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Analysis of Problem
A. Budget Request Summary
The Department of Consumer Affairs, Bureau of Cannabis Control (Bureau) requests $68.9 million
($68.2 million Cannabis Control Fund, $700,000 Reimbursements) and 42 positions in fiscal year
2020-21; $74.3 million($73.6 million Cannabis Control Fund, $700,000 Reimbursements and 79 positions
in 2021-22; $75.4 million($74.7 million Cannabis Control Fund, $700,000 Reimbursements)and
78 positions in 2022-23; and $57.7 million ($57 million Cannabis Control Fund, $700,000
Reimbursements) and 78 positions in 2023-24 and ongoing to address the ongoing licensing and
enforcement responsibilities assigned to the Bureau under Chapter 27, Statutes of 2017 (SB 94), also
known as the Medicinal and Adult-Use Cannabis Regulation and Safety Act (MAUCRSA).
The position authority requested reflects the difference between the Bureau’s current request and the
remaining position authority in FI$Cal beginning in 2020-21. In total, the requested funding supports
285 positions in 2020-21, 322 positions in 2021-22, and 321 positions beginning in 2022-23. In comparison
to 2019-20, the total positions upon full implementation in 2022-23 represents a net-zero change overall.
B. Background/History
Department of Consumer Affairs
The Department of Consumer Affairs (DCA) is the umbrella agency for 37 business and professional
licensing entities (collectively referred to as boards and bureaus) that regulate over three million
businesses and professionals in over 250 license categories, including, but not limited to commercial
cannabis, healthcare, automotive repair, residential and business construction, barbering and
cosmetology, and security services.
To fulfill its statutory responsibility to protect and serve California consumers, promote a competent and
fair marketplace, and protect professionals from unfair competition by unlicensed practitioners, the
DCA boards and bureaus license businesses and professionals, enforce professional standards, and
collect payments. Each board and bureau must license and regulate businesses and professionals in
accordance with its individual statutory authority under the Business and Professions Code, the
California Code of Regulations, or other enabling legislation.
Bureau of Cannabis Control
The laws related to commercial cannabis have evolved significantly over the last few years. Although
medicinal cannabis was legalized when voters passed Proposition 215 in 1996, medicinal cannabis was
primarily regulated at the local level and there was no statewide framework for the licensing,
regulation, and enforcement of commercial medicinal cannabis activity.
In late 2015 and early 2016, the Medical Cannabis Regulation and Safety Act (MCRSA) was established
through a series of bills passed by the Legislature, creating California’s first regulatory system for
cannabis at the state level. (Bus. & Prof. Code, § 19300 et seq.) The MCRSA established the Bureau of
Cannabis Control (known in that legislation as the Bureau of Medical Cannabis Regulation) under DCA
and created California’s first framework for the licensing, regulation, and enforcement of commercial
medicinal cannabis activity.
The Control Regulate and Tax Adult Use of Marijuana Act (AUMA) was established with the passage of
Proposition 64, a voter initiative, in November 2016. The AUMA legalized the non-medicinal adult use
of cannabis; established California’s framework for the licensing, regulation, and enforcement of
commercial nonmedicinal cannabis activity; and set a date of January 1, 2018, for the Bureau to start
issuing licenses.

In June 2017, the California State Legislature passed a budget trailer bill, SB 94, which integrated MCRSA
with AUMA and created the MAUCRSA (Bus. & Prof. Code, § 26000 et seq.). Under MAUCRSA, a single
regulatory system governs the cannabis industry (both medicinal and adult-use) in California. Under
MAUCRSA, the Bureau is charged with the licensing, regulation, and enforcement of the following types
of commercial cannabis businesses: distributors, retailers, microbusinesses, temporary cannabis events,
and testing laboratories. MAUCRSA mandated that the Bureau begin issuing licenses on
January 1, 2018.
Despite the timing limitations posed by the new law, having become effective in late June 2017, the
Bureau began issuing licenses for medicinal and adult-use cannabis activities in December 2017,
including retail, distribution, microbusiness, testing laboratories, and cannabis events, pursuant to the
Bureau’s emergency regulations, which were effective on December 7, 2017.
On June 6, 2018, the Bureau readopted its emergency regulations with modifications. On July 13, 2018,
the Bureau issued a Notice of Proposed Rulemaking and began a 45-day comment period on the
proposed regulations. After holding a series of public hearings during summer 2018, the Bureau
submitted its proposed regulations for review by the California Office of Administrative Law (OAL) on
December 3, 2018. The Bureau’s regular rulemaking regulations were subsequently adopted on
January 16, 2019.
Unlike most state government programs, the Bureau has been simultaneously starting from scratch on
multiple fronts, rather than being developed consecutively. The first Bureau staff member started in
February 2016 in an empty corner at the Department of Consumer Affairs’ building. The Bureau then
had to commence hiring its first staff, locating office space; enter into contracts for basic equipment
and services; create internal Bureau processes; conduct environmental review in compliance with the
California Environmental Quality Act; develop regulations; conduct a Standardized Regulatory Impact
Assessment related to the anticipated economic impacts of its regulations; design an online licensing
system; conduct necessary outreach to understand the commercial cannabis industry; collect
licensing cash payments for all three commercial cannabis licensing authorities; perform review of
temporary and annual license applications; conduct inspections; answer hundreds of public inquiries
received in its public email; and other operational activities.
At the time the Bureau first became operational, there was limited information available about the
licensee population that it would regulate. However, due to rapid and consistent changes in the law,
which frequently changed the scope of the Bureau’s authority, the Bureau’s operations have had to
change significantly over the past three years. For example, the Bureau was initially created to regulate
the medicinal cannabis industry; however, it was subsequently tasked with regulating adult-use
cannabis activity as well.
Although the cannabis industry continues to evolve, for purposes of this Budget Change Proposal, the
Bureau has been able to utilize the information it currently possesses about its licensee population and
its internal operations to better evaluate its continuous and ongoing budget needs. For the Bureau to
function effectively and meet its required statutory mandates, the requested core positions are
needed, as described below.
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C. State Level Consideration
As described above, MAUCRSA created the general framework for the regulation of commercial
medicinal and adult-use cannabis in California. This included identifying and establishing three state
licensing authorities, including the Manufactured Cannabis Safety Branch at the California
Department of Public Health and CalCannabis at the California Department of Food and Agriculture,
and the Bureau of Cannabis Control at the Department of Consumer Affairs. The Bureau is responsible
for licensing and conducting enforcement activities for all state commercial cannabis activities,
except for stand-alone manufacturing and cultivation operations. MAUCRSA also established a dual
licensing structure in which both the state and local governments participate in setting guidelines and
public health standards for the industry; the State sets minimum requirements that all licensees must
follow, and local governments are able to set additional requirements. The Bureau is also unable to
issue a license if issuing the license would not be compliant with local laws and regulations.
The mission of the Bureau is to regulate commercial cannabis activities to protect public health and
safety, while ensuring a regulated environment for commercial cannabis activity that does not impose
such barriers to perpetuate, rather than reduce and eliminate, the illicit market for cannabis.
The State of California has many important requirements and guidelines imposed by MAUCRSA and
the Bureau’s implementing regulations. To efficiently regulate the various commercial cannabis
licenses designated by the Legislature, the Bureau must maintain the proper level of staffing and
funding. Without adequate staffing and funding, the Bureau cannot effectively regulate its
commercial cannabis licensee population or protect public safety. The requested resources are
necessary to allow the Bureau to adequately and efficiently fulfill its statutory mandates.
D. Justification
EXECUTIVE DIVISION
The Bureau’s Executive Division is responsible for all statewide policy and procedures impacting
licensees, stakeholders, staff, and the public. The Executive division provides crucial oversight of the
Bureau’s divisions and its programs. The Executive Division also serves as the primary liaison with other
licensing authorities, the Legislature, and other state government entities on behalf of the Bureau. The
Bureau is requesting 13.0 positions for the purposes of providing executive oversight of and support to
the Bureau’s various programs.
The Bureau requests an exempt position to serve as the Bureau Chief in accordance with Business and
Professions Code 26010.5 (a) which states in part, “[t]he Governor shall appoint a chief of the bureau.”
The Bureau Chief is responsible for the oversight, policy, operations, and management of the Bureau.

The Bureau Chief represents the Bureau before the Legislature, advisory committees, media, and other
public forums.
The Bureau requests an exempt position to serve as the Deputy Chief in accordance with Business and
Professions Code 26010.5 (c), which states in part, “[t]he Governor may also appoint a deputy chief,”
that will provide general oversight of the activities of the Bureau. The Deputy Chief will assist the Bureau
Chief in formulating, implementing, and interpreting Bureau policies and procedures, and will act on
behalf of the Bureau Chief in their absence.
The Bureau requests an exempt position to serve as the Assistant Chief Counsel in accordance with
Business and Professions Code 26010.5 (c), which states in part, “[t]he Governor may also appoint…an
assistant chief counsel”. The Assistant Chief Counsel plans, organizes, directs, coordinates, and reviews
work performed by Bureau legal staff associated with the development, interpretation, application,
and enforcement of the laws, rules, and regulations associated with the Bureau.
The Bureau requests an exempt position to serve as the Assistant Chief of Communications, that will
develop the Bureau’s internal and external communication goals and create strategies for
accomplishing those goals. The Assistant Chief of Communications advises the Bureau Chief regarding
internal and external communications and interacts with media related to Bureau events, press
releases, and media inquiries. The Assistant Chief of Communications reviews, coordinates, and
manages requests for the Bureau Chief or other Bureau staff to participate in public forums, media
interviews, and other events.
The Bureau requests an exempt position to serve as the Assistant Chief of External and
Intergovernmental Affairs, that advises the Bureau Chief and executive management regarding
strategies and polices to engage external stakeholders and supports the implementation of cannabis
regulation. The Assistant Chief of External and Intergovernmental Affairs also creates, tracks, and
maintains relationships with external stakeholders to communicate the Bureau’s position concerns
regarding ongoing and emerging issues to diverse community organizations, stakeholders, and the
public.
The Bureau requests a Career Executive Assignment position to serve as the Assistant Chief of Licensing,
that will oversee the operation of the Bureau’s licensing program. The Assistant Chief of Licensing has
the responsibility of licensing program implementation and maintenance, including policy, operations,
and management oversight. The Assistant Chief of Licensing will plan, organize, and direct the Bureau’s
licensing program and serve as the principal advisor to the Bureau Chief and Deputy Chief regarding
licensing policy and procedures.
The Bureau requests a Career Executive Assignment position to serve as the Assistant Chief of
Enforcement that will oversee the operation of the Bureau’s enforcement program with responsibility
for program implementation and maintenance, including policy, operations, and management
oversight. The Assistant Chief of Enforcement will plan, organize, and direct the Bureau’s enforcement
program and serve as the principal advisor to the Bureau Chief and Deputy Chief regarding
enforcement policy and procedures.
To carry out mission-critical projects and provide administrative assistance to the Bureau Chief, the
Bureau is requesting six additional positions in the Executive Division including 1.0 Staff Services
Manager I Specialist (SSM I), 2.0 Associate Governmental Program Analysts (AGPA), 2.0 Staff Services
Analysts (SSA), and 1.0 Administrative Assistant (AA). These positions provide support to the Executive
Division by responding to sensitive inquires, reviewing outgoing communications, creating
correspondence, coordinating multidivisional efforts, compiling and analyzing data, assisting with
research and policy drafting, providing support to the Public Awareness Campaign and community
outreach activities, scheduling meetings, screening calls, and preparing and modifying travel
arrangements as needed.

