of pest and or disease, or they will be disposed of as per the process 
defined in SOP 108: Growing, Cultivating & Disposal.

Guided Steps Compassion Center will investigate the use of "passive" systems that cool the 
air by running water through a coil that air is blown over, as they are less expensive to use.  
We will employ one 16-inch oscillating fan for every four lights, which increases air 
circulation.  Air blowing on plants causes thicker stalk development, better nutrient circulation, 
healthier plants, and increased yield.

Once the grow, cultivation, and harvesting process are defined, Guided Steps Compassion 
Center will create a Quality Control Standard Operating Procedure (SOP) outlining the 
policies and procedures, which staff will be trained to follow and adhere to.  

Please see Appendix J – SOP 110: Medical Cannabis Quality Assurance Testing.

b. Describe your company’s ability, capacity, skills and/or expertise in product quality 
standards and testing, including but not limited to the following:

Knowledge of the infrastructure required to test marijuana to ensure product quality, 
content, ingredients and consumer safety considerations; 
Assisting DPH with establishing quality standards for testing marijuana; and 
Provide a complete description of your company’s proposed approach and 
methodology to be used in assisting the State of Delaware to develop a reputable 
protocol for Product Quality Standards and Testing as requested to determine 
TCH/CBD levels and/or ratios, mold or chemical contaminates, and Product strain.

Response F.3.b
Guided Steps Compassion Center intends to utilize Steep Hill Halent Laboratories for medical 
cannabis testing and analysis.  

Guided Steps Compassion intends to lease a QuantaCann machine where samples collected 
in-house will be placed; however, the results will be generated from Steep Hill Halent’s in-
house servers.  

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act
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The methodology to be followed will be: 
 

 
 

 
 

 
 

5. Results will be recorded and included in the labeling of medical cannabis.

Guided Steps Compassion Center intends to utilize Steep Hill Halent Laboratories for the 
following but not limited to services:

Cannabinoid and Terpenoid Profiling
Microbiological Screening (Bacteria, mildew, fungus)
Pesticide Screening
Residual Solvent Screening

Please see Appendix I for further information regarding Steep Hill Halent Laboratories.

After the QuantaCann is installed and staff is trained on the machine, Guided Steps 
Compassion Center will create a Testing Standard Operating Procedure (SOP) to outline the 
testing process to be followed and adhered to. 

Please see Appendix J – SOP 110: Medical Cannabis Quality Assurance Testing.

29 Del.C. Ch. 100 Freedom of Information Act
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G. Location and Security of Compassion Center
This section should describe the details of the proposed location and facility of the compassion 
center, including all proposed security measures. 

1. Location 
Include the following information regarding the proposed location for the compassion center 
and any other proposed location, if any, where marijuana will be securely cultivated, 
harvested, packaged, labeled, or otherwise prepared for distribution by the compassion 
center: 

a. If precise addresses are known
The proposed physical address or addresses;

Response G.1.a
The proposed physical address of Guided Steps Compassion Center where medical 
marijuana will be securely cultivated, harvested, packaged, labeled, or otherwise prepared for 
distribution is as follows:

73 Artisan Drive
Smyrna Business Park
Smyrna, DE 19977

Free parking is provided, with the number of parking spaces being more than sufficient for the 
expected demand; handicapped accessibility is ample including without limitation entrance 
ramps and bathroom facilities.  
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Directions to Guided Steps Compassion Center are as follows:

From the North
95 South toward Newark/Baltimore
Take the DE-7 S exit, EXIT 4A, toward DE-1 S/Christiana/Mall Road
Merge onto DE-1 S via the ramp on the left
Merge onto DE-1 S toward US-13 S/Dover/BEACHES (Portions toll)
Merge onto US-13 S via EXIT 119A toward DE-6/DE-300/Smyrna
Turn right onto E Glenwood Ave/DE-6/DE-300. 
Continue to follow DE-300
Turn left onto Artisan Drive (SMYRNA BUSINESS PARK)
73 ARTISAN DRIVE is on the right

From the South
US-113 North to DE-1 North
Take the US-13 exit, EXIT 114, toward DE-300/S Smyrna/DE-6
Merge onto S DuPont Blvd/US-13 N toward DE-300 W/Smyrna/SMYRNA BUSINESS 
PARK
Turn left onto E Glenwood Ave/DE-6/DE-300. 
Continue to follow DE-300
Turn left onto Artisan Drive (SMYRNA BUSINESS PARK)
73 ARTISAN DRIVE is on the right

b. Evidence of compliance with local zoning laws for each physical address; 
Response G.1.b
The Town of Smyrna zoning ordinance is in the process of being revised.  Please see letter 
from Town of Smyrna in Appendix L.
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c. Evidence of compliance that the sites are not located within 1,000 feet of a property line 
of a preexisting public or private school; and 

Response G.1.c
Guided Steps Compassion Center is not within 1,000 feet of a pre-existing public or private 
school in Town of Smyrna.
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d. Legally binding evidence of site control (e.g., deed, lease, option, etc.) sufficient to enable 
the applicant to have use and possession of the subject property for the intended 
purpose. 

Response G.1.d
Guided Steps Compassion Center will lease the property located at 73 Artisan Drive, Smyrna, 
Delaware, 19977 in Smyrna Business Park for a period of 2 years, with the option of a 3-year 
renewal. This property is currently leased to another business, which is seeking to terminate 
their lease early.  Upon being awarded the bid for RFP No. HSS 13 056, Guided Steps 
Compassion Center will be able to occupy the space with a 30-day notice.

Please see Appendix M – Letter of Intent from BCA Development, LLC.

e. If precise address(es) have not been determined 

Response G.1.e
The general location of Guided Steps Compassion Center has been determined as 73 Artisan 
Drive, Smyrna, Delaware, 19977, in the Smyrna Business Park.

f. identify the general location where it would be sited; 

Response G.1.f
The general location of Guided Steps Compassion Center has been determined as 73 Artisan 
Drive, Smyrna, Delaware, 19977, in the Smyrna Business Park.

g. any relevant information known about how site control will be obtained (e.g. purchased, 
leased, etc.); and 

Response G.1.g
Guided Steps Compassion Center facility at 73 Artisan Drive, Smyrna, Delaware in the 
Smyrna Business Park will be on leased for a 2-year period, with the option of a 3-year 
renewal.
Please see Appendix M for Letter of Intent from BCA Development, LLC.

h. When the precise location would be established. 

Response G.1.h
Upon being awarded the bid for RFP No. HSS 13 056, Guided Steps Compassion Center 
would be established at 73 Artisan Drive, Smyrna, Delaware, 19977 in the Smyrna Business 
Park in 30 days of notification (Approximate date to occupy the site: June 1, 2014). .
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2. Facility description and proposed security

a. Provide a description of enclosed locked facility that would be used in the cultivation of 
marijuana, including steps to ensure that the marijuana production, packaging, labeling, or 
distribution shall not be visible from the street or other public area. 

Response G.2.a
Guided Steps Compassion Center will contract with Assurance Media to implement the 
security plan as described below.

 
 

  
 

 

 

 
 

 

 

 

 

The security and safety level of Guided Steps Compassion Center is significantly and 
uniquely enhanced by the manner in which the Building is bounded and lit externally.  The 
Building sits in the middle of the Smyrna Business Park, with virtually no pedestrian traffic.  
The nearest road (Route 300) is 500 linear feet from the building.  
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Please see Appendices below for additional information pertaining to Guided Steps 
Compassion Center’s security details:

Appendix N – Guided Steps Compassion Center Floor Plan
Appendix O – Assurance Media Confidential Security Plan
Appendix K – SOP 102: Safety and Security

b. A proposed plan to implement proper and appropriate security and safety measures to deter 
and prevent the unauthorized entrance into areas containing marijuana and the theft of 
marijuana. The proposed plan should demonstrate compliance with the mandates in the 
Scope of Services of this RFP, the Act and the regulations. This should include the proposed 
alarm system, video surveillance, and inventory controls.

Response G.2.b
To deter theft of medical marijuana, Guided Steps Compassion Center intends to implement 
the following security measures:
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Please see Appendicies below for further details pertaining to Guided Steps 
Compassion Center’s safety and security procedures:

Appendix N – Guided Steps Compassion Center Floor Plan
Appendix O – Assurance Media Confidential Security Plan
Appendix K – SOP 102: Safety and Security

H. Bidder References
The names and phone numbers of at least three (3) organizations/agencies for whom the vendor 
carried out a similar project must be included. If no similar project has been conducted, others 
requiring comparable skills can be used.

Bidder shall list all contracts awarded to it or its predecessor firm(s) by the State of Delaware; 
during the last three years, by State Department, Division, Contact Person (with address/phone 
number), period of performance and amount. The Evaluation/Selection Review Committee will 
consider these additional references and may contact each of these sources. Information 
regarding bidder performance gathered from these sources may be included in the Committee’s 
deliberations and factored in the final scoring of the bid. Failure to list any contract as required by 
this paragraph may be grounds for immediate rejection of the bid.

Response H
Guided Steps Compassion Center has not carried out any projects similar to the Delaware 
Medical Marijuana Program.

I. Proposed Methodology and Work Plan

This section shall describe in detail the approach that will be taken to carry out the activities 
described in the Scope of Services section of this RFP. Specific completion dates for various 
tasks must be shown. The work plan shall outline specific objectives, activities and strategies, 
and resources.
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Response I
Guided Steps Compassion Center intends to utilize a project plan methodology in order to track 
specific objectives, activities, milestones, and resources.  Please see tentative timeline below:
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1. Products and Services Provided

This section shall contain a list of proposed products and services that will be offered by the 
compassion center to registered and impaneled patients should the proposal be selected and 
awarded the registration certificate.

This should contain details of the varieties of marijuana that will be offered and the quantities 
of each. It should also contain details of paraphernalia used to administer the drug that will be 
available to patients.
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Response I.1

Guided Steps Compassion Center intends to offer the following, but not limited to, products to 
patients and caregivers:  

Medical Cannabis Dried Flowers
Pure Medical Cannabis Balm
Bath Salts
Hemp Soap
Cannabis Lotion
Cannabis CBD Salve
CBD Oil (10ml)
Cannabis Tinctures
Pre-Rolled Medical Cannabis Joints
Smoking Pipes
Vaporizers
Grinders
Wrapping Papers/Blunts
Lighters
Storage Bags
Storage Boxes
Cleaning Products

Product information and pricing is as follows:

Medical Cannabis Strains 
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Specialty Products
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Services
As a not-for-profit organization, Guided Steps Compassion Center intends to offer the following,
but not limited to, programs and services to patients for free or very nominal fee:

o Educational Programs
o Becoming a Cannabis Patient
o Delaware Code Section 1121: Patient’s Rights
o Medical Cannabis Strains, Treatments, and Usage
o Pain Management

Guided Steps Compassion Center intends to “live stream” classes to registered patients 
who are disabled and/or bedridden and are unable to attend in person.  After reserving 
their place for the on-line class, patients will be required to enter their Registry ID Card 
Number in order for them to have access to the course.  Stringent security measures to 
validate patient information will be developed, tested, and in place before the on-line 
classes are rolled out. 

o Compassionate Courier Service
Patients able to administer their own mediation, not requiring a designated caregiver for 
assistance, and have no transportation to the facility to obtain their medication will have 
the option of calling in their order or ordering online for their mediation to be transported 
securely and safely to their residence.

