Cannabis Courier Intake Walkthrough

This document will walk you through applying for an Intake Cannabis Courier License.

Step 1: Route to the CCD Portal Page and login via https://nmrldlpi.my.site.com/ccd/s/login/

Apply for a New or Renewal License ﬁf‘_
NNVIRLD

Create your account by clicking on Self Reglster. If you have b

already created an account, please log In using your username

and password to apply for a new license or renew a license. 2 Username

@ Password
Forgot Password Self Reglster

Forgot Username

Step 2: Upon entering your credentials, click Log In to enter the CCD Portal

Step 3: From the Navigation Bar, click on Applications -> Apply for a License, as shown below
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Home Cannabis Businesses Applications A Add Agent My Licenses Amendments
Apply for a License
Apply for 2 License

My Licenses View
View Renewal Applicati...

License Issue Expiration Action =] Print Print All License
Status Date Date License (including SubLicenses)

License Number License Type : =

View Sub
RTLR-2022-0232 Cannabis Retailer Expired - Non Renewable 03/22/2022 03/22/2023 Print Print All
License
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https://nmrldlpi.my.site.com/ccd/s/login/

Step 4: Make sure to read the Instructions on the top of the page in the below screenshot. Upon going
over the instructions, click ‘Select’ next to Cannabis Courier as shown below
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Select License

Instructions:
This onling licansing system collects the Informatlon necessary to process your cannabls application. Please read each sectlon carefully. If you need additlonal Information while complating the application
or If you have any questlons, please call the Cannabls Control Division at 505-476-4995 or emall us at RLD.CannablsControl@rid.nm.gow.

atlons older than automatically daletad

ays wi
1 year wlll be automatically volded

All Incompleta applications older tha

As you complete the application, you'll be able to save the responses you've entered If you click the ‘Save & Next’ button at the bottom of each screen. Yow'll be able to come back to resume or complete
your applicatlon, and your application will not be submitted to CCD untll you click the ‘Pay & Submit’ button on the final screen

Search License here...

Cannabis Consumption Area

onsumed In a cannabls consumption area. Local Jurlsdictions may deny cannabls consumption area

A licensed premise where cannabls products may be served and consumed. Alcohol cannat be sol

licenses.

Cannabis Courier

A persan or business llcensed to transport cannabls produ quallfied patlents, primary caregivers, or reclprocal participants, or directly to consumars,




Step 5: Upon clicking Select, you will be routed to the Pre-screening to kick start the intake Application
Process
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CCD Intake

Cannabis Courier:

Pre-Screening Pre-Screening

Introduction * Has this business been approved for a business license Issued by local Jurisdiction?
8 Yes

Buslness Information No

Employee Infarmation *WIll any of the premises of thls business be lacated on tribal land?

Yes

tl
Questions 9 o

Premise Information * Has thls buslness ever had an appllcation or llcense In the cannabls Industry denled, suspendad, revoked, surrendered, or had any other farm of disclpling or discl-

plinary actlon by s licensing agency In another state, Jurisdlction or territory?
Upload Documents

0 O 0 0 0o 0 0 @

Yes
® No
Attestatlon
* Does this buslness currently malntaln any actlve cannabls licenses?
Payment
Yes
® No

*Is this business reglstered with the New Mexlco Secretary of State and In good standing?

Yes
No

*Is this buslness a dellnquent taxpayer with the Unlted States Federal government or In any state, territory, county, munlclpallty, country, or any governmental entity

which has authorlty to collect taxes?

Yes
No

Delinguency Includes, but Is not limited to, non-payment of owed taxes, the Issuance of o tox llen, or an actlve repayment plan.

ater Start Application




The screen is user interactive, based on Yes or No responses to certain questions, additional questions
will appear on the screen to populate as shown below

" Has this business been approved for & business llcense lssued by local Jurlsdlctlon?

fE5
o Mo

- Dioes this businesss local jurlsdictlon Issue business llcenses and/for zonlng approval?

R
L]

=willl this buslness be conducting functlons for medlcal cannabls oniy?

R
& Mo

=willl any of the premilses of this business be located on tribal land?