LICENSING DIVISION
The Bureau’s Licensing Division is responsible for processing new applications for licensure, processing
renewals of existing licenses, and processing requests for modifications to existing licenses for
commercial cannabis retail, distribution, testing laboratories, microbusinesses and temporary cannabis
events. The Licensing Division is also responsible for collaborating with local governments throughout
the state on issues related to commercial cannabis activity, including equity, and acting as a liaison
between licensees and the California Cannabis Track and Trace System. The Licensing Division contains
three units that are responsible for the Bureau’s overall licensure program. This includes the Licensing
Unit, the California Cannabis Track-and-Trace (CCTT) Unit, and the Local Liaison and Equity Unit. The
Bureau requests 71.0 positions to address its licensing program’s workload needs, including 1.0 Staff
Services Manager III (SSM III) to supervise the daily activities of the licensing division under the Assistant
Chief of Licensing.
Licensing Unit
The Licensing Unit is responsible for the processing, review, and evaluation of all applications,
modifications, and renewals for licensure. These processes require constant communication with each
applicant regarding the requirements for licensure. It also requires regular communication with the
designated point of contacts of local jurisdictions to verify each applicant is compliant with their local
jurisdiction’s ordinances and regulations.
Each annual license application requires the applicant to submit extensive amounts of information for
the Bureau’s Licensing Unit’s review and analysis. A thorough and accurate review is necessary for
each application to promote public safety and consumer protection. Information that is submitted as
part of the application process includes: individual ownership information (including criminal history
information), business formation documents, financial documents, standard operating procedures,
leases, and premises diagrams.
There are many factors that affect the review and processing times. These timeframes are heavily
dependent on the amount of follow-up communication needed with the applicant, applicant
response times, and level of application complexity.
Consistent with MAUCRSA, the Bureau initially issued temporary licenses, which had fewer requirements
than annual licenses and allowed licensees to operate while they worked toward completion of their
annual license applications. Currently, most Bureau licensees are operating on provisional licenses,
which allows them to operate while certain annual licensure requirements are underway but not yet
completed. Based off the current licensing population, the Bureau anticipates receiving approximately
3,500 applications for annual licenses each year.
Requests for Modifications to an Existing License
If licensees wish to modify an existing license, they are required to submit such requests to the Bureau
for review and consideration. Common requests include, but are not limited to:
•
•
•
•
•
•
•

requests to add an additional commercial cannabis activity designation (e.g., adult-use or
medicinal) to an existing license;
requests to add or remove cannabis activities to or from an existing microbusiness license;
requests to physically modify an existing premises;
requests for disaster relief determinations;
requests to add owners to an existing license, which may involve multiple individuals and
background investigations;
requests to add or change financial interest holders to an existing license; and
requests to change contact information.

Requests for license modifications require a thorough review and analysis of associated licensure
documentation to determine whether the modification would require a new license or if the
modification should be approved for the current license. Modifications related to ownership may be
quite complex; such ownership changes may include several new owners that require additional
Bureau staff time to review qualifications for licensure. Additionally, many modification requests require

the Bureau to reach out to the local jurisdiction to confirm local compliance for the requested
change(s).
From July 1, 2019 to March 31, 2020, the Bureau received 1,486 requests for modifications to existing
licenses. Modifications to ownership, financial interest holders, and premises are common requests,
and requests that require significant staff time to process. For modifications to ownership or financial
interest holders, licensing staff review business formation documents, criminal histories and statements
of rehabilitation, and financial documents. As the commercial cannabis market develops and
acquires new investors, the Bureau expects to see an influx of modifications in owners and financial
interest holders. Additionally, as licensed cannabis businesses grow, the Bureau has found that
licensees are developing and modifying their premises. Licensees must submit a proposed premises
diagram and receive approval from the Bureau prior to making the modifications. Bureau staff will
review the premises diagram, determine if the modifications require a California Environmental Quality
Act (CEQA) review, review local approvals for the modifications, and in some cases inspect the
premises prior to authorizing the modifications.
Renewals
Commercial cannabis licenses are only valid for one year before renewal is required. Renewal of an
annual license consists of a completed renewal form, documentation demonstrating the licensee’s
gross revenue, documentation related to any changes to the original license application, and proof
of compliance with the required Division of Occupational Safety and Health (better known as
Cal-OSHA) training within 60 days of the expiration of their license. Upon review and approval of the
submitted renewal, the license fee is due. Provisional licenses may also be renewed so long as the
applicant is diligently pursuing the requirements for an annual license.
The Licensing Unit will need to thoroughly review each submitted renewal application and make an
appropriate determination. The Bureau anticipates it will need to review approximately 3,000 license
renewal applications based on the current number of licenses and the rate of applications received.
The Bureau requests 48.0 positions for the Licensing Unit, including 2.0 Staff Services Manager II (SSM II),
6.0 Staff Services Manager I (SSM I), 25.0 AGPAs, 8.0 Staff Services Analysts (SSA), 5.0 Program Technician
IIs (PT II), and 1.0 Office Technicians (OT).
Local Liaison and Equity Unit
It is the responsibility of the Local Liaison and Equity Unit to serve as the statewide point of contact for
local jurisdictions and to respond to regional issues regarding commercial cannabis activity. This
includes conducting training and outreach seminars to educate local jurisdictions on the state
regulatory program and licensing processes. The Local Liaison and Equity Unit obtains and maintains
all local jurisdictions’ commercial cannabis ordinances and regulations, as well as other critical
information, and makes it accessible to other state licensing authorities and Bureau staff to utilize in
performing their duties. The Local Liaison and Equity Unit is also responsible for overseeing the equity
grants awarded to specific local jurisdictions and serves as the statewide point of contact for local
equity programs regarding commercial cannabis activity within their jurisdiction.
The Local Liaison and Equity Unit also works with local jurisdictions to identify applicants, including equity
applicants, in need of additional technical assistance to complete the application process and
provides such assistance to applicants. This may require one-on-one review with applicants to assist
them in understanding the complexity of the application. For these applications, the staff will complete
the full application review conducted for all state licensure applications, which is more fully discussed
above.
Further, the Local Liaison and Equity Unit also develops and implements consistent state requirements
for temporary cannabis events. Bureau staff in the Local Liaison and Equity Unit will coordinate with
local jurisdictions regarding requirements for temporary cannabis events and engage in regular
communication with the applicants and licensees regarding specific event requirements. Event

applications will be reviewed by the Local Liaison and Equity Unit, which includes the diagram, security
procedures, event participant approval, local authorization, and other requirements. The Bureau
estimates approximately 52 event applications per year.
The Bureau requests 18.0 positions for the Local Liaison and Equity Unit including 3.0 SSM Is, 13.0 AGPAs,
1.0 OT, and 1.0 PT II.
Track and Trace Unit
Bureau licensees are required to record their commercial cannabis activity into the state Track and
Trace system. The Track and Trace Unit provides analytical and system support for the California
Cannabis Track and Trace (CCTT) Program, applicants and licensees. The Track and Trace Unit answers
questions and conducts research to provide licensees guidance on system use such as enabling
program permissions, password resets, and updating the designated Account Manager.
The Track and Trace Unit identifies, tracks, and creates reports regarding system issues, monitors the
system’s internal and external interface, as well as credentialing reports, to verify all Bureau applicants
have registered for the required CCTT Account Manager training and licensees are operating within
the Track and Trace System.
Track and Trace Unit staff works with the other licensing authorities, stakeholders, and vendors on system
development. This includes providing recommendations and requests for process, program, and
system enhancements related to usability and changes in the law. The staff reviews and provides
feedback on CCTT related guides, training, and tools to ensure they are compliant with Bureau
regulations and participates in outreach trainings related to the CCTT program.
The Track and Trace Unit collects and analyzes data to perform trend analyses and anticipate future
program needs. It also reviews, tracks, distributes, and develops parameters for CCTT system
notifications to ensure they are provided to the appropriate internal staff. The Track and Trace Unit also
develops procedures and training for Bureau staff on CCTT system usage and monitoring processes.
The Bureau requests 4.0 positions for the Track and Trace Unit, including 2.0 AGPAs, and 2.0 SSAs. The
Track and Trace Unit will share the same SSM I that supervises the Equity Unit. The Bureau also requests
1.0 SSM II to supervise the Local Liaison and Equity Unit, and Track and Trace Unit, for a total of
5.0 positions.
ENFORCEMENT DIVISION
The Bureau’s Enforcement Division is responsible for processing all complaints submitted to the Bureau,
conducting inspections, investigating violations of law and regulation by licensed and unlicensed
persons, and partnering with other licensing and law enforcement agencies throughout the state. The
Bureau requests 132.0 positions to conduct its enforcement activities.
Complaint Unit
The Complaints Unit receives, reviews, and processes complaints received by the Bureau through
public counter assistance, phone calls, letters, emails, and its online complaint form. The number of
complaints received by the Bureau has increased since its inception. During the first five months of
2018, the Complaint Unit received approximately 155 complaints per month, for a total of
778 complaints. In the second half of 2019, from July 2019 to December 2019, over 2,100 complaints
were received, and in the first three months of 2020 alone, the Bureau received 1,073 complaints. This
increase in number of complaints is expected to continue to grow with the increased number of annual
licenses issued, as well as the continued activities of the unlicensed market.

Specifically, the Complaint Unit has seen an increase in the number of complaints against licensed
entities regarding advertisements. It is expected that these types of complaints will increase due to the
number of new licenses that will be issued with the number of current licensee’s finding new and
innovative ways to conduct marketing and advertising. There has also been a steady increase in the
number of complaints relating to non-compliant cannabis goods. With the increase in new licenses,
the Complaint Unit expects to see an increase in these types of complaints, as well.
Once a complaint is received, the Complaint Unit performs a cursory investigatory review to determine
if the case can be completed in the Complaint Unit or whether it should be referred for internal
investigation or to another agency. This includes gathering information such as identifying persons of
interest, locating copies of advertisements, identifying addresses, and if available gathering statements
from complainants and other parties involved. These reviews can range from minor to more serious
violations that need further investigation by the Investigations Unit or by sworn investigators.
When appropriate, the Complaint Unit conducts the entire investigation and takes appropriate action
to make sure the violation is corrected. Complaint Unit investigations relate to violations of the Bureau’s
regulations. Complaints that are identified as requiring further investigation, including field
investigation, of licensed activity are referred to the Bureau’s Investigations Unit.
When a complaint is received regarding unlicensed commercial cannabis activity, in addition to the
cursory investigatory review, the Complaint Unit issues a cease and desist letter. These letters are
designed to place the person engaging in the unlicensed conduct on notice that a license is required
for their activity and to try to gain compliance. As of March 2020, the Bureau has issued more than
4,470 cease and desist letters and expects the number of cease and desist letters it issues to continue
at the same level.
If the matter involving unlicensed activity cannot be resolved at the Complaint Unit level, they are
referred for investigation by peace officers. Previously, the Bureau had been referring these cases to
the Department of Consumer Affairs’ Division of Investigation Cannabis Enforcement Unit (CEU) as
required. Between May 2018 when the Bureau began referring cases to CEU and December 2018, the
Bureau processed and completed preliminary investigations for 776 cases related to unlicensed
activity. In the first seven months of 2019, the Bureau processed and completed preliminary
investigations for 1,699 unlicensed cases. This is a significant 54 percent increase in the number of cases
processed related to unlicensed activity. Between July 2019 and April 2020, 552 cases were referred to
CEU. The number of these cases are expected to increase as the number of licensed entities and
unlicensed complaints continue to grow.
Unlicensed complaints will now be handled by the Bureau’s sworn investigators (see below); however,
the Complaint Unit will continue to send cease and desist letters and actively conduct the cursory