Please see Appendix G – SOP 110: Compassionate Courier Service.

o Chiropractic Services
o Used to help manage relief of:

Back and Neck Conditions
Leg Pain (Sciatica)
Knee, Foot and Ankle Pain
Shoulder or Elbow Pain
Arm or Wrist Pain
Carpal Tunnel Syndrome
Migraine and Tension Headaches
High blood pressure
Sleep disorders
Repetitive Stress Disorders
Stress and Tension Disorders
Fibromyalgia
Bursitis
Arthritis
Chronic Injuries

o Also help with:
Improve Nervous System Function
Relieve Prenatal Discomfort
Increase Vitality and Improve Quality of Life
Provide Preventative Care
Improve Overall 
Health and Wellness for both children and adults

o Massage Therapy
o Benefits of massage therapy:

Ease medication dependence. 
Enhance immunity by stimulating lymph flow—the body's natural defense 
system. 
Exercise and stretch weak, tight, or atrophied muscles.
Improve the condition of the body's largest organ—the skin. 
Increase joint flexibility.
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Lessen depression and anxiety.
Promote tissue regeneration, reducing scar tissue and stretch marks.
Pump oxygen and nutrients into tissues and vital organs, improving 
circulation.
Reduce post-surgery adhesions and swelling.
Reduce spasms and cramping.
Relax and soften injured, tired, and overused muscles.
Release endorphins—amino acids that work as the body's natural 
painkiller. 
Relieve migraine pain.

o Acupuncture
o Acupuncture is one of the main forms of treatment in traditional Chinese medicine. 

It involves the use of sharp, thin needles that are inserted in the body at very 
specific points. This process is believed to adjust and alter the body's energy flow 
into healthier patterns, and is used to treat a wide variety of illnesses and health 
conditions.

o Reflexology
o Reflexology is a therapeutic method of relieving pain by stimulating predefined 

pressure points on the feet and hands. This controlled pressure alleviates the 
source of the discomfort. In the absence of any particular malady or abnormality, 
reflexology may be as effective for promoting good health and for preventing 
illness as it may be for relieving symptoms of stress, injury, and illness.

o Reflexologists work from maps of predefined pressure points that are located on 
the hands and feet. These pressure points are reputed to connect directly through 
the nervous system and affect the bodily organs and glands. The reflexologist 
manipulates the pressure points according to specific techniques of reflexology 
therapy. By means of this touching therapy, any part of the body that is the source 
of pain, illness, or potential debility can be strengthened through the application of 
pressure at the respective foot or hand location.

o Reiki
o Reiki is a form of therapy that uses simple hands-on, no-touch, and visualization 

techniques, with the goal of improving the flow of life energy in a person. Reiki 
(pronounced ray-key) means "universal life energy" in Japanese, and Reiki 
practitioners are trained to detect and alleviate problems of energy flow on the 
physical, emotional, and spiritual level. Reiki touch therapy is used in much the 
same way to achieve similar effects that traditional massage therapy is used—to 
relieve stress and pain, and to improve the symptoms of various health conditions.

o Some of the Reiki healing health benefits:
Creates deep relaxation and aids the body to release stress and tension, 
Accelerates the body’s self-healing abilities, 
Aids better sleep, 
Reduces blood pressure 
Can help with acute (injuries) and chronic problems (asthma, eczema, 
headaches, etc.) and aides the breaking of addictions, 
Helps relieve pain,
Removes energy blockages, adjusts the energy flow of the endocrine 
system bringing the body into balance and harmony, 
Assists the body in cleaning itself from toxins, 
Reduces some of the side effects of drugs and helps the body to recover 
from drug therapy after surgery and chemotherapy, 
Supports the immune system, 
Increases vitality and postpones the aging process, 
Raises the vibrational frequency of the body, 
Helps spiritual growth and emotional clearing
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o Jin Shin Jyutsu
o A Japanese form of acupressure based on gentle touching and cradling of the 

body rather than massage; the practitioner identifies zones of compromised flow 
of energy chi (life force) by pulse diagnosis and then attempts to harmonize the 
body, mind and spirit, simultaneously touching a combination of 2 of 26 “safety 
energy locks” located along the body’s energy pathways so as to redirect the 
patient’s intrinsic life forces to unblock the flow of energy.

o Experts estimate that upwards of ninety percent of disease is stress-related. And 
perhaps nothing ages us faster, internally and externally, than high stress. Jin 
Shin Jyutsu is an effective tool for managing this stress, which translates into:

Decreased anxiety,
Enhanced sleep quality,
Greater energy,
Improved concentration,
Increased circulation,
Reduced fatigue.

o Jin Shin Jyutsu can also help specifically address a number of health issues, 
such as:

Alleviate low-back pain and improve range of motion,
Enhance immunity by stimulating lymph flow—the body's natural defense 
system,
Help cancer patients with symptoms from chemotherapy,
Improve the condition of the body's largest organ—the skin, 
Increase joint flexibility,
Lessen depression and anxiety,
Promote regeneration,
Improving circulation and breathing,
Reduce post-surgery adhesions and swelling,
Reduce spasms and cramping,
Relax and soften tired, overused muscles,
Relieve migraine pain.

o Health Coach Counseling
o A Health Coach will guide and mentor patients, empowering them to take 

responsibility for their own health, and support them to implement and sustain 
lifestyle and behavior changes that will contribute to the achievement of their 
personal wellness goals.

o Some common areas a Health Coach will help a patient to focus include:
Stress management
Weight management
Food cravings
Digestion
Sleep
Energy

o A Health Coach does not diagnose, treat, or take the place of any medical 
practitioner; rather serves as the missing link (the patient guide) that helps 
develop strategies to enact real, lasting lifestyle changes that address not only the 
diagnostic label (i.e. pre-diabetic), but also serves to enhance the patient’s overall 
wellness.
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Compassionate Care Discounts 
Guided Steps will be committed to providing quality medical marijuana at low to no cost to 
patients for whom paying full price would constitute an actual and substantial economic 
hardship. Our policy will be liberally applied, and will continue to evolve and/or be modified 
based on law, research sensitivity with respect to potential diversion and/or concerns, 
qualifying debilitating medical conditions, patient feedback, etc. 

Guided Steps Compassion Center intends to offer the following discounts: 

a. State, Federal, and Military Disability Patients 
i. 25% discount twice per month 

b. Cancer and AIDS Compassionate Care and Access Program 
i. 25% discount twice per month 

c. Terminal patients w ith less than 6 months to live 
i. Free medicine to patients within legal dispensing guidelines and terms 

recommendation 

d. Sliding Scale/Free Medicine Services 
i. Seriously ill patients who cannot afford medical cannabis 

e. Compassionate Care Jar Program 
i. Patients with small amounts of money 

• Guided Steps will seek, on an individual basis, to match the 
patient's contribution so that the patient can purchase needed 
medical cannabis; and 

ii. No one in need is turned away 
• Guided Steps will seek, on an individual basis, to provide free 

medicine at the time of the patient's v isit (within the legal 
dispensing guidelines and terms of recommendation) until he or 
she is able to purchase it in the future. 

f. General Discounts 
i. 20% Senior Citizen discount (patients 65 years of age or older); and 
ii. Member patients who cannot afford medication (based on total income 

below 200% of the Federal Poverty Level Guidelines). 

g. Bonus Points Rewards Program 
i. Patients and caregivers will earn 1 point for every dollar donated for 

medical cannabis or paraphernalia. 
ii. As points are earned, the patient or caregiver will receive a designated 

item for free as described below : 

Guided Steps Bonus Point Reward Point System 
Number of Points Reward 

200 Free small glass smoking pipe or grinder of patient's choice 
500 Free small vaporizer system 

1,000 Free 1/8 oz. medical cannabis (Guided Steps choice) 
2,500 Free Y.. oz. medical cannabis (Guided Steps choice) 
5,000 Free % oz. medical cannabis of patient's choice 

iii. Once the maximum number of points is reached, the Point System will 
be reset to 0, and count starts over. 

44 
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2. Packaging

This section shall contain an example of the design and security features of the containers 
proposed for use both in the retail store as well as the packaging for dispensed marijuana. 
This section should demonstrate compliance with the requirements for Medical Marijuana 
packaging as contained in the Act, the Regulations, and this RFP.

Response I.2
Guided Steps Compassion Center intends to use pharmaceutical grade bottles and jars with 
child-resistant closures (please see example in Response 3.a).

Bottles and jars will be labeled as follows to demonstrate the medical marijuana is for 
medical use only; not for resale; the safety warning to keep medicine out of reach of 
children; and there are no chemical additives in the medicine (please see example in 
Response 3.a).

3. Operations

This section shall contain a draft Operations Manual demonstrating compliance with the 
Scope of Services in this RFP, the Act, and the Regulations. Should the proposal be 
selected, the Operations Manual shall be finalized, implemented, and maintained on the 
premises. It shall also be supplied to the Department for review.

Response I.3

The draft Guided Steps Compassion Center Operations Manual, which demonstrates 
compliance with Section 7.3 of 4470 State of Delaware Medical Marijuana Code, is attached 
hereto as Appendix E.

Below are the Standard Operating Procedures (SOPs) and applicable forms Guided Steps 
Compassion Center intends to utilize.  Please see Appendix T for further information. 

SOP 100: Standard Operating Procedures (SOPs) (Pages 257-263)
SOP 101: Employee Training and Development (Pages 264-268)

o SOP Acknowledgement Form (Page269)
o Training Record (Page 270)

SOP 102: Safety & Security (Please see Appendix K)
o Incident Report
o Incident Report Form
o Visitor Log
o Office Key Assignment Log
o Access Badge Assignment Log
o Facility Inspection Log
o Robbery Response Kit

SOP 103: Visitors (Pages 271-275)
o Visitor Log (Page 276)
o Incident Report (Page 277)

SOP 104: Audits (Pages 278-283)
o Internal Audit Checklist (Page 284-287)
o Audit Outcome Report (Page 288)
o Internal Audit Log (Page 289)

SOP 105: Incident Reporting (Pages 290-294)
o Incident Report (Page 295)
o Incident Report Log (Page 296)

SOP 106: CAPA (Pages 297-302)
o CAPA Report (Page 303)
o CAPA Report Log (Page 304)

SOP 107: Archiving (Pages 305-309)



                                                                                 Request for Proposal No. HSS 13 056

46

o Archive Status Log (Page 310)
SOP 108: Growing, Cultivating & Disposal (Please see Appendix H)

o Staff Log
o Daily Grow Room Checklist

SOP 109: Inventory Management (Pages 311-317)
SOP 110: Medical Cannabis Quality Assurance Testing (Please see Appendix J)
SOP 111: Compassionate Courier Service (Please see Appendix G)

o Incident Report
o Transportation Manifest

SOP 112: Business Continuity/Disaster Recovery Plan (Pages 318-326)

Please note these SOPs and forms will be updated once Guided Steps Compassion 
Center is operational and the procedures are further defined.