R
8 No

= Has this buslness ever had an appllcatlon or llcense In the cannabls Industry denled, suspended, revoked, surmrendered, or had any
plinary actlon by a llcensing agency In another state, Jurlsdictlon or terrltory?

Yes
& No

" Dioes this business cumently malntaln any acthve cannabls llcenses?

LI -
L]

= Please Indlcate whlch acthwe cannabls lcenseis) this business malntalns.

Integrated Cannabls Microbusiness

Cannabls Producer Microbusiness

Cannabls Producer

Cannabls Manufacture

Cannabls Retaller

Cannabls Courler

Cannabls Consumptlon Area with On-Slte Retal
Testing Laboratory

Research Laboratory

viertlcally Integrated Cannabls Estabilshment



Step 6: Next is the Introduction Screen. Upon carefully reviewing the Introduction screen, click ‘Next’ to
proceed
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CCD Intake

Cannabis Courier:

Pre-Screening Introduction

Introduction Thank you for starting your application for a license with the New Mexico Regulation and Licensing Department, Cannabis Cantrol Division. This licensing partal will
guide you through the licensing requirements and allow you to save your work and return to your application if you do net complete it all at one time.

Business Information

This application will confirm that each person or business applying meets all requirements for licensure set by either state statute or regulations governing the

cannabis industry. These licensing requirements, along with renewals and compliance monitoring assist to safeguard the cannabis industry and certify that licensees

Employes Informati - ) i . .
mpleyss infermation meet minimum health and safety standards to ensure the safety of New Mexicans and the lawful aperation of all aur New Mexico cannabis businesses.

Questions Ifyou have further questions regarding licensure or the Regulation and Licensing Department, Cannabis Control Division, please visit the website at
www.rid.nm.gov/cannabis/. The Division's webpage documents specific requirements for licensure, renewals, public meeting information, and a direct phone number

Premise Information and email to their respective support staff who can be reached for help.

Upload Documents acknowledge that all spplication fees are non-refundable

Attestation IMPORTANT NOTE: An application for initial licensure must be completed and submitted by a Contralling Person and will be required to identify as a Contralling
Person. If you are not a Controlling Person, you will not be authorized to submit this application for initial licensure. Also, all draft applications older than 1 year will be

automatically deleted!

Payment

Tfyou are ready to apply, click the Next button to begin your application




Step 7: Next is the Business Information Screen. Please keep in mind that you will not be able to make
any modifications to this screen directly, to make any changes to Business Information, you will have
to fill out an Amendment Form, which can be done directly within the Portal.
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Cannabis Courier:

Buslness Information

that your appiication reflects your yadates

ot Busingss Piysical Addness i the JoCaion whert 0 COMPOny's SXCLtiee monRogement and Kiy manogerial and support stoff ar focated.




Step 8: Upon clicking Next, you are routed to the Employee Information Screen
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CCD Intake

Cannabis Courier:

Pre-Screening Employee Information

Introduction
* How many employees does this business plan to have within the first 90 days of issuance of license?

Business Information

Employee Information “How many employees does this business expect to have by the end of your initial licensure period (1 year after the date of license issuance)?

Questions

* Daes this business currently have employees?

Premise Information
Yes

No
Upload Documents
Attt *Has this business entered into a labor peace agreement with a bona fide labar organization that is actively engaged in representing or attempting to represent your
ttestation employees?
Yes
No

Payment




If Yes is selected for the radio button questions, additional fields will appear to capture more information

* Dpes this buslness currently have employees?

® Yes
Mo

*How many employees does this business have?

* Dioes this business capture demographlic Informatlon for It's employees?

® Yes
Mo

Please approximate the number of current employees who each meet the following criteria:

* Black persons having orlgins In any of the Black Afrlcan raclal groups;

Hispanic persons of Mexlcan, Puerto Rlcan, Dominlcan, Cuban, Central or South Amerlcan of elther Indlan or Hispanlc orlgin, regardless of race;

Matlve Amerlcan or Alaskan natlve persons having orlgins In any of the orlginal peoples of North Amerlca;

‘Aslan and Paclfic Islander persons having orlgins In any of the far east countries, Southeast Asla, the Indlan subcontinent or the Paclfic Islands.