investigatory review of the complaints by gathering information such as identifying persons of interest,
locating copies of advertisements, identifying addresses, and if available, gathering statements from
complainants and other parties involved. Also, after the investigation has been referred to the sworn
investigators, the Complaint Unit continues to monitor the investigation and send updated information
that it receives or discovers.
Additionally, the Bureau is seeing an increase in the number of police reports and diversion notifications
it receives. In the first quarter of 2020 approximately 150 reports were received, compared to
approximately 100 reports received in 2019. This number is expected to increase due to the increase in
the number of licensees. Also, with the increased and continuous partnerships with local law
enforcement agencies, it is expected that the Bureau will continue to receive and see an increase in
the number of police reports and diversion notifications received that may not be reported by the
licensee.
Currently, the seven Enforcement AGPAs, in addition to processing new complaints, are individually
maintaining a complaint caseload. The Bureau’s Complaint Unit is requesting three Complaint Unit
Special Investigators to review and investigate incoming complaints that are received daily. The SSA
will also assist in reviewing and analyze incoming complaints to confirm jurisdiction and help streamline
the complaint process. Finally, the Bureau will need one Supervising Special Investigator I to supervise
the three Special Investigators, AGPA, SSA, and PT II; and one SSM I to supervise and review the AGPAs’
work load as well as an Office Technician (OT) to support the SSM I.
To effectively review and process complaints, the Bureau is requesting 15.0 positions including
7.0 AGPAs, 1.0 SSA, 1.0 SSM I, 1.0 PT II, 1.0 OT, 1.0 Supervising Special Investigator I, and 3.0 Special
Investigators.
Investigations Unit
The Investigations Unit performs Bureau inspection of licensed premises and temporary cannabis
events, conducts field investigations related to violations of law and regulation, and coordinates with
local jurisdictions and law enforcement agencies as needed.
Complaints pertaining to Bureau licensees are referred from the Complaint Unit to the Investigations
Unit for further investigation. The Bureau has seen an increase in complaints, which has led to an
increase in investigations. A total of 101 investigations were opened in 2018 and a total of
203 investigations have been opened as of July 2019, an increase of 50.2 percent thus far compared
to 2018. Between July 2019 and April 2020, the Enforcement Unit has closed over 2,700 cases and
investigations.
While conducting investigations, the Special Investigators inspect premises, review cannabis goods for
compliance, and handle cannabis goods that the licensee voluntarily surrenders. The Investigations
Unit staff are also responsible for identifying, gathering, assembling, evaluating, and preserving
statements, affidavits, and other evidence for use in disciplinary actions. The OTs will provide support
to the Investigations Unit by performing clerical work, making travel arrangements, processing travel
claims, and other related tasks.
In addition to investigating complaints, the Investigations Unit performs compliance inspections of
licensed premises unrelated to complaints. These inspections validate that the cannabis goods sold to
consumers are compliant with the requirements established by MAUCRSA and the regulations adopted
by the three licensing authorities, that licensed premises are safe, and that the licensee is complying
with rules and regulations. To help preserve public health and safety, the Bureau has determined that
it is necessary to inspect licensed premises. As of early April 2020, the Bureau had approximately
2,395 licensed premises, including 956 retailers, 999 distributors, and 260 microbusinesses. In addition to
the quality assurance inspections done on microbusinesses, distributors, and testing laboratories
described below, the Investigations Unit also conducts inspections on retailers. Because retailers are
consumer facing, it is vital that the Bureau verifies retailers are complying with the regulations. The

Investigations Unit reviews retailers’ records and practices for activities such as accepting inventory,
verifying customer identification, tracking daily sales limits, and making customer deliveries.
Following an investigation or inspection, the Bureau’s special investigators prepare a report detailing
their activities and findings. They may also prepare citations and Notices to Comply for violations of
MAUCRSA and the Bureau’s regulations. A total of 54 Notices to Comply were issued to licensees in
2018. A total of 164 Notices to Comply were issued in 2019, an increase of approximately 300 percent
thus far over 2018. After the issuance of a Notice to Comply, if the licensee does not come into
compliance, a disciplinary action may be recommended.
The Investigations Unit is also responsible for monitoring activities at temporary cannabis events. A
temporary cannabis event is an event where cannabis goods may be sold by licensed retailers for
consumption on site by consumers. These events may be up to four days in length and are often held
over the weekend. To confirm that temporary cannabis events are held in compliance with MAUCRSA
and the Bureau’s regulations, the Bureau has determined it is necessary to have staff members on site.
The Bureau assigns an average of six special investigators to each temporary cannabis event
depending on the size of the event and each assigned special investigator works approximately
24 hours per event. Since January 2019, the Bureau has issued licenses for 24 temporary events. Prior to
2019, temporary cannabis events could only be held at a county fair event or a district agriculture
association event. However, beginning January 1, 2019 events may be held at any venue approved
by the local jurisdiction. With the vast expansion in locations where events can be held, the Bureau has
seen an increase in applications for event organizers and events. As of April 2020, there are 90 active
event organizer licenses. These licenses are required to apply for and be issued a temporary event
license. With the number of event organizer licenses, the Bureau expects to issue approximately
52 temporary cannabis event licenses per year.
Additionally, the Investigations Unit is responsible for reviewing failed batches of cannabis goods. All
batches of cannabis goods must undergo laboratory testing. If a batch does not meet the
requirements established in the Bureau’s regulations, then the distributor must destroy the batch or
arrange to have the batch remediated. To prevent diversion of cannabis goods, the Bureau has
determined that it is necessary to correspond with licensees regarding their plans for destruction as well
as reviewing the surveillance video of the destruction and associated records. Investigators spend an
average of 3.5 hours per failed batch case. The Bureau currently has a batch failure rate of
approximately six percent. Based on the current rate of batch failures and the number of tests being
performed monthly, the Bureau estimates it will review approximately 3,500 failed batches per year.
As of March 2020, there have been over 335,000 transfers of cannabis goods by distributors. With the
implementation of Track-and-Trace and the METRC system, the Investigation Unit also utilizes and relies
on the METRC system to follow-up on complaints and investigations to validate that licensees are
adhering to the track-and-trace requirements. This includes reviewing transfer manifests within the
METRC system that track the movement of cannabis goods in the supply chain and minimizing the risk
of inversion and diversion of cannabis goods. With the continual expected growth of new licenses
issued by not only the Bureau of Cannabis Control but, also from the California Department of Public
Health (CDPH) and the California Department of Food and Agriculture (CDFA); this will increase the
amount of cannabis goods that are being moved into the regulated market.
The Investigations Unit is also responsible for ensuring that the requirements in MAUCRSA relating to
quality assurance monitoring are met. The Investigations Unit is responsible for reviewing distributors and
microbusinesses authorized to engage in distribution practices related to quality assurance review,
arranging for laboratory testing, packaging and labeling, and collecting and paying taxes. The
Investigations Unit also partners with the Laboratory Unit to conduct inspections of testing laboratories.
The Investigations Unit verifies that licensed distributors and microbusinesses authorized to engage in
distribution are complying with requirements for conducting quality assurance, packaging and
labeling, and arranging for laboratory testing and collecting and remitting tax payments in

compliance with the law. To determine whether licensees are complying, the Investigations Unit will
conduct an inspection and review the licensees’ records. The Investigations Unit verifies that cannabis
goods are tested for regulatory compliance, by reviewing the testing practices and by reviewing
Certificates of Analysis. Following the inspections and review of records, the Investigations Unit prepares
inspection reports and Notices to Comply to licensees informing them of deficiencies in their operation
and requiring them to remedy deficiencies. The Investigations Unit also assists licensees by helping them
come into compliance when deficiencies are detected.
To conduct its operations related to these investigations, Investigations Unit staff will team with an
Environmental Scientist from the Laboratory Unit and an Associate Management Auditor. The
Investigations staff works cooperatively and in conjunction with the California Department of Tax and
Fee Administration, Bureau peace officers, and other state and local agencies. The OTs will provide
support to the Investigations Unit by performing clerical work, making travel arrangements, processing
travel claims, and other related tasks.
The Investigations Unit also provides training to local law enforcement, due to the unique nature of
regulating cannabis goods, which is geared toward assisting these entities with understanding the
Bureau’s requirements for commercial cannabis activity. The training for law enforcement includes
confirming licensure, understanding and reviewing manifests, transportation requirements, best
practices for inspecting transport and delivery vehicles, and Trace and Trace system information.
The Investigations Unit requests 30.0 positions, including 2.0 Supervising Special Investigator II,
4.0 Supervising Special Investigator Is, 18.0 Special Investigators, 3.0 Associate Management Auditors,
2.0 OTs, and 1.0 PT IIs.
Peace Officer Investigations Unit
Currently, the Bureau does not have its own peace officer positions. As previously discussed, the Bureau
refers complaints related to unlicensed activity for investigation to CEU and must use CEU for peace
officer required activities. However, to effectively enforce the provisions of MAUCRSA, it is necessary
for the Bureau to have its own sworn peace officers so the Bureau can have a comprehensive and
integrated enforcement program.
The Bureau’s peace officers will handle investigations related to unlicensed and criminal activity,
complex licensed activity investigations, assist special investigators when their inspections and
investigations involving activities necessitating peace officer authority, and partner with other law
enforcement agencies. The Bureau requests 87 peace officer and support staff positions for the Peace
Officer Investigations Unit.
The complaints currently referred to and not completed by CEU would be handled by Bureau peace
officers. Based on information from CEU, there are approximately 2,200 cases to investigate, and cases
take an average of 149 hours to complete. With a total of 58 positions but only 30 field investigators,
approximately 360 cases can be completed annually leaving a current backlog of 1,860 cases. CEU
needs 30 additional field investigators to clear this backlog. As discussed previously, in the first seven
months of 2019, the Bureau processed and completed preliminary investigations for 1,699 unlicensed
cases; therefore, the Bureau anticipates the number of cases for peace officer investigation to, at a
minimum, continue to exceed 2,000 annually. It is important to note that this number does not include
peace officer assistance or investigation of licensees that require investigation by those with peace
officer authority.
Additionally, rather than having to rely on CEU or other agencies for necessary law enforcement
services critical to the Bureau’s enforcement program, the Bureau’s own peace officers will perform
these services. Bureau sworn peace officers will aid the Bureau’s special investigators in conducting
necessary in-depth investigations of licensed commercial cannabis businesses to determine if they are
acting in compliance with applicable laws and regulations. Currently, in conducting enforcement
operations, Bureau investigators often discover illegal or non-compliant cannabis goods, firearms