Guided Steps Compassion Center intends to utilize MJ Freeway software and hardware 
systems for the following:

Patient/Caregiver Database Management
Inventory Management
Grow Tracker
Bar Coding
Labeling
Point-of-Sale Services

Please see Appendix P for further details regarding MJ Freeway services.

4.  Testing Plan
As indicated in the Scope of Services.

The compassion center shall have a detailed procedure regarding the testing of marijuana 
produced for medical use to confirm it is free of contaminants and to determine the 
potency of all active ingredients or cannabinoids. The procedure shall contain a 
description of how the marijuana will be tested, including:

a. Whether the testing will be conducted in house or through a contracted facility;
b. How the marijuana will be transported securely in connection with such testing;
c. What tests will be conducted, including what testing procedures are used to perform 

the tests;
d. How the results are tracked and how samples are disposed; and
e. The selection process and number of samples tested.

Response I.4
Guided Steps Compassion Center intends to utilize Steep Hill Halent Laboratories for 
medical cannabis testing and analysis (please see details provided in Response 3.b).
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5. Growing Strategy
As indicated in the Scope of Services.

Response I.5
Guided Steps Compassion Center intends to use a hydroponic grow strategy for the following 
reasons:

1. Hydroponic systems eliminate insects or pesticides that live in soil that can kill or 
destroy plant growth.

2. Hydroponic systems allow for greater control over the PH stability and monitoring of 
the plant. Nutrients can easily be added to the water depending on the plants needs 
and then is feed directly to the plants roots.

3. Growth rates can nearly double when medical marijuana is grown hydroponically.

Guided Steps Compassion Center intends to follow the growth life cycle described below:

 

 

Once the growth cycle is established, Guided Steps Compassion Center will develop and 
implement a stringent rotation to ensure there is always enough inventory of medical 
marijuana to meet the demands of our patients, as well as remain in compliance with 
Sections 7.2.6.1 and 7.2.6.2 of the State of Delaware Medical Marijuana Code. Once 
defined, the procedure will be documented in a Standard Operating Procedure (SOP) 
and applicable staff will be trained to ensure compliance.

Please see Appendix below for further information:
Appendix H – SOP 108: Growing, Cultivation & Disposal

6. Outreach Plans
The compassion center shall have a plan for educating the registered patients and registered 
caregivers impaneled to the compassion center about the medical use of marijuana. The plan 
should include a description of how the information will be dispersed to the patients. This plan 
should include, but is not limited to, the following:

a. Providing each new registered patient who visits the compassion center with written 
Frequently Asked Questions, designed by the Department, that explains the 
limitations on the right to use medical marijuana under the law;

b. Knowledge of state and federal laws related to marijuana use, including the laws 
related to transportation of the drug across state lines (e.g. taking it on vacation, etc.);

c. Education on ingesting options of usable marijuana that are available from the 
compassion center, as well as availability of required paraphernalia needed to make 
use of those options;

29 Del.C. Ch. 100 Freedom of Information Act
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d. Education on safe smoking techniques available to patients, and paraphernalia 
required to make use of those techniques; and

Education on the potential side effects of using medical marijuana.

Response I.6
Guided Steps Compassion Center intends to provide the following educational training and 
material to registered patients and caregivers in the form of a Welcome Packet during the 
Intake Process:

1. Welcome Letter 
2. Copy of signed Patient/Caregiver Code of Conduct Agreement
3. Guided Steps Compassion Center Member Discounts and Services 
4. List of Frequently Asked Questions (designed by State of Delaware DHSS)
5. Federal Government Marijuana Enforcement Policy
6. Guided Steps Compassion Center Medical Cannabis/Treatment List 
7. The Human Endocannabinoid System 
8. Know Your Medicine – Ailments and Corresponding Cannabis
9. Ways to Consume Medical Marijuana
10. Traveling with Medical Marijuana

Please see Appendix Q – Sample Welcome Packet.

Guided Steps Compassion Center intends to offer the following, but not limited to, Outreach 
Services to patients and caregivers free of charge:

Medical Marijuana 101 for all new patients of Guided Steps Compassion Center. 
This program will educate new patients on the different medical marijuana strains, 
associated treatments, potential side effects, different methods of usage and 
associated paraphernalia, and the human Endocannabinoid system.

Senior Support Program specifically for seniors who are new to medical cannabis 
and have family who are not supportive of it.  The goal will be for a support 
counselor, as well as other seniors, to share experiences and stories etc. in an effort 
to encourage positive thoughts and energy for the mind, body, and spirit (conducted 
by experienced and licensed counselor).

Patient Group Support Program for patients who do not have the support of their 
family for the use of medical cannabis.  The goal will be for a support counselor, as 
well as other patients, to share experiences and stories etc. in an effort to encourage 
positive thoughts and energy for the mind, body, and spirit.

Patient Substance Abuse Support Program for patients who feel comfortable to 
discuss and face their addictions. The goal for this program will be to discuss ways 
the use of medical cannabis, positive surroundings, and positive thinking can help 
one overcome addictions (conducted by experienced and licensed counselor).

Additional Outreach Services will be added based on patient/caregiver feedback and as new 
medical marijuana research or information becomes available. 
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7. Required Training
This section should outline the proposed training curriculum for the agents of the compassion 
center, as well as the proposed outreach education for the patients and caregivers.

Response I.7
Guided Steps Compassion Center agents and volunteers will receive, but not limited to, the 
following training topics:

a. Chapter 49A – The Delaware Medical Marijuana Act
b. 4470 State of Delaware Medical Marijuana Code
c. Delaware Code – Section 1121: Patient’s Rights
d. Confidentiality, Privacy, and HIPPA
e. Ethics in Healthcare
f. HIPPA and Breach Notification
g. HIPPA Electronic Security
h. Medical Marijuana Strains, Treatments, and Usage
i. Guided Steps Compassion Center’s

i. Operations Manual (Please see Appendix E)
ii. Standard Operating Procedures (SOPs and applicable forms) (as indicated in 

Response I.3, Pages 45-46)

8. Pricing and Payment
This section should include proposed pricing schedules for the retail medical marijuana 
products and paraphernalia as well as for patient and caregiver education and outreach 
services. It should include related information, such as a sliding scale, that may be used to 
provide access to affordable medical marijuana by impaneled patients enrolled in Medicaid or 
receiving Supplemental Security Income or Social Security Disability Insurance.

This section should also include a financial policy plans including payment schedules that 
may be offered to patients, examples of receipt-of-payment forms, and a list of the forms of 
payment the compassion center will accept (cash, checks, credit/debit).

Response I.8
Guided Steps Compassion Center intends to offer the following donation schedule for 
registered patients and caregivers:

Please see Section I.1 for pricing of medical marijuana and paraphernalia.

Guided Steps Compassion Center will accept cash and debit card donations from patients 
and caregivers.  

Guided Steps Compassion Center intends to offer a Sliding Donation Scale for patients or 
caregivers who are unable to afford donations due to low income, enrolled in Medicaid or 
receiving Supplemental Security Income or Social Security Disability Insurance.  This Sliding 
Donation Scale will be based on the Federal Department of Health and Human Services 
2014 Annual Update of the HHS Poverty Guidelines (Federal Register, Vol. 79, No. 14, 
Wednesday, January 22, 2014, Notices, Pages 3593 and 3594). (Please see Appendix R 
for information regarding the Guided Steps Compassion Center Sliding Donation Scale 
program.)

Guided Steps Compassion Center intends to offer the following, but not limited to, Outreach 
Services to patients and caregivers free of charge:

Medical Marijuana 101 for all new patients of Guided Steps Compassion Center. 
This program will educate new patients on the different medical marijuana strains, 
associated treatments, potential side effects, different methods of usage and 
associated paraphernalia, and the human Endocannabinoid system.
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Senior Support Program specifically for seniors who are new to medical cannabis 
and have family who are not supportive of it.  The goal will be for a support 
counselor, as well as other seniors, to share experiences and stories etc. in an effort 
to encourage positive thoughts and energy for the mind, body, and spirit (conducted 
by experienced and licensed counselor).

Patient Group Support Program for patients who do not have the support of their 
family for the use of medical cannabis.  The goal will be for a support counselor, as 
well as other patients, to share experiences and stories etc. in an effort to encourage 
positive thoughts and energy for the mind, body, and spirit. 

Patient Substance Abuse Support Program for patients who feel comfortable to 
discuss and face their addictions. The goal for this program will be to discuss ways 
the use of medical cannabis, positive surroundings, and positive thinking can help 
one overcome addictions (conducted by experienced and licensed counselor).

Additional Outreach Services will be added based on patient/caregiver feedback and as new 
medical marijuana research or information becomes available. 

9. Record Retention Information
This section should contain information about the secure storage of records and the amount 
of time required to produce a file if requested by the Department. It should provide a 
description of the location and security of on-site storage of records, both electronic and 
paper. This is also the section where an address and company name should be provided for 
where the offsite retention of records will take place.

Response I.9
Guided Steps Compassion Center will utilize Iron Mountain for secure off-site record retention 
and shredding services.  

Iron Mountain (Headquarters)
1 Federal Street
Boston, MA 02110
(800)935-6966
www.ironmountain.com

Secure record storage steps will occur as follows:
1. Schedule pick-up via phone or online.
2. Pack material to be archived in Iron Mountain boxes and label accordingly.
3. Iron Mountain will pick-up boxes and transport to their secured facility.
4. If records need to be retrieved, submit request via secured online system.
5. Records will be delivered within 1 business day.

Guided Steps Compassion Center will also have confidential shredding services through Iron 
Mountain.  Secured shred bins will be placed within designated areas where all confidential 
(patient and/or company) material will be placed for shredding.  Iron Mountain will come to 
the compassion center at scheduled times to pick-up full bins and leave empty bins in their 
place.

Please see Appendix S for further information regarding Iron Mountain services.



                                                                                 Request for Proposal No. HSS 13 056

51

10. Form Samples

This section should include samples of proposed forms to be used in the operation of the 
compassion center. For example, a compassion center may want to have liability forms or 
patient consent forms for the purpose of agreement to hold harmless the compassion center 
or organization in the smoking of a product known to be a carcinogen. The organization may 
want to have employees sign an awareness of confidentiality and voluntary nature of services 
statement. Or the compassion center may have a form or list of acceptable items of proof for 
a patient requesting a sliding scale price for services rendered or product sold.

Response I.10
Guided Steps Compassion Center intends to utilize the following, but not limited to, forms in 
operating the compassion center:

1. Patient/Caregiver Registration Form (Page 327)
2. Indemnification and Hold Harmless Clause (Page 328)
3. Patient/Caregiver Code of Conduct (Page 329)
4. Acknowledgement of Confidentiality of Patient/Caregiver Information (Page 330)
5. Welcome Packet (Please see Appendix Q)
6. Sliding Donation Scale Form and Guidelines (Please see Appendix R)
7. SOP Forms (Please see Response I.3, Pages 45-46)
8. Volunteer Application and Agreement Form (Pages 331-322)

Please see Appendix U for forms listed above, unless noted otherwise.