#Two {2) or more races

= Other

Please populate all the fields and click Next to proceed



Step 9: Question Screen is next.
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Cannabis Courier:
‘ o Screoning Questlons
@ Intracuction
© Buknes Information * Does B business cortify & will adnens 1o Cannalids Parnrpont IGuUIsmnents pura.ant to the (nnab s Regudaron Act, tha Lynn ard Enn Comparsionass Lise Act,

NG AWEO0 Tuks, NCWENG Ihe IRANGROMT of LNEIOCessed CIANADES Of CInnabis products to other Gymabis estabishmants?
oy Yes

* Doos 1 business contify it will 2dnene o seouwity raquirements pursiant to the Canratis eguiaton Act, te Lynn and Erin Compaasionate Use Act, and division
uks, iIncucing roguil g to salaty o Y PROCEQLNGS, Security davices to ba wsod, placement of security devices, aersanal ety and crme pro
verion techniques?

) Vs

* Does the business contity & will e 1o quality J65.rance IequUremants pursuant 5 e Cannabis Regulation ACt. the Lynn and Ern Compassionate L Adt, and
AvEion nues, Induding gl relatrg in testing by tosting ¥ Bvison et Toencad premises durng namal business
o, and teesing of cannatis?

) Yes

* Does the business cortify & wil adnene 1o appiicalic federl. state and focal BTws gowening tha Drotection of pudiic haaith and the erwtonment, indud ng ooouns
anal nean and ety food Slcty, Sdnnmena IMEacts, natural Nesouros protectons, Jir quadity, sobd and Nasrdous warde management. and wastivator
dacrage?

) Ys

* % o Busness licenced undor 1ha New Mexica Liguer Congrol ACr?
0 Yes
) Na

* Does the business centify 1hat 3 premies diagram shall o kept 3 each  al timas and mack N parsco reo
wumummmumwmmmmmmmwmmm 1682 NWC?

O s

the Carrabis.

* Do e Dusiness contify that it will natify the division In writing within sevon dirs of any change of fact that woukd potantlally resuft in any controling person, oo
g dequantiod fom hading a license pursuant to 0 Cannabs Reguiation ACt or division nuies, IndLding a felony Conicmon invang fracd, doceit, or eobomrie
Mare 3 feinny conviation for NirNg, amMplayng, of tNeniese LEing 3 Poron younger Inan 18 yoors of 390 10 prenane for e, Iranspart or cary a contrafied b

200 of 56l §he ey or offar 10 5ol 3 conerelod SUarce 10,30y persan, of 3 felony fortha p e datrbazion. of GEpensing
o porsession with the intent 10 At o deponse Wwhich o langer inciuckes cannabis?
Yo

* Does the business cetify £ will adhere 1 atal fquisments purdant 10 1he Cannatys feguiaton Act, thi Lynn and Ein Comasssionate Use Act, and division
ues?

) Yeu

* Does B0 business contify & wi adnens 10 CouNDr Taqurements If it COnChCTS Coundr San/cas puIsLant 10 e Cannatis Reguihion AL, thw Lynn and Erm
Compraonate Uw Act, or dvision rues?

oy Yes

* Does the business contify £ will adnens 1o Guarity JLnce equUrenants frsuarnt 1o te Cannabis Regulation Act, the Lynn and Erin Comaassionata Use Act, and
AvEion nuss, Induang mquinmenss relating 1o dvision Inspection of lcenced promises during namnal business hours?

) s
I you or any other ¢ parsen is T one of thase deguaifying you Iy the dvison of any change:
1. A falany I g fraud aonnv.u
z.Ahbn, for hking, g using 2 parsan younger than sightesn yoars of age to.

. mmmnmmumy;mmu
*  Sall, give dway o offer 10 sl 3 controlied subetanca 10 any Parsan.

3. A falcny offensa for the wa, s spensing of P With tha intent to manufacture, dtributo o ASEEnss
ik

Failurs to 4o 50 M3y reault in disciplinary acticn, which mayinciuds fines, of the beenss, of of tha icenze.