onsite at licensed premises, and persons engaging in illegal activity. MAUCRSA provides peace officers
with the authority to seize cannabis, but special investigators cannot. As of June 1, 2019, CEU seized
over 3,600 pounds of illegal cannabis goods, worth an estimated $27,000,000 from just 158 closed
cases. Over a 3-day period in December 2019, CEU served search warrants on 24 unlicensed locations
in the Los Angeles area, resulting in the seizure of $8.8 million in cannabis and cannabis products. The
authority to arrest persons engaging in illegal activity or verify that a person properly possesses a firearm
also does not extend to special investigators. Additionally, in cases where the Bureau has discovered
minors in possession of cannabis goods without a valid medical recommendation permitting such
possession, its special investigators have no authority to seize the cannabis goods or detain the minor
to contact the minor’s parents or guardian. Other situations when it may be necessary for Bureau staff
to take possession of cannabis goods include when it is subject to recall or embargo, subject to
destruction, or must be preserved related to enforcement.
Currently, Bureau special investigators must try to find an available and willing law enforcement officer
to assist them, which puts public safety at risk by diverting law enforcement from other public aid. With
its own peace officers, the Bureau can more effectively manage safety issues in the field and make
sure seized or surrendered cannabis is transported in the safest way possible.
The Bureau must also have peace officers to conduct undercover investigations and write search
warrants for areas outside of the licensed premises. Bureau staff are currently unable to obtain
undercover driver licenses because they are not peace officers. This prevents Bureau staff from being
able to make purchases for non-compliant cannabis goods without using their personal driver license.
Additionally, Bureau staff are unable to write search warrants, which has created a problem for Bureau
staff in investigating premises where unlicensed rooms are discovered, and it is suspected that
unlicensed commercial cannabis activity is taking place in the unlicensed rooms. The Bureau currently
must request that law enforcement or CEU write a search warrant, which creates a delay in the
investigation and gives the suspect time to remove the evidence of unlicensed commercial cannabis
activity. Based on the CEU’s experience, investigations related to unlicensed commercial cannabis
activity are proving to be extremely complex due to the widespread and relatively sophisticated
nature of crimes associated with unlicensed cannabis businesses. Some of the law enforcement tools
that would be directly available to the Bureau through sworn staff include: surveillance, undercover
operations, search warrants, arrest warrants, and bank seizure warrants.
Further, without peace officers, the Bureau does not have direct access to the Western States
Information Network (WSIN), which provides critical criminal intelligence information as well as case
and event de-confliction information about persons and locations under investigation by law
enforcement and regulatory agencies in states that have regulated commercial cannabis activity.
Access to WSIN is limited to agencies that have peace officer authority, thus the Bureau has been
unable to check WSIN to determine if another law enforcement agency is investigating a particular
person or location. This inability to check WSIN has led to law enforcement frustration in cases where
investigations by the Bureau have overlapped with law enforcement investigations, resulting in
duplicated efforts. With the addition of peace officer positions, the Bureau would be able to access
WSIN, and the Bureau could more efficiently coordinate investigations with regulatory agencies in
other states in cases where an entity or person is licensed to conduct commercial cannabis activity in
multiple states.
Bureau peace officers will partner with law enforcement agencies in cannabis operations to provide
expertise, support, and validate that proper documentation is occurring in cases involving Bureau
licensees or regulations. The unique nature of regulating cannabis goods will require sworn peace
officers with very specific knowledge of the Bureau’s regulations for cannabis licensees. Law
enforcement already reaches out to the Bureau for guidance about the Bureau’s regulations to
determine if a person is conducting compliant commercial cannabis activity. The sworn peace officers
within the Bureau will be responsible for empowering local law enforcement with training on new
cannabis laws and regulations, cannabis investigative techniques, early intervention and prevention
techniques involving minors, human trafficking prevention and intervention during cannabis

investigations, and implementing a records management and data collection system related to
cannabis violations within local law enforcement agencies.
Another enforcement priority of the Bureau’s sworn peace officers will be to reduce youth access to
cannabis goods. The Bureau’s approach will include conducting minor decoy and delivery sting
operations of licensed retailers to confirm deliveries of cannabis goods are in compliance with
regulations by verifying the age and identification of the customer and conduct delivery stings in
response to complaints of unlicensed delivery businesses. In addition, the Bureau will conduct trainings
for local law enforcement personnel on how to conduct minor decoy operations of licensed and
unlicensed businesses and partner with them on these operations in response to complaints.
To effectively supervise peace officer investigators, the Bureau will require three Supervising
Investigator II positions to review work of subordinate investigators, review highly sensitive reports,
consult with, oversee day-to-day operations, assist, and make recommendations to, the Assistant Chief
of Enforcement, and plan, organize and direct the work of staff. The Bureau will also require
nine Supervising Investigator I positions to conduct more difficult or confidential investigations, perform
supervisory review of reports and other staff work, assist in planning and direction investigation
program, assign and supervise work, and make recommendations to the supervising investigators.
To combat unlicensed activity, the Peace Officer Investigations Unit requests 87.0 positions including
1.0 Deputy Chief, 3.0 Supervising Investigator II, 9.0 Supervising Investigator I, 63.0 Investigators (sworn),
1.0 SSM I, 2.0 AGPAs, 2.0 SSAs, and 6.0 OTs.
TESTING LABORATORY DIVISION
The Bureau currently has scientific staff tasked to oversee the licensing and enforcement of testing
laboratories within its licensing and enforcement programs. Based on the Bureau’s experiences over
the last three years, the Bureau has determined that it would be more efficient to have a dedicated
laboratory unit as most of the tasks between the separated units overlap. The Bureau requests
19.0 positions for the purposes of aligning scientific staff tasked to regulate the testing laboratory
licensees.
The laboratory unit will verify that all licensed testing laboratories are operating in compliance with
MAUCRSA and the Bureau’s regulations to protect consumers and public health. In order to
accomplish this, the laboratory unit will review scientific documentation related to the licensure of
testing laboratories and evaluate whether testing laboratories are adequately performing regulatory
compliance testing in accordance with the applicable laws, regulations, and valid scientific principles.
The Bureau estimates that there will be 75 testing laboratories by 2020-21 based on the current number
of licensed testing laboratories and the current number of pending applications for testing laboratory
licensure. To date, the Bureau has issued licenses to over 49 testing laboratories. The Bureau has
continued to receive new testing laboratory applications and expects the number of licensed testing
laboratories to continue rising over the next few years.
The laboratory unit will review required testing laboratory application materials, including test method
standard operating procedures (SOPs), method validation reports, and iso/iec 17025 accreditation.
This information must be tracked and reviewed for each new laboratory application, as well as each
time a licensed testing laboratory makes modifications or updates to their testing methods and/or sops.
Each testing laboratory application will have a minimum of eleven or twelve sops and a minimum of
seven or eight chemical and/or microbial method validation reports that will each require a complex
technical review performed by the Bureau’s scientific staff. The review and analysis of sops will require
the Bureau’s scientific staff to confirm that testing laboratory SOPs meet minimum requirements. Review
of method validation reports will include review and analysis of the corresponding raw data, including
instrument chromatograms, calibration curves and calibration data, as well as laboratory quality
control sample results. Additionally, Bureau scientific staff will need to determine whether a testing
laboratory has obtained iso/iec 17025 accreditation as required by MAUCRSA and the Bureau’s

regulations. Bureau scientific staff will determine whether additional scientific and procedural
information from the applicant is necessary to complete the scientific review process and to determine
if a license should be issued. The laboratory unit will also conduct pre-licensure visits to testing
laboratories that have applied for a license but have not yet received a license. Detailed inspection
reports will be prepared based on information gathered from the site visit and staff will make
recommendations for licensure based on their findings.
The laboratory unit will also be tasked with reviewing regulatory compliance certificates of analysis
(COAs) for completeness, correctness, and compliance. Licensed testing laboratories are required to
generate a COA for each representative sample that is analyzed and must submit the COA results to
the Bureau within one business day of completing the analyses. The laboratory unit will track and review
the submitted COAs to determine whether they are in compliance with the Bureau’s regulations. For
COAs that are not compliant or are missing required information, Bureau scientific staff will need to
contact the laboratory for additional information and follow-up with requests for additional information
as needed. The laboratory unit receives approximately 50 regulatory compliance COAs from each
licensed testing laboratory per week. As the Bureau anticipates 75 licensed testing laboratories, the
Bureau expects to receive 195,000 COAs per year for tracking and review.
The laboratory unit will also review COAs to determine whether the correlating batch has passed or
failed regulatory compliance testing standards. Considering the current fail rate of six percent and an
expected 195,000 COAs per year, the laboratory unit will be responsible for tracking an estimated
11,700 failed batches per year. This includes a review of the failed COA results, as well as the review
and assessment of the associated documentation for remediation or destruction of the batches.
Laboratory unit staff will notify distributor licensees of failed regulatory compliance tested cannabis
goods batches to make sure these commercial cannabis goods do not enter the retail market. The
laboratory unit will also verify corrective action plans related to remediation or destruction of failed
batches are completed in compliance with MAUCRSA and the Bureau’s regulations.
To assure that licensed testing laboratories continue to operate in compliance with MAUCRSA and the
Bureau’s implementing regulations, the laboratory unit will conduct inspections at all licensed testing
laboratory premises biannually. Inspections will consist of interviewing testing laboratory licensees and
their employees, reviewing the laboratories’ testing processes, ensuring the laboratories use current
sops, and verifying laboratory instrumentation calibration and reviewing equipment maintenance
records. Additionally, Bureau scientific staff will work with testing laboratory licensees to educate them
about best business practices to promote compliance. Bureau scientific staff will document findings
from the inspection and compose detailed, comprehensive inspection reports, and if needed, will
initiate a formal investigation based on the findings. The laboratory unit will coordinate with the
Bureau’s enforcement division regarding licensed testing laboratories operating out of compliance
and will conduct follow-up audits or assist with enforcement actions.
Another central task for the laboratory unit will be the review and analyses of scientific documents and
data packages associated with regulatory compliance testing of cannabis goods batches. The data
review may occur as an outcome of a recent inspection, result of an enforcement action or complaint,
or related to proficiency test results. The laboratory unit staff will independently evaluate laboratory
data packages, including instrument raw data, instrument test methods with parameters, calibration
data, and other pertinent information related to the laboratory analyses. Bureau scientific staff will
develop and apply knowledge of laboratory sops for the operation of various instruments including
gas chromatography/mass spectrometry, liquid chromatography/mass spectrometry, high
performance liquid chromatography, inductively coupled plasma mass spectrometry, polymerase
chain reaction detectors, and other instrumentation required to complete regulatory compliance
testing. Additionally, Bureau scientific staff will independently identify problems and reporting
inconsistencies, develop and recommend appropriate courses of action, and conduct critical and/or
sensitive scientific investigations and studies. Bureau scientific staff will also review data for accuracy
and compile analytical results to generate formal summary reports for review for completeness and
correctness.

The Bureau requests 19.0 positions for the Laboratory Division including 1.0 Environmental Program
Manager (supervisory), 3.0 Senior Environmental Scientist, Supervisors, 1.0 Senior Environmental Scientist
(specialist), 1.0 Research Scientist III (chemical), 10.0 Environmental Scientists, 2.0 SSA, and 1.0 AGPA.
LEGAL DIVISION
The Legal Division is responsible for providing the full range of legal services to the Bureau that include
representation, consultation, document preparation and review, as well as ensuring licensees are
compliant with the California Environmental Quality Act (CEQA). The Bureau requests 13.0 positions for
the purposes of providing appropriate legal representation and providing advisement on the
application of regulations and laws.
The Bureau’s Legal Division is tasked with providing legal support to the Bureau under the supervision
of the assistant chief counsel. The Legal Division provides advice and guidance to the Bureau chief,
executive management, and other Bureau staff regarding legal issues that develop during the
Bureau’s day-to-day operations. The Legal Division also reviews and analyzes legislation that impacts
the Bureau and makes recommendations based on that analysis.
The Legal Division is responsible for reviewing and responding to federal and state subpoenas and
requests under the public records act (PRA). The Bureau needs 2 AGPAs to coordinate PRA and
subpoena responses. Under the leadership of the Legal Division Attorney IIIs, the AGPA reviews
requests, gathers responsive documents, and makes necessary redactions. The Attorney IIIs are
responsible for reviewing the responsive documents, ensuring necessary redactions are made, and
responding to the request. Between January 2018 and April 2020, the Bureau received more than
500 PRA requests. While the Bureau received some PRA requests prior to issuing licenses, most requests
received have occurred after licensing began in December 2017. Based on this pattern, the Bureau
expects to continue seeing an increase in PRAs and subpoenas as more licenses are issued.
The AGPAs are also responsible for coordinating grant funding activities, including reviewing and
monitoring the grant funding distributed pursuant to the cannabis equity act. This includes interfacing
with the public and stakeholders on questions and inquiries related to grant funding, as well as assisting
in the development of guidelines and applications for the grant funding.
The Legal Division is also responsible for reviewing licensing applications to verify that legal requirements
are met. This includes reviews related to the requirements under CEQA. MAUCRSA and the Bureau’s
regulations require extensive disclosure of ownership and financial interests as well as business
formation documents, operating agreements, and commercial leases. Many of the Bureau’s
applicants have complex, multi-layer ownership structures, including foreign ownership and investment
that require review by experienced senior attorneys to identify all individuals that need to be disclosed
as owners or financial interest holders. Due to the complexity of required ownership and financial
interest disclosures, the Bureau has determined that it needs an Attorney IV as well as Attorney IIIs to
conduct review of licensing applications.
The Legal Division is also responsible for reviewing enforcement investigations and documents such as
notices to comply. As previously mentioned, Bureau licensees must make extensive disclosures in their
applications under the penalty of perjury. An important aspect of enforcement is reviewing a licensee’s
operation and documents such as operating agreements, business formation documents, and
CAL-OSHA compliance to confirm that the licensee was truthful in the application and has complied
with requirements after licensure. The Bureau will need an Attorney IV and Attorney IIIs to review
enforcement actions for legal sufficiency and to represent the Bureau in administrative actions.
While the Bureau adopted regulations to implement MAUCRSA in January 2019, the statutes related to
the Bureau and commercial cannabis activity will continue to evolve and change. Thus, the Bureau
will need to adopt new regulations and amend current regulations each time a regulation is impacted
by changes to the underlying statutes. Following the passage of MAUCRSA, the Legal Division