Guided Steps Compassion Center will update the Operations Manual, Standard Operating 
Procedures (SOPs), and related forms once the Compassion Center is established and 
procedures are further defined.  

J. Certification and Statement
The bidder must include statements that the applicant agency complies with all Federal and 
Delaware laws and regulations pertaining to equal opportunity and affirmative action. In addition, 
compliance must be assured in regard to Federal and Delaware laws and regulations relating to 
confidentiality and individual and family privacy in health care delivery and in the collection and 
reporting of data. (See Appendices D & E)

Response J

Please see the following Appendices for signed forms:
Appendix V – Certification Sheet
Appendix W – Statements of Compliance Form

K. Budget
A list of financial obligations and fiscal operating principles that will be required of the selected 
vendor is included in the Scope of Services section of this RFP. In addition to demonstrating 
availability of sufficient capital to establish and maintain the compassion center, the proposal 
should also include a financial business plan that incorporates the listed obligations and 
principles. Sources of funding shall be identified as described in the records section of this RFP.

Suggested formats for a line item budget are included in Appendices A & B of this RFP. Details of 
specific equipment required should be included in the budget worksheet, including price of 
purchase or lease and how it will be used. Applicants shall also describe any factors that may 
have an impact on the projected budget.

A proposed plan for providing medical grade marijuana to registered, qualifying patients enrolled 
in Medicaid or receiving Supplemental Security Income or Social Security Disability Insurance 
should be placed in this section as well
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Response K
Through extensive research and analysis, Guided Steps Compassion Center has determined the 
initial start-up funds required, defined below, to be 

Guided Steps Compassion Center has been approved and secured funds through the 
Paramount Group in the amount of to cover the initial start-up costs. 

Please see Appendix X – Paramount Group Commitment Letter.

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act
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Guided Steps Compassion Center intends to implement the budget structure outlined below.

Guided Steps Compassion Center income projection is based on patients purchasing total 
allowable amount of medical marijuana per month, which is 6 ounces.  With Guided Steps’ 
various strains and pricing, the cost per ounce averages out to $332.81.  However, to establish a 
base income level, the cost was rounded down to $300/per ounce.

As the total number of registered patients is unknown at this time, three different Profit & Loss 
scenarios were compiled.  

Scenario 1

*Revenue does not include income from paraphernalia sales or fundraising campaigns.

*1st year limitations:
6 months only (Jul-Dec)
0 revenue generated during 3 month grow time
3 months (Oct/Nov) to generate revenue

29 Del.C. Ch. 100 Freedom of Information Act
29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act



                                                                                 Request for Proposal No. HSS 13 056

54

Scenario 2

29 Del.C. Ch. 100 Freedom of Information Act
29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act
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Scenario 3

Please see Appendix Y – Guided Steps Compassion Center Business Plan financial 
section for further budget structur details.

Please see Appendix R for details regarding Guided Steps Compassion Center Sliding 
Donation Scale.

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act

29 Del.C. Ch. 100 Freedom of Information Act
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Appendix A – Articles of Incorporation
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Appendix B – Proposed Operating By-Laws

BY-LAWS OF GUIDED STEPS COMPASSION CENTER LLC,
A DELAWARE NON-PROFIT CORPORATION

ARTICLE I

NAME
The name of the institution shall be GUIDED STEPS COMPASSION CENTER LLC, a Delaware non-
profit corporation, hereinafter referred to as the "Corporation".

ARTICLE II

MISSION:

Section 1

Guided Steps Compassion Center, pursuant to Delaware Public Law Title 16, Chapter 49A, July 1, 2011 
et seq. will cultivate and distribute medical cannabis to licensed patients within the guidelines of the law et 
seq. and provide educational, information, and support services to said patients, caregivers and 
supporters suffering from debilitating medical conditions where medical cannabis use will be a beneficial 
alternative to traditional therapies.

Section 2

To implement the above mission, the Corporation shall have the power to purchase, lease and otherwise 
acquire, maintain, control, operate, sell and otherwise alienate or dispose of any real or personal property 
for any use in connection with or in furtherance of the above-stated purpose(s) and to borrow money and 
from time to time make, accept, endorse and issue bonds, promissory notes, bills of exchange and other 
obligations for monies borrowed, and to secure the payment of any such obligation by mortgage, pledge, 
deed, indenture agreement or other instrument of trust or by other lien upon assignment of, or agreement 
in regard to, all or any part of the property rights or privileges of the Corporation wherever situated, and 
any other power consistent herewith or for any other lawful purpose.

ARTICLE III MEMBERS

Section 1

Guided Steps Compassion Center, shall operate under State of Delaware Title 16 Chapter 49A The 
Delaware Medical Marijuana Act § 4919A, as a not-for-profit basis.

ARTICLE IV BOARD OF DIRECTORS

Section 1

Number of Directors
The Board of Directors shall initially consist of three (3) directors. However, the number of directors may 
change, but, at no time, shall the number consist of no more than five (5) nor less than three (3) Directors, 
as fixed from time to time by the Board of Directors.
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Section 2

Election and Term of Directors
Except in the case of Directors serving ex officio or elected to fill a vacancy, each Director shall be 
elected at the Annual Directors' Meeting or a Special Meeting held in lieu therefore for a term of two (2)
years, or until his or her successor is elected and qualified. Vacancies in existing terms may be filled by a 
majority vote of the Directors at any Directors Meeting. A Director may be removed from office with or 
without cause by a majority vote of the Directors at any meeting.
Section 3

Duties of the Board of Directors
The duties of the Board of Directors shall be to oversee the work and finances of the Corporation; to 
ensure that the work and the finances of the Corporation are conducted in accordance with the Articles of 
Incorporation of the Corporation and with these By-Laws; to appoint the Officers of the Corporation; to 
examine and approve the Treasurer's accounts; and to generally guide and direct the work of the 
Corporation in the fields of operating as a Compassion Center as presently defined under the State of 
Delaware (the “DGCL”) (8 Del. C. § 101, et seq.)

Section 4

Powers of Directors
The Board of Directors shall have and exercise all the powers, rights, privileges and be subject to all the 
duties conferred or imposed upon the Incorporators and their associates and successors or upon the 
Corporation, by law, the Articles of Incorporation as may be amended from time to time, or by these By
Laws.

ARTICLE V 

MEETINGS OF DIRECTORS

Section 1

Annual Meeting
The Annual Meeting of the Board of Directors shall be held on the 1st Day of July at 12 Noon, at Guided 
Steps Compassion Center office, or at some other hour and place as shall be designated by the 
President and state in the notice of the Meeting. In the event of failure to hold said Annual Meeting at any 
time or for any cause, and all business which might have been transacted at such Annual Meeting may 
be transacted at the next succeeding Regular or Special Meeting.

Section 2

Regular Meetings
Regular Meetings of the Board of Directors shall be held on the 15th day each month, of each year, or at 
such other times as may be fixed by the Board of Directors.

Section 3

Special Meetings
Special Meetings of the Board of Directors may be called by any Officer at any time, and shall be called 
by the Secretary upon request of any two Directors.
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Section 4

Notice of Meetings
The Secretary shall send a notice of each meeting to each Director, but if the Secretary shall be absent, 
declines, or is unable to act, any other Officers of the Corporation may send such notice. The Officer 
giving such notice shall give at least five (5) days' notice if by mail, or two (2) days' notice of by fax, 
telephone or electronic mail, of the time and place of such meeting, to be addressed to each Director at 
his or her address appearing on the records of the Corporation.

Notice of any meeting may be waived in writing by any Director, and will be waived by his or her 
attendance at such meeting, except when a Director attends a meeting for the express purpose of 
objecting to the transaction of any business because the meeting is not lawfully called or convened and 
so indicates at that meeting; except as otherwise provided by this By-Laws, notice of an Annual or 
Regular Meeting need not specify the business to be transacted. Notice of a Special Meeting shall state 
the general nature of the business to be transacted.

Section 5

Quorum
Two-thirds (2/3rds) of the Directors of the Board of Directors shall constitute a quorum for the transaction 
of all business, but less than a quorum may adjourn a meeting from time to time.

Section 6

Action at Meeting
At any Meeting of Board of Directors at which a quorum is present, the vote of a majority of the Directors 
present, unless a different vote is specified by law, by the Articles of Incorporation, or by these By-Laws, 
shall be the act of the Board of Directors.

Section 7

Action Without Meeting
Any action required or permitted to be taken at a meeting of the Board of Directors may be taken without 
a meeting if consent in writing setting forth the action to taken is signed by all of the Directors. Such 
consent shall have the same force and effect as a unanimous vote of the Board of Directors.

ARTICLE VI 

OFFICERS

Section 1

Enumeration – Term of Office and Manner of Election
The Officers of the Corporation shall consist of a President, Treasurer and Secretary, all of whom shall be 
Directors of the Corporation, and such other officers including Vice Presidents, Assistant Treasurers, 
Assistant Secretaries, as the Board of Directors in its discretion may appoint from time to time.

The officers shall be elected annually by the Board of Directors at the Annual Meeting or a Special 
Meeting held in lieu thereof and shall hold office until the succeeding Annual Meeting and their 
successors are elected. Any vacancy may be filled by the Board of Directors at any meeting.  Any two or 
more offices, except President and Secretary, may be held by the same person.

President
The President shall preside at all meetings of the Board of Directors.
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Vice-President
The Vice-President shall act in the President's absence and shall chair all subcommittees established by 
the Board.

Treasurer
The Treasurer shall oversee custody of all funds and securities belonging to the Corporation, to endorse 
for collection on behalf of the Corporation all checks, notes and other obligations for the payment of 
money, and shall deposit all such monies, funds, checks, notes and other obligations to the credit of the 
corporation in such banks or trust companies as the Treasurer may from time to time select. 
The Treasurer shall cause a regular set of books to be kept showing the accounts of the Corporation and 
all monies that may pass through the Treasurer's hands and shall, when requested by the Board of 
Directors, make a report to them at any Annual, Regular or Special Meeting with respect to any monies 
received by the Treasurer and such other matters pertaining to the accounts of the Corporation as the 
Board of Directors may require.

Secretary 
The Secretary shall keep a record of the proceedings of all meetings of the Board of Directors, and shall 
give notice of all meetings of the Board of Directors.

General Powers
Each Officer shall have, subject to the Articles of Incorporation and these By-Laws, in addition to the 
powers and duties herein set forth, such powers and duties as are commonly incident to such office, and 
such duties and powers as the Board of Directors shall from time to time designate.

Removal
Any Officer may be removed by the Board of Directors whenever in its judgment; the best interest of the 
Corporation would be served thereby.