Serve for Laten Pevcn | —



Step 10: Next is the Premise information Screen
You MUST add at least 1 premise to continue with this Application.
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CCD Intake

Cannabis Courier:

@ PreScreening Premise Information

@ Introduction
Add one premise for each location the business intends to conduct cannabis courier activities. A Cannabis Coursier may have multiple premises. Each premise

must meet all the requirements for a cannabis courier. & Premise Fee in the amount of $100.00 will be charged for each premise (location).

Business Informaticn

Click the upload icon to view the required premises documents for cannabis production and to upload the documents.

Employee Information

Questions —_._> Add New Premise

Premise Information
Mo premises to display.

Upload Documents R — “

Attestation

Payment

Upon clicking Add New Premise, you will see the below Prompt

* Plzase indicate all the functions this business will perform at this Premise:

Courier



Step 11: You will then be routed to the Premise Information Screen where you specify a variety of
different information. You can specify the DBA name, Address, Hours of Operation, and type of energy
resource business plans on using

Premise Information

Daolng Buslness As

» Physlcal Address Informatlon
- Strest - Clty
select an Optlon b

-5t “Zlp

New Mexlco
~ Country ~ County

United States select an Optlon -
~ Phone Numiber
~ Buslness Working Hours
*Days thls premlse will be open for buslness:

Waonday ~start of Day " End of Day
@ @

Tuesday
‘Wednesday

Thursday

Friday




Step 12: Upon clicking Submit, you will be routed back to your application. You MUST upload the
mandatory documentation to proceed. Upon clicking the Upload Button, a prompt will appear
identifying which documents are required to be uploaded

Ve
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CCD Intake

Cannabis Consumption Area:

Upload Documents /P
Attestation Displaying 1 of 1 Paga

Payment

@ Pre-Screening Premise Information
@ Introduction

Add only one premise for the location the business Intends to operate a cannabls consumption area.
© Business Information

Click the upload Icon to vlew the required premises documents for the cannabls consumptlan area and to upload the documents.
© Employee Information

A\ File Upload Pending P ——

@ Questions

S.No. Name Physical Address Functions Premise Documents Action
@ Premise Informatlon . - 69 Cloud Street, Albuquerqus, New o -

- o Mexlco 07008, Unlted States ensumption Area ending

Freviens “

Upload Premise Documents

Upload Documents

Document Name Document Description Uploaded Files

* Vehicle Description, Description of all vehicles used or intended to be used for the
fur)

Registration & Proof of transport of cannabis and cannabis products.
Insurance

Detailed plan for delivery and security, including a description of
facilities and containers intended for use in storing and
transporting of cannabis and cannabis products that demonstrates
Security compliance with the Cannabis Regulation Act, the Lynn and Erin
Compassionate Use Act and division rules.

* Plan for Delivery and

Copy of Current Business License Issued by Local Jurisdiction to
* Business License [ Zoning Include Zoning Approval and Fire Inspection Report OR Copy of a
Confirmation Letter from the Jurisdiction that the Jurisdiction Does =

approval ‘ . .
Not Issue Business Licenses and for Zoning Approval

Submit




You have the ability to upload multiple documents if necessary per requirement.

Upload Files

Please attach a copy of the required document.

Note:

1. Flle slze should not exceed 10 MB.
2. Flle extenslons wlll be accepted only of type doc, docx, pdf, png, tIff, |pg, Jpeg, tat, csv.

3. Documents may be uploaded as Individual files or as a slngle merged file on the next page.

*Attachment

T, Upload Flles

Complete this field.

Vi
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Home Cannabis Businesses

CCD Intake

Cannabis Courier:

Pre-Screening
Introduction
Business Information

Employee Information

Quastions

Premise Information

[

Upload Documents

Attestation

Payment

Or drop files

Applications » Add Agent

Uplead Decuments

Step 13: Upon proceeding further, next is the Application’s Document Upload Screen

My Licenses Amendments s

Document Name

Document Description

Uploaded Files

# Certification of Good

Standing

A Certification of Goed Standing from the New Mexica
Secretary of State

* Verification of Limited
Liability Company (LLC)

A copy of the Certificate of Organization; OR A filed copy
of the Articles of Organization and any amendments
therato; OR A complete and fully executed Operating
Agreement listing all members and managers including
percentages of interest owned by each and any
amendments thersto; OR A copy of the Cartificate of
Registration for all Foreign Profit Companies (out-of-
state)