researched, drafted, and guided through the adoption process regulations pursuant to the
Administrative Procedure Act to implement the state-wide licensing and enforcement of commercial
cannabis businesses in California. The process of adopting the regulations included holding three
public hearings and responding to over 8,000 comments. Attorney Is, as well as more senior Attorneys,
will conduct legal research, draft regulations, and draft regulatory documents. If the changes to
regulations implicate an environmental assessment under CEQA, the Legal Division will again be for
overseeing the Bureau’s CEQA compliance for the adoption of its regulatory program.
The Attorney Is will also conduct low level CEQA review. The Bureau also utilizes the Attorney Is to
respond to correspondence from the public, licensees, stakeholders, and other government agencies.
Currently the Bureau receives hundreds of emails each month regarding the Bureau’s licensing
program, the regulations, and enforcement efforts. Due to the complexity of regulating a new
commercial market, the Bureau has found it necessary to have the Legal Division assist with responding
to most of the Bureau correspondence.
The Legal Division is responsible for organizing and staffing the cannabis advisory committee meetings.
Since November 2017, the Bureau has convened 11 cannabis advisory committee meetings and
24 subcommittee meetings. The Bureau’s legal secretary is responsible for communicating with more
than 20 committee members regarding travel arrangements and prepares travel reimbursements for
the committee members. The SSA is responsible for communicating with the chair and vice chair of the
advisory committee regarding agendas for each meeting and subcommittee meeting and preparing
minutes for each meeting. Additionally, the SSA and legal secretary serve as facilitators for regular
meetings and subcommittee meetings. The Bureau’s senior attorneys attend committee meetings and
subcommittee meetings where they serve as counsel to the committee and subcommittees and are
responsible for ensuring compliance with the Bagley Keene open meeting act and the Americans with
Disabilities Act. The senior Attorneys also review recommendations from the committee and advise the
Bureau Chief on the legality of the recommendations.
The Bureau utilizes Attorney IIIs to address complex legal issues related to local control, CEQA, and to
provide advice on requests under the public records act. The Attorney IIIs are needed to advise on
issues associated with local ordinances and regulations, including whether issuing a requested state
license violates these laws. Lastly, as stated above the Bureau utilizes Attorney IIIs to assist with review
of the most complex applications such as those containing multi-layer organizational structures and
foreign corporations.
The Bureau has determined that based on the broad scope of work that the Legal Division is responsible
for, an Attorney IV is necessary to conduct research in complex and emerging areas of law, provide
advice on a broader range of legal issues, draft and review legal documents and responses, liaising
with the Attorney General’s office regarding Bureau matters, and provide legal support to the licensing
and enforcement units. The Attorney IV is necessary for the most complex legal issues such as those
relating to advertising, tax collection by licensees, and the issuance of licenses on tribal lands because
they raise complex constitutional issues only the most experienced Attorneys will be able to address.
The Attorney IV is also needed as an expert in privacy laws and to provide legal advice on the most
complicated enforcement cases. The Attorney IV will also need to work with the Attorney General’s
office on cases that are appealed to the panel, Supreme Court or courts of appeal, as well as legal
court challenges to statute and regulations.
Additionally, cannabis laws are new and emerging. Bills proposed by the Legislature that impact the
Bureau are analyzed by the Bureau’s most senior attorneys to determine what the fiscal impact on the
Bureau will be if the bill is passed. The complexity of this analysis is heightened by the fact that the
commercial cannabis market is new, thus there is limited data that can be used to make projections
on the fiscal impact of a bill on the Bureau. Attorneys with the experience required of an Attorney IV
will be critical for the Bureau to address issues that come from a rapidly developing body of law. The
Attorney IV must address conflicts arising with federal law and keep the Bureau chief and assistant
chief counsel apprised of changes to state law, federal law, tribal law, international law, and the laws

in other cannabis jurisdictions throughout the country. The Attorney IV will work on the most
complicated and sensitive issues and will be responsible for communicating and working with other
states’ attorneys regarding cannabis issues and laws that affect all cannabis-licensing agencies.
Additionally, the Attorney IV is necessary to serve in a lead capacity to the Attorney Is and IIIs and to
assist the assistant chief counsel by serving as their backup and representing the Bureau at high-level
meetings such as those with other agencies and the governor’s office and representing the Bureau at
public meetings, conferences, and events.
The Bureau’s Legal Division also contains the Bureau’s CEQA unit which is responsible for ensuring the
Bureau’s issuance of licenses satisfies the requirements of CEQA. The Bureau’s CEQA unit is tasked with
reviewing the applicant’s CEQA-compliant documents prior to issuing a license; reviewing local laws
and regulations supplied by the local jurisdiction to determine the applicant’s compliance; liaising with
local jurisdictions to gather this information; and consulting with local jurisdictions when questions arise.
The Bureau’s CEQA unit will be charged with reviewing local ordinances and licensing requirements.
From January 2018 onward, the CEQA unit has reviewed ordinances and licensing requirements from
157 local jurisdictions. Annual review will be necessary because local ordinances are subject to
change. In furtherance of this task, CEQA unit members will research, gather, and review city and
county ordinances, as well as licensing requirements to determine: (1) whether the local jurisdiction
engages in discretionary or ministerial review; (2) what type of documentation is required to authorize
commercial cannabis activity; and (3) the appropriate information needed to prepare various types
of environmental compliance and planning documents. In addition, the Bureau’s CEQA unit will
research, gather, and review city and county general plans for jurisdictions that engage in ministerial
review of commercial cannabis activities. Like review of local ordinances, and licensing requirements,
annual review will be necessary as general plans are subject to change.
A significant portion of the CEQA unit’s efforts will necessarily be centered on processing CEQA review
referrals from the licensing unit. As a part of this effort, the CEQA unit will review local decision-making
documents, such as staff reports and decision-making body meeting minutes. CEQA unit members will
communicate both verbally and in writing to applicants to: advise applicants regarding their CEQA
compliance requirements; request additional information in furtherance of the Bureau’s CEQA review;
or notify applicants when no additional information is required. Bureau CEQA unit members will also be
necessary to perform a variety of functions in furtherance of CEQA review, including: (1) preparing
CEQA compliance determinations; (2) coordinating with, and soliciting information from, state, local,
and regional governmental agencies and organizations on site-specific environmental factors;
(3) conducting site-specific environmental impacts analysis; and (4) preparing and filing documents
with the state clearinghouse as necessary.
Finally, additional CEQA unit members will be required to provide advice and assistance to the
Bureau’s enforcement staff and laboratory unit staff on a variety of issues, including: use of pesticides
in confined areas; solid and hazardous waste management; and chemicals used in manufacturing
extraction processes and laboratory testing. The Bureau’s CEQA unit will provide necessary advice and
assistance to laboratory unit staff on issues of environmental contaminants (e.g., pesticides, microbial
pathogens, etc.), routes of exposure, and scientific and technical matters that impact laboratory
testing of cannabis products.
The Bureau requests 13 positions for the Legal Division, including: 1.0 Attorney IV, 4.0 Attorney IIIs,
2.0 Attorneys, 1.0 Legal Secretary, 2.0 AGPAs, 1.0 SSA, and 2.0 Environmental Planners.
REGIONAL OFFICES
The Regional Offices provide licensees, applicants, stakeholders, and the public a convenient and safe
location to pay fees, seek guidance and direction, and have documents related to their licensure
reviewed. The Bureau is requesting 28 positions for the purposes of providing statewide customer
service in relation to commercial cannabis activity.

As required by statute, the Bureau opened its first regional office in Eureka on July 2018 and requests
5.0 positions to perform Bureau related functions including 1.0 Supervising Special Investigator I,
2.0 Special Investigator, 1.0 AGPA, and 1.0 OT classification. The Supervising Special Investigator and
Special Investigator will perform duties associated with enforcement activities, while the Associate
Governmental Program Analyst will perform Licensing duties. The OT will provide overall office support
including cash collection.
The Bureau seeks to establish an additional regional office in or near Los Angeles County to provide
localized assistance in Southern California. The Bureau requests 23.0 positions to perform Bureau
functions including 1.0 Supervising Special Investigator II, 2.0 Supervising Special Investigator I, 10.0
Special Investigators, 1.0 SSM I, 3.0 AGPAs, 1.0 SSA, and 5.0 OTs. The Supervising Special Investigator II
and I and the Special Investigator will perform duties associated with enforcement. In addition, one OT
will provide general office support to enforcement staff. The SSM I will provide supervision to the AGPA
who will assist with the Licensing workload including the Local Liaison and Equity programs. The SSA will
assist in the less complex analytical work associated with licensing and the OT will provide overall
administrative support to the Licensing staff. The Bureau will also staff the Southern California regional
office with three OTs to provide cash collection services.
With the establishment of a regional office in the Los Angeles County area, the Bureau will have offices
in Northern California, Central California, and Southern California, and will be able to effectively
provide in-person services to licensees, applicants, stakeholders, and the public throughout the state.
ADMINISTRATION DIVISION
The Administration Division provides a multitude of services to support the timely and efficient execution
of the Bureau’s day-to-day operations. The Bureau requests 28.0 positions for the purposes of providing
the appropriate level of administrative support to the Bureau’s staff and operations.
To provide appropriate oversight of the division, the Bureau requests 1.0 Staff Services Manager III
(SSM III) that will be assigned to plan, organize and direct the activities of the Administrative Division
which includes the following six units: Procurement, Contracts, and Business Services Unit, Human
Resources Unit, Cashiering, and the Budgets, Policy, and Legislation Unit. The SSM III will have full
management and supervisory responsibility of subordinate supervisors. The SSM III requires skills and
knowledge at the highest level, with responsibility for work of the most critical or sensitive nature.
Additionally, the Bureau is requesting 1.0 SSM II that will supervise, direct, and monitor the workload of
the supervisory staff assigned to the Administration Division and the encompassed units. The SSM II will
be responsible for the recruitment and selection of staff and for tracking workload assignments of the
Administrative Division.
Procurement, Contracts and Business Services Unit
The Procurement, Contracts, and Business Services Unit provides administrative support for the Bureau
by ensuring daily operations are successfully carried out. The Bureau requests 1.0 SSM I to oversee the
Procurement, Contracts and Business Services Unit’s operations and to make sure the Contracts and
Procurement, Fleet and Facilities, Mailroom, and Asset Coordination sections are appropriately
administered.
Contracts and Procurement
The Contracts and Procurement Section is responsible for the development and preparation of a
variety of contract and procurement requests. Bureau Contracts and Procurement staff frequently
develop and prepare contracts for Bureau approval, including both interagency and standard
agreements. Staff are also responsible for gathering and analyzing data necessary to make informed
and effective recommendations to management. Additionally, Bureau Contracts and Procurement
staff research and prepare procurement requests.
During the 2018-19 fiscal year, the Bureau engaged in an increased number of contracts and
procurement activities and it is anticipated to continually increase as the Bureau begins to open an