ARTICLE VII 

PROHIBITED ACTITIVES

Section 1

No Commercial Endeavors.
The name of the Corporation or the names of any directors, officers, or recipients of grants there from in 
such status, shall not be used in any connection with any commercial endeavor or with any partisan 
interest or for any purpose not appropriately related to the promotion of the objects of the Corporation .

Section 2

Commitments on Behalf of the Corporation
The Corporation may cooperate with other organizations, foundations and agencies concerned with the 
education of individuals or other groups about the alternative therapeutic effects of medical cannabis, 
cultivation and distribution of medical cannabis, whether licensed in Delaware, in another state within the 
United States of America or in another country or any other legal purpose of the Corporation, as it may be 
amended from time to time, so long as it does not interfere with the Corporation's primary purpose, but 
the persons representing the Corporation in such matters shall make no commitments that bind the 
Corporation without prior approval or and authorization by its Board of Directors.

Section 3

Tax-Exempt Activities
No director, employee, agent, representative, or recipient of any grant from the Corporation shall take any 
action or carry on an activity by, or on the behalf of, the Corporation not permitted to be taken or carried 
on by organizations exempt from Federal Income Tax under Section 5O1(c)(3) of the United States 
Internal Revenue Code and the regulations now existing or as they hereafter be amended, or which are 
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not permitted to be taken by an organization to which contributions are deductible pursuant to Section 
170(c)(2) of said Code.

Section 4

Earnings and Assets
No director, officer, employee or person connected with the Corporation or any other individual shall at 
any time receive any of the income of the Corporation other than reasonable and bona fide expenses 
incurred on behalf of the Corporation, as approved by the Board of Directors.

Section 5

Non-Discriminatory Policy
The Corporation shall not in any respect discriminate in any manner by virtue of gender, race, creed, 
religious beliefs, sexual orientation, citizenship or place or country of origin.

ARTICLE VIII

EXECUTION OF PAPERS

Section 1

Documents Requiring Corporate Seal
Deeds and leases, promissory notes, mortgages, contracts and all instruments with a monetary value of 
more than Five Thousand Dollars ($5,000.00) or that shall not be able to be completed within three (3) 
months, shall require the seal of the Corporation shall be executed by the President and Vice President of 
Finance and Operations.

Section 2

Drafts and Checks
Unless the Board of Directors otherwise directs, all negotiable drafts and checks shall require a signature 
from the President AND Vice President of Finance and Operations.

ARTICLES IX

MISCELLANEOUS

Section 1

Corporate Seal
The corporate seal shall be circular in form and shall bear the bears "Guided Steps Compassion and 
Wellness Center, LLC" and "Incorporated Delaware 2013".

Section 2

Fiscal year 
Except as from time to time otherwise determined by the Board of Directors, the fiscal year of the 
Corporation shall end on December 31.



                                                                                 Request for Proposal No. HSS 13 056

65

ARTICLE X

INDEMNIFICATION

Section 1

Any director, officer, member or employee of the Corporation who is a party to any threatened, pending or 
completed action, suit or proceeding by virtue of his or her capacity as a director, officer, member or 
employee of the Corporation, shall be indemnified for his or her expenses incurred in relation to  such 
proceeding to the extent permitted under Delaware law, except that he or she shall not be entitled in any 
action in relation to which the director, officer, member or employee convicted of a crime, or in which his 
or her conduct is determined to constitute civil fraud against the Corporation, or in which he or she is 
adjudged to be liable on the basis that personal benefit was improperly received by him or her.

ARTICLE XI 

AMENDMENT

Section 1

These By-Laws may be amended or repealed at any Annual, Regular or Special Meeting of the Board of 
Directors at which a quorum is present by vote of a majority of the Directors present, provided the 
proposed changes or a written statement thereof shall have been given in the notice of the meeting. 
These By-Laws may also be amended by unanimous consent in writing of all of the directors.

<Remainder of this page intentionally left blank>
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Appendix C – Proposed Non-Profit Operating Agreement

Non-Profit Operating Agreement for 
Guided Steps Compassion and Wellness Center, LLC

This is a Limited Liability Company Operating Agreement (the “Agreement”) made on 
_______________________________, 2014.  

The Members in this Agreement are as follows:
1. Fabian B. Livingston
2. Ramane O. Jones

The Members to this Agreement agree to the following:

Name:

This Limited Liability Company will be known as Guided Steps Compassion and Wellness Center (the 
“LLC” or “Company”).

The LLC:

a) The Members have formed a Limited Liability Company.

b) The terms and conditions of their LLC will be outlined in this Agreement.

c) If the Agreement is executed, the LLC Operating Agreement will be in effect on July 1, 2014.

d) The LLC will only be terminated as outlined in this Agreement.

e) The LLC’s primary place of business will be 73 Artisan Drive, Smyrna, Delaware, 19977. 
f)
g) The LLC will be governed under the laws of the state of Delaware.

h) The LLC’s primary purpose is a medical marijuana compassion and wellness center.

Registered Office and Agent:

The Company’s Managers may, in accordance with the voting authority established above, change the 
principal office, registered office, or registered agent of the Company, or establish additional agents, 
offices, or places of business of the Company from time to time.

Contributions:

The Members will make an initial contribution to the LLC as follows:

Contributions will be submitted no later than July 1, 2014.  All capital contributions are final unless all 
Members give written consent of withdrawal.  All contributions will be deposited into a joint capital 
account.

Interest:

The Members’ ownership interest in the LLC will be as follows:

Costs:

The Company shall reimburse the Managers or Members for all direct out-of-pocket expenses incurred by 
them in managing the Company.
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Profits & Losses:

a) As the Company is a not-for-profit organization, Members will not share the net profits and losses 
of the LLC.

Members and Managers:

a) The liability of the Members is limited according to the Limited Liability statutes of the Company.

b) No Member shall be an agent of any other Member by reason of being a Member of the 
Company.

c) All Members of the LLC, by majority vote of Member interest, will maintain 1 Manager(s) to be re-
elected annually.  All Members will vote in each election.

d) Members that are not elected as Managers shall not have any control or vote in the operation of 
the Company’s affairs and shall have not power to bind the Company.

e) The Managers’ voting authority will be defined by the following unless otherwise stated in the 
Agreement: All decisions for contract or otherwise will be made based on a majority vote by 
percent of ownership. Each Manager will have the authority based on their percent ownership 
outlined above in the Agreement.

Proxies:

At all meetings of Members, a Member may vote in person or by proxy executed in writing by the Member 
or by his or her duly authorized attorney-in-fact. Such proxy shall be filed with the Managers of the 
Company before or at the time of the meeting. No proxy shall be valid after eleven (11) months from the 
date of its execution, unless otherwise provided in the proxy.

Filing of Notices:

The Managers of the Company shall be responsible for preparation, maintenance, filing, and 
dissemination of all necessary returns, notices, statements, reports, minutes or other information to the 
Internal Revenue Service, the state of Delaware, the Members of the Company, and any other 
appropriate state or federal authorities or agencies. The Managers may delegate this responsibility to a 
single Manager in accordance with the voting authority established above.

Liability of Members and Managers:

All debts, obligations and liabilities of the LLC, whether arising in contract, tort or otherwise, shall be 
solely the debts, obligations and liabilities of the LLC and no Member shall be obligated personally for any 
such debt, obligation or liability of the LLC solely by reason of being a Member. However, each Member 
remains personally liable for payments of his, her or its Capital Contribution as set forth in the Act or as 
otherwise provided in this Agreement. This section does not prevent an LLC Member, should they so 
choose, from separately agreeing to guaranty or otherwise become liable for a debt which is also of the 
LLC.

Indemnification:

The Company shall indemnify the Members, Managers, and agents for all costs, losses, liabilities and 
damages paid or accrued by the Member, Manager or agent in connection with the Company’s business, 
to the fullest extent provided or allowed by the laws of Delaware.

Accounting:

a) All accounts related to the LLC will be audited every six (6) months.
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b) All Members will maintain a joint contribution account. Members will keep accurate and complete 
books of account for all accounts related to the LLC. Any member, whether majority or minority, 
will be allowed to review all books of account at any time they request.

c) Accounting records will be kept on a cash basis.

d) All financial records including tax returns and financial statements will be held at the LLC’s 
primary business address and will be accessible to all members.

e) The fiscal year will be complete on the last day of December of each year. All Members will 
present their position on the state of the LLC within two (2) weeks of the completion of each fiscal 
year.

f) The following Members will be able to sign checks from any joint Member account:
a. Fabian B. Livingston
b. Ramane O. Jones

New Members:

The LLC will amend this agreement to include new Members upon the written and unanimous vote of all 
Members.

The name of the LLC may be amended if a new Member is added to the LLC upon the written and 
unanimous vote of all Members.

Withdrawal or Death:

The Members hereby reserve the right to withdraw from the LLC at any time. Should a Member withdraw 
from the LLC because of choice or death, the remaining Members will have the option to buy out the 
remaining shares of the LLC. Should the Members agree to buy out the shares, the shares will be bought 
in equal amounts by all Members. The Members agree to hire an outside firm to assess the value of the 
remaining shares. The Members will have 60 days to decide if they want to buy the remaining shares 
together and disperse them equally. If all Members do not agree to buy the shares, individual Members 
will then have the right to buy the shares individually. If more than one Member requests to buy the 
remaining shares, the shares will be split equally among the Members wishing to purchase the shares. If 
all Members agree by unanimous vote, the LLC may choose to allow a non-Member to buy the shares 
thereby replacing the previous Member.
If no individual Member(s) finalize the purchase agreement by 60 days, the LLC will be dissolved.

The name of the LLC may be amended upon the written and unanimous vote of all Members if a Member 
is successfully bought out.

Power of Legal Representative:

If a Member who is an individual dies or a court of competent jurisdiction adjudges the Member to be 
incompetent to manage his or her person or property, the Member’s personal representative, 
administrator, guardian, conservator, trustee, or other legal representative shall have all of the rights of an 
assignee of the Member’s interest. If a Member is a corporation, trust, partnership, Limited Liability 
Company or other entity and is dissolved or terminated, the powers of that Member may be exercised by 
its legal representative or successor.

Dissolution:

Should the LLC be dissolved by majority vote or otherwise, the LLC will be liquidated, and the debts will 
be paid.  All remaining funds after debts have been paid will be distributed based on the percentage of 
partnership of ownership interest outlined in this Agreement. An assignment or sale of a Member’s 
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interest in the Company does not result in the dissolution of the Company. For the avoidance of doubt, 
the granting of a lien on any amount of Member interest is not deemed to be an assignment.

Liquidation:

Upon dissolution of the Company, the Managers or one of their members that they select shall liquidate 
the Company's assets and shall do so as promptly as is consistent with obtaining fair value for them, and 
shall apply and distribute the assets of the Company as follows:

a) First, to the payment and discharge of all of the Company’s debts and liabilities to creditors of the 
Company other than the Members;

b) Second, to the payment and discharge of all of the Company’s debts and liabilities to creditors of 
the Company that are Members;

c) Third, to the Members in accordance with their capital accounts, after giving effect to all 
contributions, distributions and allocation for all periods.