* Certification of
Registration from the
MNew Mexico Taxation
and Revenue
Department

A Certificate of Registration issued by the New Mexico
Taxation and Revenue Department (TRD) confirming
the applicant s registered with the TRD for gross
recelpts tax

Previous

You have the ability to upload multiple documents per requirement if necessary as well



Step 14: Click next to proceed to the Attestation Screen where a Signature and acknowledgement
checkbox is required to proceed. The Date will be auto-populated to today’s date
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CCD Intake

Cannabis Courier:

Pre-Screening Attestation

Intreduction
v Application Attestation

@ Business Information

@ Employee Information . . . . ) § o ‘ )
I hereby declare that the information contained within and submitted with the application is complete, true and accurate. I understand that a misrepresentation of

e fact or violation of these rules may result in denial of the license application or revocation of a license issued.
@ Questions

1 acknowledge that all application fees are non-refundable.
© Premise Information

Upload Documents

. Attestation * Applicant Name Date

Bt

® Payment 04/29/2024




Step 15: Last is the Payment Screen which provides a breakdown of the total amount due
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Cannabis Courier:

@ PreScreening Payment

@ Introduction

Select your mode of payment and click "Pay and Submit” to input your payment infarmation
©  Business Information Payments made with a Visa or Mastercard will be charged a 2 5% transaction fee. This is a fee impased directly by the bank, and no portion of the fee is paid to or
collected by the RLD. Payments mads by e-check will not result in any transaction fee.

@ Employee Information

uestions 2o Name itionsl Info mount
Q@ Questi Fee M. Additional Inf A
Premise Informati

@  Premise Information Application Fee Cannabls Courier 5250
© Upload Documents

Premises Fee MNumber of Unique Premises - 1 5100
@ Attestation
@ Payment Total Due 5350
@ Confirmation Message

* Mode of Payment

The amount to be paid is $350. You may not begin to grow cannabis until your application has been

approved.
Please click the Pay & Submit button to proceed with the payment

Pay and Submit

Click Pay and Submit upon reviewing the Amount Due and selecting a Mode of Payment:

- Credit Card
- E-Check
- Cashiers Check



CyberSource is then triggered where you will be required to populate your Billing information

Billing Information Your Order

* Required field

First Name * Total amount $350.00
[ Aleister ]

Last Name *

[crower |

Company Name
l Aleister Crowley ]

Address Line 1
l410Austin St

City

l Truth or Conseguences

Country/Region

l United States of America v]

State/Province

l Mew Mexico Vl

Zip/Postal Code

87901

Phone Number *

| l

Email *

l miwasscalls@yopmail.com l

Canecel Order

You MUST populate all required fields to proceed. Click next to go to the next step.



Payment Details =} Your Order
* Required field
Card Type * Total amount $350.00

O Visa

Card Number *

| ]

Expiration Month *  Expiration Year *
l Month VI l Year V]

O ! Mastercard

CVN*
This code is a three or four digit number printed on the back or front of credit

CIER

Back Next

Cancel Order

Review your Order

Payment Details

Card Type Visa
Card Number Xooooooneox 1111
Expiration Date 01-2029

Your Order
Subtotal 535000
Service fee 58.75

$358.75

Total amount

Ey clicking Pay. | agres to the Service Fee Terms & Conditions

Cancel Order




Once you click Pay, a new tab will open for 5 seconds displaying the below message

Congratulations!
Your payment has been processed successfully,
This window will be closed automatically in 5 seconds.

Once the 5 seconds are up, the tab will close and you will be routed back to the portal with a link to
route back to the home page.

Thank you! Your application has been submitted successfully.

You may check the status of your application by logging Into your Portal at any time. Department staff wlll contact you If additional
Informatlon or documentation Is needed to complete the review of your applicatlon. Once your application Is approved, you will recelve
an emall notifying you of the update and how you can access your records and a digltal copy of your license on the Portal. If you pald by
Credlt card or E-Check then you will recelve a recelpt from the payment processor, CyberSource, vla emall.

Back to Home