additional regional office. As a result, the Bureau requests the following positions for the Contracts and
Procurement Section: 4.0 AGPAs.
Fleet and Facilities
The Fleet and Facilities Section is responsible for building maintenance issues and requests for
headquarters and field offices. Bureau Fleet and Facilities staff consult with lessors regarding necessary
actions to make recommendations for the completion of ongoing maintenance of tenant
modifications and/or space alterations. Additionally, Bureau Fleet and Facilities staff submit required
documents notifying appropriate Bureau staff, DCA Facilities, private contractors, lessors, and
applicable state agencies, of necessary actions; and serve as the contact for staff regarding
emergency situations such as fire, theft, illness, and vandalism, to determine an appropriate resolution.
Bureau Fleet and Facilities staff are also responsible for monitoring and responding to emergency
repairs using lessor’s private vendors, police department, fire department, and DCA facility personnel,
to maintain building safety.
Additionally, Bureau Fleet and Facilities staff organize, prepare, and track various reports as needed
such as vehicle repair costs, mileage, and Voyager usage reports. Bureau Fleet and Facilities staff serve
as the Bureau’s primary point of contact for vehicle repairs and record vehicle repair history in a
database. The Bureau requests for the Fleet and Facilities Section 1.0 AGPA position to manage the
Bureau’s fleet and to implement and maintain the Bureau’s headquarters and field offices.
Mailroom
The Mailroom Section is responsible for the gathering, sorting, and delivery of incoming Bureau
correspondence and packages. Bureau Mailroom staff manage outgoing mail, ensuring the
appropriate postage is affixed, tracking number assigned, and that packaging is prepared
appropriately for delivery. The Bureau’s Mailroom staff are also responsible for interagency mailing
which involves delivery and pickup of items from varying governmental agencies in the Sacramento
area via the use of a fleet vehicle. The Bureau requests for the Mailroom Section 1.0 OT position.
Asset Coordination
The Asset Coordination Section is responsible for creating and maintaining records of the location of
Bureau property, for recording the receipt of new property, and for the proper marking of property
such as computers, monitors, phones, and other tagged assets. The Bureau’s Asset Coordination staff
communicate with the DCA Office of Information Systems (OIS) to request new asset tags as needed,
and report lost tags to Bureau management. Staff release property to authorized units and individuals;
inform employees receiving property of their responsibility and liability for it; issue directives concerning
the care and movement of property; receive requests for and recommend transfers of property; make
periodic inventories and inspections of property; investigate discrepancies in inventories and reconcile
property records; and determine the condition and recommend proper disposition of property
requiring repair, salvage, or disposal.
Additionally, Bureau Asset Coordination staff evaluate inventory to confirm sufficient items are
accessible and ready for use; track and report projected asset needs; and provide asset management
support to the staff in the Bureau’s headquarters and field office. The Bureau requests for the Asset
Coordination Section 1.0 OT position.
Human Resources Unit
The Human Resources (HR) Unit is responsible for hiring activities of the Bureau, helping to make sure
that the Bureau’s processes and procedures are in place and that hiring deadlines are met. Bureau HR
Unit staff help support the Bureau’s adherence to position allocation guidelines and organizational
structure by maintaining position authority, composing justification memos, updating employee duty
statements, and preparing organization charts. Bureau HR Unit staff prepare all ‘out-of-class’, Hiring
Above Minimum (HAM), Promotion-in-Place, and Training and Development Assignments requests
impacting the Bureau. Bureau HR Unit staff prepare hiring packets, develop screening criteria, draft

advertisement language, screen applications, schedule interviews, develop interview packets,
participate on interview panels, and conduct reference checks and personnel file reviews.
The Bureau’s HR Unit staff work on all pay and benefit requests, including the onboarding of new staff,
maintaining all Bureau informal personnel files, and coordinating the completion of timesheets and
leave accounting balances. They provide consultation, advice, and recommendations to all levels of
Bureau staff regarding personnel management policies and procedures, the interpretation of Civil
Service laws and rules, promote adherence to merit system principles, selection and allocation
standards, and conformance to control agencies’ laws, rules and policies. HR staff also review and
approve Request for Personnel Actions, advise management regarding the progressive discipline
process, review minimum qualification and eligibility requests, prepare interview questions, manage
job advertisements, and perform all functions in the ECOS system.
The SSM I within the HR Unit provides consultative services to Bureau management; serves as the subject
matter expert; and performs the most difficult, high-level, and sensitive HR related tasks. They directly
plan, review and evaluate the work activities of the HR analytical and clerical staff, ensuring conformity
to the State Personnel Board (SPB) and California Department of Human Resources (CalHR) laws and
rules.
The Bureau was established in 2016, and has continually increased recruitment efforts since its
inception, which is demonstrated in the chart below:

As the Bureau begins to fill its ranks, Bureau HR Unit staff are additionally tasked with the need to provide
consultation on all personnel related matters. The increased workload experienced throughout the
Bureau is anticipated to continue throughout the implementation and ongoing regulation of the
cannabis industry.
The Bureau requests 5.0 positions for the Human Resources Unit, including 1.0 SSM I, 1.0 AGPA, 2.0 SSA,
and 1.0 OT. These positions shall be used for the purposes of preparing Requests for Personnel Action
packages along with all supporting documents, screening applications, responding to internal inquiries
regarding salary and benefits, providing consultative services to Bureau staff and the public regarding
Bureau related recruitments, and conducting position analysis for Bureau.
Cashiering Unit
The Cashiering Unit is responsible for promoting the financial integrity and operational efficiency of the
Bureau through exceptional monitoring of all accounting, analysis, collections, and expenditures for
the Bureau. The Bureau requests 1.0 SSM I to oversee the Cashiering Unit’s operations and help make
sure they are appropriately administered.

The Cashiering Section is responsible for the scheduling, processing, and deposit of all payments made
to the Bureau. The Cashiering Section at the Bureau’s headquartered office additionally schedules and
processes all cash payments made locally to the CDFA CalCannabis Cultivation Licensing Division, and
the CDPH Manufactured Cannabis Safety Branch. Applicants and licensees contact the Cashiering
Section to schedule appointments and obtain payment information. Payments are accepted by
Bureau Cashiering staff via check, money order, or cash. To process a check and/or money order
payment, the Bureau Cashiering staff must initially obtain verification from Bureau licensing staff. Once
verification has been obtained, the payment is applied in the online licensing system and recorded for
deposit with the DCA. Additionally, applicants and licensees often submit multiple checks or money
orders for a singular transaction, resulting in Bureau Cashiering staff processing multiple methods of
payment for a single transaction.
To promote the safety of the public and Bureau staff, all cash transactions are conducted via a
prescheduled appointment. Each transaction is performed by two Bureau Cashiering staff members
and overseen by a manager. Due to the large sums of money in varying denominations, it is necessary
to rotate staff to help produce accurate counts and to avoid fatigue and injury.
As applicants for licensure are approved for provisional and annual licenses, Bureau Cashiering staff
have experienced a significant spike in workload. This workload has come in the form of an increase
in the request for cash appointments across all three agencies as illustrated in the chart below:
Cashiering staff have also had an unanticipated growth in workload in the form of the number of check
and money order payments submitted by applicants for licensure which have increased dramatically
during the past fiscal year:

The Bureau requests 7.0 positions for cashiering, including 1.0 AGPA, 2.0 SSAs and 4.0 OTs. These
positions shall be utilized to collect, receipt, and deposit cash payments for all three of the cannabis
licensing agencies, as well as for processing all transactions made payable to the Bureau.
Budgets, Policy, and Legislation Unit
This unit is responsible for administering and building the Bureau’s annual budget, monitoring
expenditures and tracking budget related activity which includes drafting Budget Change Proposals,
making recommendations to Bureau executive management, performing unit evaluations, preparing
reports, and executing statistical analysis as needed. The unit staff will track, identify, and make

recommendations on pending legislation and regulations for fiscal and economic impact to the
Bureau.
Since its inception, there have been approximately 50-60 cannabis bills each year. This unit tracks all
bills during the legislative session. The unit will research and evaluate proposed legislation for fiscal
impact on the Bureau. In addition to California bills, this unit will also track and analyze cannabis
developments in other states, at the federal level, and in other countries. The Bureau regularly receives
requests from other jurisdictions, both foreign and domestic, inquiring about the Bureau’s program and
requesting collaboration as those jurisdictions develop their programs. This unit will serve as the Bureau’s
liaison with these other jurisdictions and will research other programs throughout the world. Such
research may include developing surveys for other jurisdictions to complete as well as responding to
program surveys issued by other jurisdictions. The unit will provide reports to the Bureau Chief on
developments in cannabis around the globe and will make recommendations on Bureau
developments.
Additionally, this unit will coordinate with program staff to gather and evaluate data relating to
licensing and enforcement trends. Staff will analyze licensing and enforcement trends and provide
recommendations to the Bureau Chief on resource needs such as the need for additional regional
offices and advising on where the regional offices should be located. The unit will also research and
develop the Bureau’s policies.
The Bureau is also tasked with selecting grant recipients for funding under Revenue and Taxation Code
section 34019, related to cannabis research. The Budgets, Policy, and Legislation unit will help
administer the grant process, and promote accessibility through the California State Library Grants
Portal, and compliance with the research funding requirements, as well as the Grants Information Act
of 2018. This requires all agencies to register every grant they administer with the California State Library,
prior to commencing a solicitation or award process.
The Bureau’s Budgets, Policy, and Legislative Unit is requesting 1.0 SSM I 3.0 AGPA, and 1.0 SSA.
Bureau of Cannabis Control Facilities
The Bureau is requesting $3.8 million in 2020-21, and $5.1 million in 2021-22 and ongoing for tenant
improvements and ongoing rent expenses for its headquarters, field offices, and reference laboratory
locations.
Bureau of Cannabis Control Advisory Committee
Under the MAUCRSA, the Bureau is mandated to convene an advisory committee. The cannabis
advisory committee meets four to six times a year and can hold additional meetings as necessary. The
majority of these meetings will be held at the Bureau’s headquarters and webcasted to provide public
engagement.
The advisory committee is scheduled to meet at least four times annually. The Bureau requests $300,000
to cover costs associated with committee meetings including room rental, audio and visual needs,
materials production, court reporters, and other services as well as to provide travel reimbursement to
committee members.
Bureau of Cannabis Control Interagency Agreements
The MAUCRSA permits the Bureau to enter into interagency agreements with the CDFA and the CDPH
for their assistance in the licensing and enforcement of microbusinesses. CDFA has requested $577,000
ongoing to cover their costs regarding microbusiness licensing from the Bureau. The CDPH has
requested $527,000 ongoing to cover their costs regarding microbusiness licensing from the Bureau.
In addition to the IA’s with CDFA, CDPH, and DCA above, this request includes $222,000 ongoing to
fund an interagency agreement with the California Business, Consumer Services, and Housing Agency.