Amendments:

a) Amendments may be made hereto upon the unanimous and written consent of all Members.

b) Amendments must be expressly written and have the original signatures of all Members.

Settling Disputes:

All Members agree to enter into mediation before filing suit against any other Member or the LLC for any 
dispute arising from this Amendment or LLC.  Members agree to attend one session of mediation before 
filing suit. If any Member does not attend mediation, or the dispute is not settled after one session of 
mediation, the Members are free to file suit. Any law suits will be under the jurisdiction of the state of 
Delaware.

Action Without Meeting:

Any action required or permitted to be taken by the Managers at a meeting may be taken without a 
meeting if a consent in writing, setting forth the action so taken, and shall be signed by all of the 
Managers.

No State Law Partnership:

The Members intend that the Company may not be a partnership (including, without limitation, a limited 
partnership) or joint venture, and that no Member or Manager is a partner or joint venture of any other 
Member or Manager, for any purpose other than federal and state tax purposes, and this Operating 
Agreement may not be construed to suggest otherwise.

Choice of Law and Severability:

This Agreement shall be construed in accordance with the internal law of the state of Delaware. If any 
provision of this Agreement shall be contrary to the internal laws of the state of Delaware or any other 
applicable law, at the present time or in the future, such provision shall be deemed null and void, but this 
shall not affect the legality of the remaining provisions of this Agreement. This Agreement shall be 
deemed to be modified and amended so as to be in compliance with applicable law and this Agreement 
shall then be construed in such a way as will best serve the intention of the parties at the time of the 
execution of this Agreement.
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Entire Agreement:

This Agreement constitutes the entire agreement among the Members regarding the terms and 
operations of the Company, except for any amendments to this Agreement adopted in accordance with 
the terms herein. This Agreement supersedes all prior and contemporaneous agreements, statements, 
understandings, and representations of the parties regarding the terms and operation of the Company, 
except as provided in the preceding sentence. 

All Members signed hereto agree to the above stated Agreement.

Signed this __________ day of ____________________, 20_____

____________________________________________
Fabian B. Livingston

____________________________________________
Ramane O. Jones
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Appendix D – Bios and Resumes

Fabian B. Livingston
Founder and President,

Guided Steps Compassion Center

Fabian B. Livingston is the Founder and President of Guided Steps Compassion Center.  Mr. Livingston 
is a philanthropist, veteran supporter, entrepreneur, and successful business owner over the last 15 
years; he is currently the owner of a barbershop franchise, “It’s All In The Wrist”, located in Smyrna and 
Milford, Delaware. Upon learning of the State of Delaware’s approval to open a Compassion Center, Mr. 
Livingston chose to pursue his dream of helping others take steps towards achieving better health and 
wellness as he has through the benefits of medical cannabis. 

Mr. Livingston’s life journey took a turn in 1989 when he enlisted in the Army and proudly served his 
country for over 2 years.  While on tour in Saudi Arabia, he was seriously injured during combat and 
hospitalized. This life-altering event left him to experience outbursts of anger; difficulty concentrating; 
difficulty expressing his thoughts and feelings, along with physical aches and pains for nearly 16 years.  
Feeling lost after such a long period of time, Mr. Livingston finally sought advice from his doctor who 
officially diagnosed him with Post-Traumatic Stress Disorder (PTSD), and prescribed pharmaceuticals to 
help combat the symptoms.  Unfortunately, none of the medication helped alleviate the PTSD, instead 
made feel worse.  

In 2011, after hearing of the many benefits of medical cannabis in treating PTSD, Mr. Livingston went to 
Seattle, Washington, to learn more.  He became knowledgeable of the Cannabinoid receptors and 
Endocannabinoid system, their effects on the brain, and how they help relieve the symptoms of PTSD.  
After struggling for almost 20 years, he finally felt as if there was light at the end of the tunnel. Hearing of 
the Delaware Medical Marijuana Pilot Compassion Center in 2013 enforced that feeling; he knew he has 
just heard his calling.  

Strong from surviving his past, experienced from having his own successful businesses, knowledgeable 
from continued education and research (Cannabis University; other programs) on medical cannabis, and 
passionate about helping others (especially veterans), Mr. Livingston made the courageous decision to 
follow that calling and pursue opening Delaware’s first Compassion Center.  

Throughout 2013, Mr. Livingston continued his education of medical cannabis with Cannabis Training 
University where he trained in marijuana horticulture, cooking with marijuana, bud tender training, 
marijuana laws, how to open a dispensary and delivery service, and marijuana as medicine; receiving his 
Certificate of Completion in March 2014.   

Mr. Livingston’s dedication to helping others and his community will be clearly evident as he strives to 
influence society in positive ways through innovative and creative ideas which will bring about exciting 
opportunities for youths, veterans, and seniors, as well as contribute to the continued growth and strength 
of the community.
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Ramane O. Jones, Sr.
Vice-President of Development & Production

Co-Founder of Guided Steps Compassion Center

Ramane Jones, Sr. is the Vice-President of Development & Production and Co-Founder of the Guidance 
Steps Compassion Center. Mr. Jones has led a distinguished career in business for over 15 years, and 
looks to extend his professional success into the development of the first non-profit compassion center in 
the State of Delaware. 

Mr. Jones has a huge passion in business building.  In Mr. Jones earlier years, he created DelVal 
Communications, a communications installation company. Mr. Jones built DelVal into a million dollar
operation that provided major cabling contracting installations throughout Delaware, Pennsylvania, and New 
Jersey area. Overseeing a team at peak operations of over 30 licensed cabling technicians, Mr. Jones has
the skills to manage personnel and budget in the highly competitive building trades. After being out of the 
communications arena for several years, Mr. Jones implemented systems that are currently being used by DirecTV 
with their day-to-day operations. 

Mr. Jones has built a steady commercial cleaning company, Jones Integrity, as well as an organic coffee 
distribution company which services the United States, Australia, and various countries around the world. While
management oversight of the company is Mr. Jones’s primary day-to-day responsibility, he is not immune
to hard work. He takes great pride in his hands-on approach to his company, and will enlist a similar style
as a key operator of Guidance Steps.

Mr. Jones’ true passion is his boarding home, Heavenly Arms, a home for mental health and retired 
veterans. He has been operating this small, but caring business for over 15 yrs. While operating the 
company, Mr. Jones has seen a lot of patients come and go. While interacting with the clients, Mr. Jones 
is responsible for administrating several types of medical depressant drugs. These drugs suppress the 
clients’ behavior, but the side effects appeared to deteriorate their bodies and thinking capacity. After
watching his clients go through these various changes, Mr. Jones is compelled to service these individual 
by finding an alternative way to help them. 

Mr. Jones’ interest in operating a compassion center in Delaware is intensely personal. Like many who are
attracted to the medical cannabis movement, his involvement stems from a personal experience with a
loved one who was sick. Mr. Jones’ late father, Peter Jones, endured a long yet dignified fight with AIDS
in the early days of his life. Mr. Peter was the focal point for the entire Jones family, and his struggle with
the disease left a lasting imprint. During his treatments, doctors indicated that medical cannabis may be a
viable option for pain relief. Because the drug was illegal at time the option was never pursued. Following
his death, Mr. Jones was left wondering if medical cannabis could have in some way alleviated his father’s
pain and suffering.

Mr. Jones’ combination of business acumen, knowledge of the mental health field, an d  deep commitment
to helping patients, serves as the backbone of his pursuit of the compassion center license. He looks
forward to building a center that is a beacon of light for patients throughout Delaware and he plans to do
so with his father’s spirit close at hand with Guided Steps.
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Elizabeth A. Ford

Email: 

SUMMARY OF PRIMARY SKILLS

Business professional with over 30 years’ experience working in a corporate business environment including 
pharmaceutical, finance, mortgage banking, education, and insurance.

EXPERIENCE

Y-Prime Technologies, LLC, Malvern, PA, 2010 – Present
Associate Project Manager, January 2013 - Present

Responsible for supporting the Interactive Web Response (IWR) and Interactive Voice Response 
(IVR) pharmaceutical clinical trial software development projects and teams in their duties, functions, 
and responsibilities.
Monitor adherence to the company’s software development life cycle process.
Ensure final systems are compliant with FDA’s 21 CFR Part 11 policy for electronic records and 
signatures. 
Work with cross functional teams of technology development, and quality assurance to produce 
goal and target specifications and solve any conflicts that arise. 
Manage change control, and support planned/unplanned changes and developments in Validation, 
UAT, and Production environments.
Develop and maintain system and project documentation.
o Requests for proposal
o Statements of work
o System requirements
o Design specifications
o Data transfer specifications
o Code reviews
o Install and configuration plans (Validation/UAT/Production environments)
o Test Plans
o Release certificates
o User guides
o Quick reference guides
o System flow diagrams
o System presentations
o Change requests

Maintain an appropriate relationship with internal business partners to ensure that the project 
results are understood by the end users and business partners.  

Quality Assurance Associate, December 2010 – January 2013
Responsible for assessing and ensuring company compliance for all services and products 
offered.
Provided assistance, support, and training to staff regarding GXP, SOP and other regulatory 
compliance issues, as well as conducting or assisting with internal audits for GXP, SOP and other 
regulatory compliance.
Prepared regulatory audit reports and responses, and assisted in developing and completing 
corrective action plans as necessary.

29 Del. C. Ch. 100 Freedom of Information Act
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Conducted/assisted in external audits of contractors and vendors for the purpose of qualification 
and verification of regulatory compliance, including due diligence reviews, site audits.
Responsible for completing periodic re-evaluations, drafting, reviewing, approving and 
implementing Quality Assurance SOPs, as well as staying abreast of regulatory, quality, and 
industry trends.  

Business Management Analyst, JPMorgan Chase, Wilmington, DE, 2001 – 2009
Responsible for financial and technology planning within the Chase Card Services Core Processing 
Department.
Resource management of 150+ offshore resources.
Managed $25MM resource budget with 0 issues.
Implemented internal Enterprise Change Management quality program which consisted of impact 
assessments, approvals, resource scheduling, and cross-team communication.

o Program established a 99.8% success rate for Validation, UATV, and Production changes.
Awards Received:

o 2007 4th Quarter Chase Catalyst
o 2007 “Best of the Best” – Overall Chase Champion.

Director of Administration, Worthington, Moore & Jacobs, Dover, DE, 1998 - 2001
Responsible for overseeing administration department, payroll, commissions, benefits, accounts 
payable, and accounts receivable.
Managed administration staff of 3 employees.
Assisted CEO and President with budget forecasting.
Responsible for preparation of monthly reports such Profit & Loss, production reports, new clients, 
and employee attendance.

Senior Staff Assistant, Duke University Medical Alumni Affairs, Durham, NC 1995 – 1998 
Responsible for coordination of meetings, preparation of alumni letters and event notifications. 
Assisted with special event projects (i.e. class reunions, education events, alumni social functions).
Preparation of meeting materials (binders, reports, presentations). 
Attended board meetings, and prepared meeting minutes.
Assisted with writing articles for monthly and quarterly alumni publications. 
Elected Secretary of Ruth K. Broad Foundation, 1997. 