The Bureau is also requesting reimbursement authority in the amount of $350,000 from both CDFA and
CDPH, for a total of $700,000, to cover their shares of the Bureau’s costs for cashiering and security
services at both the North Coast and Sacramento headquarters offices.
Bureau of Cannabis Control Track and Trace Cost Share
Under the MAUCRSA, the CDFA is responsible for procuring the Track and Trace system for reporting
the movement of cannabis and cannabis products through the distribution chain that utilizes a unique
identifier. The Bureau is responsible for a portion of the cost of the system and for the portion of unique
identifier tags that its licensees will place on each cannabis plant or cannabis product monthly. The
Bureau is responsible for $11.271 million ($8.975 million for identifier tags and $2.296 million for
administrative costs) in 2020-21 and $11.439 million ($9.098 million for identifier tags and $2.341 million
for administrative costs) in 2021-22 for the Track and Trace program. Funding for Bureau’s share of these
costs are requested on a three-year limited-term basis to allow Track and Trace costs to be reevaluated
to determine an appropriate ongoing level as more information becomes available. For now, the
2021-22 cost share is requested for 2022-23.
Attorney General
The Bureau is requesting $1.25 million ongoing to cover its anticipated costs for AG services.
Office of Administrative Hearings
The Bureau is requesting $5.0 million ongoing to cover its anticipated costs for administrative hearing
services provided by Office of Administrative Hearings.
DEPARTMENT OF CONSUMER AFFAIRS (DCA)
For DCA to continue to meet the support needs of the Bureau, DCA will need continued funding and
position authority for its Bureau-funded positions in fiscal operations, information technology, human
resources, business services, legislative and legal divisions. DCA’s staffing needs are discussed in further
detail below.
DCA Fiscal Operations
The Fiscal Operations Office is responsible to provide full range accounting and budget services to the
Bureau. To provide necessary and adequate support to the Bureau, continued funding and position
authority is needed in the DCA accounting and budget units.
The Accounting Unit is requesting 1.0 Accounting Officer (Specialist) position to review and process all
Bureau vendor invoices, travel advances, and travel expense claims, and 1.0 additional Accounting
Officer (Specialist) position to handle a broad range of daily tasks associated with Bureau financial
reporting, including daily and monthly reconciliation of revenue collection records, bank statements,
fund balances, and creating and maintaining accounts receivable records.
The Budget Unit is requesting 1.0 Associate Budget Analyst position to administer and build the Bureau’s
annual budget, monitor expenditures and tracking budget related activity which includes drafting
Budget Change Proposals, performing the necessary duties as the Cannabis Control Fund
administrator, make recommendations to executive management, performing unit evaluations,
preparing reports, and executing statistical and fiscal analyses as needed.
DCA Office of Information Services
The Office of Information Services is responsible for providing technical support for the Bureau’s
hardware, software, and IT infrastructure. To provide necessary and adequate support to the Bureau,
continued funding and position authority is needed in the DCA Office of Information Services.
The IT Support Unit is requesting 2.0 Information Technology Associates to handle all the Bureau’s IT help
desk and PC support needs. This includes the support of desktops, laptops, printers, and peripherals,
and the setup of equipment for new users, software configuration, and computer hardware issues.

The Change & Release Management Unit is requesting 3.0 Information Technology Specialist I’s and
1.0 Information Technology Specialist II to operate and maintain the Bureau’s licensing and
enforcement system (Accela). This includes updating system configurations based on requested
system enhancements or defect resolutions, testing prior to deployment, deploying the enhanced
software, and developing system extensions.
DCA Human Resources
The Office of Human Resources (HR) is responsible for all hiring activities of the Bureau, as well as any
classification and pay issues that may arise. To provide necessary and adequate support to the Bureau,
continued funding and position authority is needed in the DCA Office of Human Resources.
The HR Unit is requesting 3.0 Associate Personnel Analysts (2.0 permanent and 1.0 2-year limited term)
to help prepare Requests for Personnel Action packages along with all supporting documents, screen
applications, responding to internal inquiries regarding salary and benefits, provide consultative
services to Bureau staff and the public regarding Bureau related recruitments, and conducting position
analysis for the Bureau.
DCA Business Services
The Business Services Office provides administrative support to the Bureau by coordinating facilities
projects as well as contract and procurement requests. To provide necessary and adequate support
to the Bureau, continued funding and position authority is needed in the DCA Business Services Office.
The Facilities Unit is requesting 2.0 Associate Governmental Program Analysts to assist the Bureau with
building maintenance issues and requests for headquarters and field offices. This includes consulting
with lessors regarding necessary actions to make recommendations for the completion of ongoing
maintenance of tenant modifications and/or space alterations, submitting required documents
notifying appropriate staff of necessary actions, and serving as the point of contact regarding
emergency situations such as fire, theft, illness, and vandalism.
The Contracts & Procurement Unit is requesting 1.0 Associate Governmental Program Analyst to
develop and prepare contracts for approval. This includes interagency and standard agreements as
well as procurement requests.
DCA Legislative Affairs
The Legislative Affairs Office provides administrative support to the Bureau by coordinating proposed
legislation as well as conducting policy analyses. To provide necessary and adequate support to the
Bureau, continued funding and position authority is needed in the DCA Legislative Affairs Office.
The Legislative Affairs Office is requesting 1.0 Associate Governmental Program Analyst to analyze
legislation related to the Bureau and make recommendations regarding the position of DCA.
A significant amount of research goes into each bill analysis, which contains comprehensive
background on existing law, detailed explanation of the changes proposed by the bill, related
legislation, stakeholder positions, arguments in support and opposition to the bill, among a variety of
other information.
DCA Legal Affairs
Administrative Cases
Each appeal of an action by the Bureau will have been reviewed by DCA’s Legal Affairs Division (LAD).
Specifically, much of the legal work will be reviewing and advising the Director on all appealed
licensing and discipline decisions. (Bus. & Prof. Code, §§ 26031 & 26058.) That is, when an applicant or
licensee challenges the Bureau’s initial decision to deny a license or discipline a license, the case
moves into the formal administrative adjudication phase. In such cases, the Bureau is represented by
the Attorney General’s Office. There will often be a hearing and a formal decision will be proposed to
the Director, who will decide how to proceed. LAD will need to review the entire record in these

matters, this may include the investigative report, evidence, and transcripts of hearings to properly
advise the Director.
Currently, the Department has rendered 1,113 bureau decisions from July 1, 2019 to April 2020.
TOTAL DECISIONS: July 1, 2019 – Current
Bureau of Automotive Repair
Cemetery and Funeral Bureau
Bureau of Household Goods and Services
Professional Fiduciaries Bureau
Bureau for Private Postsecondary Education
Bureau of Security and Investigative Services
Total (as of April 2020)

894
8
2
0
23
186
1,113

Present staffing levels are insufficient to address this workload.
General Legal Matters
Cannabis laws in California are rapidly developing and LAD is responsible for addressing the unique
complexities associated with the emerging cannabis laws, including but not limited to, drafting or
reviewing legal opinions on novel areas of law (i.e. tribal jurisdiction), reviewing regulations for legal
sufficiency, overseeing litigation, and addressing cannabis equity grants issue and contracts.
The DCA Legal attorney will also advise the DCA on cannabis-related public records act requests
(separate from the Bureau’s requests), and other cross-over areas where the DCA has legal interests
that are separate from the Bureau (such as public contracts involving both the DCA and the Bureau).
Personnel Matters
From July 1, 2019 to date, LAD has handled 168 personnel actions. With approximately 4,188 DCA
employees statewide, this accounts for approximately 4% of employees with some personnel issue that
required legal review. Cases have varying degrees of complexity. Generally, time expended on each
case ranges from 20-400 hours for more involved or complex matters. Given that the Bureau has
141 filled positions, the general expectation would be that approximately 6, or 4% of that number
would account for LAD personnel work.
To meet the administrative, general, and personnel workload demands as described above, LAD
requests that it maintain one Attorney IV.
E. Outcomes and Accountability
After the first full year of commercial cannabis licensing, California’s commercial cannabis market is
quantifiably the largest in the country. The Bureau's main priority is to help make sure that the cannabis
market is governed by effective regulatory and enforcement systems that enhance and help maintain
public safety and public health.
With the staff and funding requested, the Bureau will be able to continue issuing licenses in a timely
manner, thereby bringing cannabis businesses into the regulated legal market and reducing the illegal
market. Additionally, the Bureau will be able to conduct efficient enforcement, thus ensuring that
licensees remain in compliance with laws and regulations.

F. Analysis of All Feasible Alternatives
Alternative 1: Approve this proposal for $68.9 million ($68.2 million Cannabis Control Fund,
$700,000 Reimbursements) and 42 positions in fiscal year 2020 21; $74.3 million ($73.6 million Cannabis
Control Fund, $700,000 Reimbursements) and 79 positions in 2021-22; $75.4 million ($74.7 million
Cannabis Control Fund, $700,000 Reimbursements) and 78 positions in 2022-23; and $57.7 million
($57 million Cannabis Control Fund, $700,000 Reimbursements) and 78 positions in 2023-24 and ongoing
to continue resources for the Bureau and DCA, as well as make some improvements to enforcement,
enabling the continued implementation of cannabis licensing and enforcement activities.
Pros: The Bureau will be able to effectively meet licensing and enforcement requirements under
MAUCRSA. The Bureau will be able to conduct effective enforcement activity across the state, issue
and review licenses more expeditiously, and process payments across the state for added
convenience to stakeholders.
Cons: Requires additional staffing and funding to continue resources beyond 2019-20.
Alternative 2: Approve funding on a three year limited term basis for $68.9 million ($68.2 million
Cannabis Control Fund, $700,000 Reimbursements) and 42 positions in fiscal year 2020 21; $74.3 million
($73.6 million Cannabis Control Fund, $700,000 Reimbursements) and 79 positions in 2021-22;
$75.4 million ($74.7 million Cannabis Control Fund, $700,000 Reimbursements) and 78 positions in
2022-23.
Pros: The Bureau will be compliant with MAUCRSA and will be able to continue licensing and
enforcement activities.
Cons: The Bureau will have to re-evaluate and submit another proposal in three years for a funding
extension in order for the legal cannabis market to continue in California.
G. Implementation Plan
The Bureau currently has 156.0 positions filled that will serve as the baseline going forward. All other
positions are being phased in and are based off anticipated cannabis industry growth that will require
a net increase in resources for the Bureau to maintain appropriate service levels. In 2020-21,
129.0 additional positions will be phased in consisting of 10.0 administration positions, 40.0 sworn
positions, 19.0 enforcement positions, 6.0 executive positions, 10.0 laboratory positions, 7.0 legal
positions, 29.0 licensing positions, 3.0 positions for the North Coast field office, and 5.0 DCA positions.
In 2021-22, 37.0 positions will be phased in consisting of 6.0 administration positions, 4.0 enforcement
positions, 3.0 licensing positions, 1.0 North Coast field office position, and 23.0 Los Angeles field office
positions.
H. Supplemental Information
• Workload Tables
• Proposed Organizational Charts (available upon request)
I.

Recommendation
Approve Alternative 1. This alternative would provide the Bureau with the necessary resources
to maintain a strong and effective regulatory, licensing, and enforcement system that protects
public safety and health by bringing cannabis businesses into the legal market and reducing
the illegal market.