Executive Assistant, Independent Insurance Agents of Delaware, Dover, DE 1993 – 1995
Responsible for compilation and publication of monthly member newsletters.
Assisted with coordination of annual insurance conference.
Organized monthly member dinner meetings and education seminars.
Prepared annual membership reports and packages.

SKILLS
Software application experience includes:

Adobe Acrobat
Assembla
Beeline
Livelink
MS Office Suite
MS Project

MS Visio
Peregrine
Quickbooks
SharePoint
Test Director
Veeva Vault
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EDUCATION
Wilmington University, Wilmington, DE, 2008 - Bachelor of Science, Organizational Management 
(Cum Laude) GPA: 3.82

Wilmington University’s Organizational Management Program Overview
Business Communications
Compensation Administration
Computer Applications for Business
Corporate Finance
Critical Thinking
Current Topics in Business Leadership
Fundamentals of Economics
Fundamentals of Finance for Managers
Global Business
Human Resource Management
Introduction to Business
Legal and Ethical Environment of Business
Management Information Systems
Marketing
Operations and Systems Management
Organizational Development
Organizational Project
Project Management

Institute for Integrative Nutrition, New York City, NY, 2013 – Health Coach Certification will be 
obtained April 21, 2014

ADDITIONAL TRAINING

FDA 21 CFR Part 11 Training, Malvern, PA, 2012
Usui Reiki I Certification, 2011
Clear, Concise Presentations: Answers First (Bank One University), 2003
PODS Performance Management (Bank One University), 2003
SAP 4.6B Navigation (Bank One University), 2002
Communicating Effectively (Bank One University), 2002
Business Writing, (Duke University), 1997
Grammar and Writing Skills (Fred Pryor Seminar), 1997
Introduction to the Internet (Duke University), 1997
Microsoft PowerPoint (Duke University), 1996
Microsoft Excel Advanced (Duke University), 1996
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Organizational Management 

Accelerated Core H_ighlights 

Organizational Behavior 
This leadoff cow'Se examines the dimensions of behavioral dynamics with eiuphasis 
on formal organizations, and individual and group processes. 

· Manllgcment Information Systems 
ThiS' course is an overview of management information systems and their 
use ro support business operations. 

Human Resources Management/Compensation and Benefits , 
These courses review rhe dements required co effectively recruit, select, rrain, and maimain 
a workforce and assure tnat compensarion, rewards and benefi.rs contribute to organi:zacional 
effectiveness. 

Business Communications 
This course encompasses a derailed srudy and. applications of various types of oral 
and written communication used in business. 

Legal Aspects of Business 
The legal and ethical issues in the business environment are examined, 
including laws relating to contracts and relationships. 

Marketing 
This course examines the nature and operation of marketing functions, 
consumer preferences, product planning, promotion, distribution, and pricing. 

Finance for Managers 
The course reviews the understanding and analysis of fi nancial information, 
financing the business, budgeting, and decision making for profirability. 

Global Business Management 
This course examines the political, legal, economic, (Ultural, and financial factors 
rhat influence conducting busine.o;s in foreign countries. 

Operations Management 
The course focuses on forecasting, operations planning and scheduling, 
matenal requirementS, purchasing, process design, and quali ty management. 

Project Management 
The project manager role in schedullng, budgeting, quality, risk management, 
communications, and project variances and changes is the key course focus. 

Current Topics in Business 
The course examines currem topics in leadership and management 
including leadership styles and organizational and ethical considerations. 

Organizational Project 
T his two-parr course guides students through a structured process of idcmifying 
an organizational problem in the workplace, developing a problem statement, 
constructing the problem background, analyzing data, idemifying current pr<>bloem-..,.._.~:-lr'S 
solving tactics and providing recommendations to resolve the dilernma. 
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Gia Monique Livingston

Email: 

OBJECTIVE
To build a career with a medical marijuana dispensary where my skills in customer service, office 
management, patient management, cannabinoid and medical cannabis industry research can be utilized, 
with an opportunity for advancement within the company.

EXPERIENCE

Department of Veterans Affairs, Philadelphia, PA, 2008 – Present

Medical Support Assistant
Perform general clerical and administrative support to the Primary Care and Surgical/Specialty 
services including Orthopedic, Vascular and Urology). 
Assist with KIOSK check in and managing its data. 
Receive, screen and handle all incoming telephone calls and requests from physicians, families 
of patients and support staff for requests such as medication renewals, eligibility, routine release 
of information, urgent care, schedule coordinating etc. determining the nature and purpose of the 
call and if needed directing to the appropriate personnel. 
Review, schedule and coordinate consultation/initial visit request at times acting as a liaison 
between patients and patient centered care staff at their visit or prior. 
Coordinate travel and special needs requests for patients and their families in a timely manner. 
Perform office automation using software applications to create reports, correspondence and 
forms used in the clinics ensuring that spelling, punctuation and grammar are reviewed before 
submitting or finalizing; 
Organize statistical data (EARR report), review and maintain electronic mail (outlook), maintain 
provider daily calendar (via Microsoft Office), schedule future appointments via VISTA, review 
and confirm orders such as diagnostic testing placed by physicians via CPRS. 
Assist with completing admissions form for upcoming surgeries. 
Gather patient forms and documents for provider signatures. 
Adhere to all HIPPA and V.A rules and regulations ensuring that patients information is secure at 
all times. 
Review, screen, and route incoming correspondence and reports via mail or fax. 
Maintain inventory of supplies and equipment and any other administrative duty needed to be 
executed having professionalism, courtesy and compassion for the staff, patients and their family 
at all times.

Main Line Health, Newtown Square, PA, 2007 – 2008

Patient Service Representative
Provided general clerical functions by checking patients in for their doctor visit; 
Received and screened all incoming calls/visitors to the office; 
Completed all medication requests via telephone or phone message system; 
Called all scheduled patients to remind them of upcoming appointments; 
Typed all physician letters/correspondence as requested; 
Maintained patient files by ensuing all medical testing and notes are available; 
Maintained list of office supplies needed for ordering; 
Completed lab slips/ call labs or diagnostic centers to receive tests results or additional 
information requested from the physician; 
Maintained the front desk by labeling items, organizing files and charts; 
Processed incoming Medical Records requests and referrals.

29 Del. C. Ch. 100 Freedom of Information Act
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Lab Corporation of America, New Castle, DE, 2006 – 2007

Client Service Representataive/Specimen Processor
Answered over 90 incoming calls per day; from patients, doctors/physicians, nurses requesting 
testing results. 
Investigated/researched all problems and concerns with specimen/testing. 
Processed all incoming specimen in company data base which there was a certain batch per hour 
requirement and deadline.

SKILLS
Customer service
Office management
Retail sales
Medical marijuana industry  

EDUCATION
Clark Atlanta University, Atlanta, GA – Major: Psychology
GPA: 3.25
Credits Earned: 80 Semester hours

Temple University, Philadelphia, PA – Major: Psychology
GPA: 3.0
Credits Earned: 80 Semester hours

ADDITIONAL TRAINING
Cannabis Training University - Online Classes San Francisco CA

How to grow medical marijuana
How to cook with medical marijuana
How to become a bud tender
How to open a dispensary and delivery service
Medical Marijuana laws and regulations
Medical Marijuana as medicine-hypocrisies, lies and miracle revealed

HIPPA Training 5/2008, annually to present
Ethics in Health Care: 7/31/2009
ICB Entry Clerk Training: 8/3/11
Verification Clerk Training: 8/8/11
Soft Skills/Customer Service Training" 7/16/2010
Over 200 hours of research and studies on opening a Medical Marijuana Dispensary
**Microsoft Office, Excel, Typing speed of 40 WPM***
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Appendix F – Criminal History Background Checks

FABIAN B. LIVINGSTON
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II Author II Revis ion summary I 
II Elizabeth Ford II Initial version I 
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1. Introduction pg.3 

2. Sampling pg.4 

3. Moisture pg.4 

4. Potency pg.5 

5. Mold and Fungal Analysis pg.6 

*. Steep Hill Lab SOP for Sample Prep 

Copyright Steep Hill Labs, Inc. 2ll12 
R-06212ll12 

157 



cguUfed:Steys 
Compassion 

Center 
Request for Proposal No. HSS 13 056 

lntrod uction 

The safety and effectiveness of both over the counter and prescription 
medications in the USA are mandated by federal law. 

3 

The need to protect the public in this regard is morally and ethically indisputable. 

In the case of medical cannabis the federal government has not as yet caught up 
with those progressive state governments who have had the vision to recognize 
the proven benefits of medical cannabis and cannabis products. Since testing for 
potency and safety of medications are nonnalty within the domain of the federal 
government it is understandable that the states approving medical cannabis have 
not yet addressed this issue. As a practical matter the states do not have 
regulatory mechanisms (such as the FDA) to do so. Yet the issue remains. 

Wrthout proper testing, any assurances towards the efficacy or safety of medical 
cannabis cannot be given. 
In response to this sertous omission. some providers of medical cannabis are 
exercising their due diligence and are protecting their patients with proper testing. 

The purpose of this gUide is to inform the consumer hoW this testing is done and 
the meaning of the results. 

Copyright Steep Hill Labs, Inc. 2012 
R-06212012 
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Sampling 

When submitting samples for analysis great care must be taken to ensure that 
the sample is representative of the entire lot from wtlich it is taken. Sampling 
error is the most common source of analytical variation in the testing process. 

4 

The best practice is to take multiple small subsamples to make a composite 
sample. For medical cannabis several pieces taken randomly from multiple buds 
will yield far more repeatable results than selecting just one bud. 

Moisture Analysis 

Approximately 1.5 to 2.0 grams of sample are weighed to the nearest milligram 
and placed into a vacuum air over. After the drying period the samples are 
reweighed. Weight toss on drying is recognized as the preferred methodology for 
all agricultural products. 

Copyright Steep Hill Labs, Inc. 2012 
R-06212012 
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Potency Analysis 

Potency analysis for cannabis and cannabis products utilizes two primary 
methods. These are Gas Chromatography (GC) and High Pressure Uquid 
Chromatography (HPLC). Differences exist between these two methods. These 
differences dictate the sample types that are appropriate for GC or HPLC. 

Simply stated, a GC uses high temperature to help separate the different 
constituents of the sample. The HPLC operates at room temperature and does 
not use heat 

The primary psychoactive component in cannabis is THC. However THC is 
present in only trace amounts in cannabis. THC is formed by the application of 
heat to the Acidic fonn of THC known as THCA Which is abundant in cannabis. 

This process is knoWn as decarboxylation. 

5 

Decarboxylation descnbes the loss of the carboxyl (COOH) group. The carboxyl 
group is not strongly bonded to the parent molecule and is lost When cannabis is 
smoked or used in a vaporizer. Therefore when cannabis is smoked or vaporized 
the best method of analysis is the GC. 

THCA plus heat yields THC 

When edible samples or tinctures are to be analyzed the preferred method is 
HPLC since heat is not involved prior to consumption. 

A new alternative method has been developed using Near Infrared Reflectance 
(NIR) has been developed at Steep Hill Lab. NIR is a form of MolecUlar 
Vibrational Spectroscopy. A detailed description of this technology is available at 
Quantacann.corn 

Copyright steep Hill Labs, Inc. 2012 
R-06212012 
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Mold and Fungal Analysis 

Samples are agitated with sterilized water and the resultant liquid is plated on 

Agar grOYilh media in standard grow plates. These are incubated for 72 hours at 
25 degrees Celsius. The resultant colonies are counted and identified. Samples 
which fai l due to high colony counts or the presence of pathogens are disallowed. 

Copyright Sleep Hill Labs, Inc. 2012 
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Steep Hill Lab 

Standard Operating Procedure (SOP) 

For Preparing Dried Products (i.e. flowers and hash) for 
analysis 

1. For samples to be sUbmitted for testing to steep Hill Lab for Potency, 
Microbiological or Pesticide Testing 

a. Confer with a Steep Hill representative to determine sample volume 
needed for analysis ordered. 

b. Begin the process by setting up a dean. preferably sterile area. 

c. Wear propeny fitting latex gloves. 

d. Open the bag, jar. or vessel containing the material to be sampled. 

e. Rather than submitting one bud it is recommended that a small 
amount is collected from several areas to get a better 
representation of the whole batch. 

f. Place sample in a clean weigh dish. 

g. Ptace sample in a labeled plastic bag that specifies sample name 
that you expect to appear on the results and also the tests ordered. 

h. Store in a cool, dark environment until submitting to the lab for 
testing. 

Copyright Steep Hill Labs, Inc. 2012 
R-06212012 
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8 

2. For samples to be tested on-site with QuantaCann, 

a. Begin the process by setting up a dean, preferably sterile area. 

b. Wear property fitting latex gloves. 

c. Open the bag, jar, or vessel containing the material to be sampled. 

d. Remove bits of the material from different areas to get a 
representative sample. 

e. Place sample in a dean weigh dish to prepare for grinding. 

f. Place sampled material into a dean herb grinder and grind into 
small bits. 

g. Transfer the contents of the grinder to a clean Quantacann quartz 
cup, slightly overfilling the base of the cup. 

h. Twist to lock the sample cover and close the cup. 

i. Sample is now ready for scanning. 

j . Following scanning make sure to follow deaning protocol. 

Copyright Steep Hill Labs, Inc. 2012 
R-06212012 
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Cleaning Protocol 
for Sample Tools and Testing Area 
1. Grinders 

a. Clean grinders with a brush between each use. When residue 
begins to bulld up (after about 3-5 uses) fill each half of the glinder 
with 99% Isopropyl Alcohol and let sit for 30 minutes. Remove the 
alcohol and rinse with dean water. Dry the grinder thoroughly 
before the next use. If you intend to do microbiological analysis on 
ground samples then the grinder should be sterilized with lsopropyl 
Alcohol between each use. 

b. It is important to thoroughly clean grinders because leftover 
material from other products can affect the accuracy of results. 

c. Grinders become more difficult to dean the longer they go without 

deaning. 

2. sampling Area 
a. Sampling should occur in a dean area away fi'om food or other 

contaminants. 
b. SUrface areas should be wiped with Alcohol to ensure the stefility 
c. Area should be free of excessive humidity. 

3. QuantaCann Quartz Cup 
a. Clean tne cup wttn a bruSh aner each use. 

b. Spray or wipe the lens and cup with isopropyl alcohol using a non
abrasive cloth. Allow to dry completely before using. 

c. DO NOT CLEAN WITH PAPER TOWELS OR ANY OTHER 
ABRASIVE PRODUCT 

d. Clean often and only with alcohol. 

4. QuantaCann Tray 
a. Brush the tray after each use to remove particulates. If any part of 

the tray or lens lookS dirty, spray with isopropyl alcohol and wipe 
with a non-abrasive doth. Allow to dry completely and be tree of 
film before next use. 

Copyright Steep Hill labs, Inc. 2012 
R-06212012 
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Appendix J -SOP 110: Medical Cannabis Quality Assurance Testing 

~uid'ec£ Steys 
Oomyass.ion 

Center 

Document Identifier I Version II Effective Date 

$0?110 IG OOMMM YYYY 

Note: Tl1is SOP will be compiled once Guit1ed Steps Compassion Center lws IJeen 
establisiJed, ancl t!Je meclical cannabis quality assurance testing procedures are defined and 
documentecl utilizing t!Je Steep Hill Halent OuantaCann system. 

Medical Gannabis 
Quality Assurance 

Testing 

73 Artisan Drive 
Smyrna, DE 19977 

(302)653-#### 
<Insert website address> 
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CjuitUt£ Steys 
Cpmyassi.on 

Center 
SOP 110: Medical Cannabis Quality Assurance Testing 

2. Approvals 

Author 

As author, I acknowledge that this document is accurate, complete and contains the necessary 
dearee of detail to accomplish the intended purpose. 

<Name> 
<Title> 

Signature Date (DD·MMM·YYYY) 

I Management 

I have inspected the content and format of this document and have found no errors or omissions 
that are substantive enouah to prohibit use. 

<Name> (( ~ <Title> 

Signature Date CDD-MMM-YYYYl 

Version 0.1 4 of 5 

I 
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Appendix K- SOP 102: Safety and Security 

Cjuid'ecC Steys 
Comyassion 

Center 

Document Identifier I Version I Effective Date 

SOP102 ID OOMMM YYYY 

Note: T!Jis SOP will be upclatecl once Guiclecl Steps Compassion Center lws been establis!Jecl, 
ancl t!Je sa(gty_aad security proceclures !Jave been fwt!Jer clefinecl and clocumentecl. 

Safety anCJ Security 

73 Artisan Drive 
Smyrna, DE 19977 

(302)653-#### 
<Insert website address> 
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The purpose of this Jog is to record all maintenance and results of inspections and tests conducted, and resulting corrective action• taken. 
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I I 

I I 

I 

' 

I I 
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Post-Robbery Checkl ist 

(juiaeasteps 
Compassion 

Center 

Robbery Response Kit 

After a robbery occurs, the following steps should be followed to em sure that no one in the facility has 
been injured, and to preserve evidence for law enforcement: 

0 Call law enforcement (usually 91 1 for local law enforcement). Be prepared to tell them that a 
robbery has just occurred, the address of the center, and any identification you can provide on 
the robber(s), vehicle(s) used and direction of escape. 

0 Contact the alarm monitoring station to confirm that the alarm was received, and to determine if 
law enforcement has been dispatched to the facility. 

0 Ensure that no one in the center needs medical attention. If anyone is injured, call for medical 
assistance. 

0 If possible, post a notice at the main entrance to the facility, to notify customers that the facility is 
temporarily closed, and to give the .location of the nearest open facility. 

0 Station someone near the main entrance to wait for the police. Let no one into the facility except 
law enforcement. 

0 Give each witness (employees, volunteers, patients, caregivers, etc.) a description form to help 
them recollect what they saw, or give each witness a piece of paper to make notes about what 
they observed. 

0 If customers insist on leaving, get their names and phone numbers to share w ith law 
enforcement, if needed. 

0 Protect any areas that the robber(s) touched visited to preserve any fingerprints or any footprints 
they might have left. 

Complete the Robbery Description Form immediately after a robbery and before you compare notes with 
anyone e lse. Describe or circle only those items you are sure of. !Use the blank figure to draw in hard-to
describe details such as patterns of clothing and/or location of scars. Please provide additional copies of 
this form for each robber. 

Page 1 of 4 
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Guided Steps Compassion Center Robbery Response Kit 

Robbery Description Form 

Date of Robbery: I Time of Robbery: 

Company Name: 

Address: 

Phone: 

Your Name: 

Home Address: 

Phone: A 
Position: // 
Signature: I Date!Time: 

Loud I Soft I Lisp I Slow I High-Pitched 

SPEECH: Refined I Rapid I Nasal I Deep I Stutter 

Other: (describe): 
,, 

Local I Eastern I 
ACCENT: 

Other (describe): 

Southern I Western I Foreign 

Semiautomatic 
Revolver Knife Rifle Pistol 

WEAPON: Automatic Rifle Submachine 
Shotgun Sawed-Off Shotgun 

Gun 

COLOR: Black ~ Shiny Other: 

DESCRIBE I 
............ , / 

WEAPON / / \ 

Did robber use a note? Yes No ... 
Did you retain note? .... Yes No 

If you were unable 

ROBBERY 
DETAIL 

to keep the note -
what did i,t say? lv> 
If robber spoke -
what did he or she 
say? 

Did the robber have an accomplice you were aware of? I Yes I No 

ROBBER'S Don't Know I On Foot I Car I Other Vehicle 
ESCAPE Type of Vehicle: 

Make: I Model: 

Color: I Year: 
ESCAPE 

License Plate Number: 
VEHICLE 

Number of Other Passengers in Vehicle: 

Direction Taken: 

Page 2 of 4 
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Guided Steps Compassion Center Robbery Response Kit 

HEIGHT: WEIGHT: I RACE: APPARENT AGE: 

SEX: Male Female 
COMPLEXION Sallow I Lig Ruddy I Freckl I Dark 

Blonde_! Red Brown _j_ Gray _ _1 Black 
HAIR COLOR: 

Partially Gray I Other: 

Beard 
FACIAL HAIR Unshaven Moustache 

I None 

Long Short Medium 

~ HAIR STYLE: Bald Wig Straight 

Medium Curly Partially Bald ~ 
EYEEIRO VV5: 

Bushy J Thin 
High Over Eyes I Low Over Eyes 

~ Large Wide Set Small " 
EYES: 

Close 
Pouches Deep Set Together 

Droopy 

~ EYE COLOR: 
Blue Gray Hazel 
Brown Black " / 
Small Large Long "' NOSE: 
Short lhin Wide ' 

~· Straight I Crooked Buck \J TEETH: 
Discolored I Some Missing 
Long Square Receding Please use the blank figure to 

CHIN: 
Prominent 

draw in any hard-to-describe 
details such as patterns of 

EARS: Small Prominent clothing or location of scars. 
MASK: Yes No 

HANDS: Right -handed I Left-handed 
Suit: Gloves: 

Jacket: ;, - Hat: 

CLOTHING: Sweater: ' ' Shoes: 

Circle items Slacks: ' Overcoat: 
and describe: Skirt or Ore':>':>: '....? Raincoat: 

Tie: Windbreaker: 

Belt Buckle: 

Other Marks and Characteristics: Describe any other personal characteristics such as scars, 
t.2ttoos, birthmarks, limp, twitch, deformities, amputations, or any jewelry such as a watch, ring, 
necklace, earring, etc., that the robber wore: 
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Robbery Response Kit 

Robbery Witness Contact Form 

Address Telephone Number 

/ 
A(/" 

/,/ ~ ~ 
"'V/ v 
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