BCP Fiscal Detail Sheet
BCP Title: Continued Implementation of Cannabis Licensing and
Enforcement Activities
BR Name: 1111-106-BCP-2020-MR
Budget Request Summary

Personal Services
Personal Services

Positions - Permanent
Total Positions
Earnings - Permanent
Total Salaries and Wages
Total Staff Benefits
Total Personal Services

Operating Expenses and Equipment
Operating Expenses and Equipment

5301 - General Expense
5302 - Printing
5304 - Communications
5306 - Postage
5320 - Travel: In-State
5322 - Training
5324 - Facilities Operation
5340 - Consulting and Professional
Services - External
5340 - Consulting and Professional
Services - Interdepartmental
5344 - Consolidated Data Centers
5346 - Information Technology
5368 - Non-Capital Asset Purchases Equipment

FY20
Current
Year
0.0
0.0
0
$0
0
$0

FY20
Budget
Year
42.0
42.0
18,649
$18,649
13,719
$32,368

FY20
Current
Year
0
0
0
0
0
0
0
0

FY20
Budget
Year
1,425
570
570
285
855
285
3,841
2,257

0
0
0
0

FY20
BY+1

FY20
BY+2

FY20
BY+3

FY20
BY+4

79.0
79.0
23,366
$23,366
16,467
$39,833

78.0
78.0
24,209
$24,209
16,759
$40,968

78.0
78.0
24,209
$24,209
16,759
$40,968

78.0
78.0
24,209
$24,209
16,759
$40,968

FY20
BY+1

FY20
BY+2

FY20
BY+3

FY20
BY+4

1,610
644
644
322
966
322
5,078
2,304

1,605
642
642
321
963
321
5,078
2,304

1,605
642
642
321
963
321
5,078
2,304

1,605
642
642
321
963
321
5,078
2,304

20,752

20,920

20,920

3,231

3,231

570
855
4,291

644
966
50

642
963
50

642
963
50

642
963
50

Total Operating Expenses and Equipment

$0

$36,556

$34,470

$34,451

$16,762

$16,762

FY20
Current
Year

FY20
Budget
Year

FY20
BY+1

FY20
BY+2

FY20
BY+3

FY20
BY+4

$68,924

$74,303

$75,419

$57,730

$57,730

FY20

FY20

FY20

FY20

FY20

FY20

Current
Year

Budget
Year

BY+1

BY+2

BY+3

BY+4

Total Budget Request
Total Budget Request
Total Budget Request

Fund Summary
Fund Source
Fund Source

0995 - Reimbursements

State Operations - 3288 - Cannabis Control
Fund
Total State Operations Expenditures
Total All Funds

Program Summary
Program Funding
Program Funding

1425049 - Consumer and Client Services
Division
1426049 - Distributed Consumer and Client
Services Division
1455010 - Bureau of Cannabis Control Support
Total All Programs

$0

0

700

700

700

700

700

0

68,224

73,603

74,719

57,030

57,030

$0
$0

$68,924
$68,924

$74,303
$74,303

$75,419
$75,419

$57,730
$57,730

$57,730
$57,730

FY20
Budget
Year

FY20
BY+1

FY20
BY+2

FY20
BY+3

FY20
BY+4

FY20
Current
Year

0

2,609

2,609

2,473

2,473

2,473

0

-2,609

-2,609

-2,473

-2,473

-2,473

0

68,924

74,303

75,419

57,730

57,730

$0

$68,924

$74,303

$75,419

$57,730

$57,730

Personal Services Details
Positions
Positions

0756 - Environmental Program Mgr I (Supvry)
(Eff. 07-01-2020)
0762 - Environmental Scientist (Eff. 07-01-2020)
0764 - Sr Envirnal Scientist (Supvry) (Eff. 07-01-2020)
0765 - Sr Envirnal Scientist (Spec) (Eff. 07-01-2020)
1139 - Office Techn (Typing) (Eff. 07-01-2020)
1282 - Legal Secty (Eff. 07-01-2020)
1401 - Info Tech Assoc (Eff. 07-01-2020)
1402 - Info Tech Spec I (Eff. 07-01-2020)
1414 - Info Tech Spec II (Eff. 07-01-2020)
4159 - Assoc Mgmt Auditor (Eff. 07-01-2020)
4546 - Accounting Officer (Spec) (Eff. 07-01-2020)
4640 - Environmental Plnr (Eff. 07-01-2020)
4800 - Staff Svcs Mgr I (Eff. 07-01-2020)
4801 - Staff Svcs Mgr II (Supvry) (Eff. 07-01-2020)
4802 - Staff Svcs Mgr III (Eff. 07-01-2021)
5142 - Assoc Pers Analyst (Eff. 07-01-2020)
5157 - Staff Svcs Analyst (Gen) (Eff. 07-01-2020)
5393 - Assoc Govtl Program Analyst (Eff. 07-01-2020)
5591 - Research Scientist III (Eff. 07-01-2020)
5778 - Atty (Eff. 07-01-2020)
5780 - Atty IV (Eff. 07-01-2020)
5795 - Atty III (Eff. 07-01-2020)
7500 - - C.E.A. - A (Eff. 07-01-2020)
8483 - Dep Chief - Investigations & Enforcement
(Eff. 07-01-2020)
8545 - Supvng Special Investigator II (Non-Peace
Officer) (Eff. 07-01-2020)

FY20
Current
Year
0.0

FY20
Budget
Year
1.0

0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0

FY20
BY+1

FY20
BY+2

FY20
BY+3

FY20
BY+4

1.0

1.0

1.0

1.0

10.0
3.0
1.0
17.0
1.0
3.0
3.0
1.0
3.0
2.0
2.0
14.0
4.0
2.0
3.0
20.0
67.0
1.0
2.0
2.0
4.0
8.0
1.0

10.0
3.0
1.0
24.0
1.0
3.0
3.0
1.0
3.0
2.0
2.0
16.0
4.0
2.0
3.0
23.0
74.0
1.0
2.0
2.0
4.0
8.0
1.0

10.0
3.0
1.0
24.0
1.0
3.0
3.0
1.0
3.0
2.0
2.0
16.0
4.0
2.0
2.0
23.0
74.0
1.0
2.0
2.0
4.0
8.0
1.0

10.0
3.0
1.0
24.0
1.0
3.0
3.0
1.0
3.0
2.0
2.0
16.0
4.0
2.0
2.0
23.0
74.0
1.0
2.0
2.0
4.0
8.0
1.0

10.0
3.0
1.0
24.0
1.0
3.0
3.0
1.0
3.0
2.0
2.0
16.0
4.0
2.0
2.0
23.0
74.0
1.0
2.0
2.0
4.0
8.0
1.0

2.0

3.0

3.0

3.0

3.0

8549 - Supvng Special Investigator I (Non-Peace
Officer) (Eff. 07-01-2020)
8596 - Supvng Investigator I (Eff. 07-01-2020)
8597 - Supvng Investigator II (Eff. 07-01-2020)
8610 - Investigator (Eff. 07-01-2020)
8612 - Special Investigator (Eff. 07-01-2020)
9928 - Program Techn II (Eff. 07-01-2020)
VR00 - Various (Eff. 07-01-2020)
Total Positions

Salaries and Wages
Salaries and Wages

0756 - Environmental Program Mgr I (Supvry)
(Eff. 07-01-2020)
0762 - Environmental Scientist (Eff. 07-01-2020)
0764 - Sr Envirnal Scientist (Supvry) (Eff. 07-01-2020)
0765 - Sr Envirnal Scientist (Spec) (Eff. 07-01-2020)
1139 - Office Techn (Typing) (Eff. 07-01-2020)
1282 - Legal Secty (Eff. 07-01-2020)
1401 - Info Tech Assoc (Eff. 07-01-2020)
1402 - Info Tech Spec I (Eff. 07-01-2020)
1414 - Info Tech Spec II (Eff. 07-01-2020)
4159 - Assoc Mgmt Auditor (Eff. 07-01-2020)
4546 - Accounting Officer (Spec) (Eff. 07-01-2020)
4640 - Environmental Plnr (Eff. 07-01-2020)
4800 - Staff Svcs Mgr I (Eff. 07-01-2020)
4801 - Staff Svcs Mgr II (Supvry) (Eff. 07-01-2020)
4802 - Staff Svcs Mgr III (Eff. 07-01-2021)
5142 - Assoc Pers Analyst (Eff. 07-01-2020)
5157 - Staff Svcs Analyst (Gen) (Eff. 07-01-2020)
5393 - Assoc Govtl Program Analyst (Eff. 07-01-2020)
5591 - Research Scientist III (Eff. 07-01-2020)
5778 - Atty (Eff. 07-01-2020)

0.0

7.0

9.0

9.0

9.0

9.0

0.0
0.0
0.0
0.0
0.0
0.0
0.0

9.0
3.0
63.0
18.0
8.0
-243.0
42.0

9.0
3.0
63.0
33.0
8.0
-243.0
79.0

9.0
3.0
63.0
33.0
8.0
-243.0
78.0

9.0
3.0
63.0
33.0
8.0
-243.0
78.0

9.0
3.0
63.0
33.0
8.0
-243.0
78.0

FY20
Current
Year

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

FY20
Budget
Year

FY20
BY+1

FY20
BY+2

FY20
BY+3

FY20
BY+4

144

144

144

144

144

572
312
92
605
49
200
250
98
169
122
44
968
362
183
209
1,039
3,983
98
71

673
374
92
892
49
200
250
98
225
122
117
1,298
362
209
209
1,156
4,939
98
190

673
374
92
1,020
49
200
250
98
225
122
117
1,318
362
209
139
1,195
5,148
98
190

673
374
92
1,020
49
200
250
98
225
122
117
1,318
362
209
139
1,195
5,148
98
190

673
374
92
1,020
49
200
250
98
225
122
117
1,318
362
209
139
1,195
5,148
98
190

5780 - Atty IV (Eff. 07-01-2020)
5795 - Atty III (Eff. 07-01-2020)
7500 - - C.E.A. - A (Eff. 07-01-2020)
8483 - Dep Chief - Investigations & Enforcement
(Eff. 07-01-2020)
8545 - Supvng Special Investigator II (Non-Peace Officer)
(Eff. 07-01-2020)
8549 - Supvng Special Investigator I (Non-Peace Officer)
(Eff. 07-01-2020)
8596 - Supvng Investigator I (Eff. 07-01-2020)
8597 - Supvng Investigator II (Eff. 07-01-2020)
8610 - Investigator (Eff. 07-01-2020)
8612 - Special Investigator (Eff. 07-01-2020)
9928 - Program Techn II (Eff. 07-01-2020)
VR00 - Various (Eff. 07-01-2020)
Total Salaries and Wages

Staff Benefits
Staff Benefits

5150350 - Health Insurance
5150500 - OASDI
5150600 - Retirement - General
5150800 - Workers' Compensation
Total Staff Benefits

Total Personal Services
Total Personal Services
Total Personal Services

FY20
Current
Year

FY20
Current
Year

0
0
0
0

251
519
975
127

286
519
1,077
127

286
519
1,077
127

286
519
1,077
127

286
519
1,077
127

0

178

280

306

306

306

0

586

744

812

812

812

0
0
0
0
0
0
$0

737
305
4,104
1,105
192
0
$18,649

885
333
5,069
2,008
341
0
$23,366

885
333
5,069
2,431
341
0
$24,209

885
333
5,069
2,431
341
0
$24,209

885
333
5,069
2,431
341
0
$24,209

0
0
0
0
$0

$0

FY20
Budget
Year

FY20
BY+1

FY20
Budget
Year

FY20
BY+1

5,117
1,427
6,576
599
$13,719

$32,368

5,781
1,788
8,148
750
$16,467

$39,833

FY20
BY+2
5,763
1,852
8,365
779
$16,759

FY20
BY+2
$40,968

FY20
BY+3
5,763
1,852
8,365
779
$16,759

FY20
BY+3
$40,968

FY20
BY+4
5,763
1,852
8,365
779
$16,759

FY20
BY+4
$40,968

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Bureau Chief
# OF TASK
PERFORMED
Oversees and maintains overall responsibility for all Department
activities.
Recommends modification of legislation and regulation; identifies
the need for new legislation.
Testifies and represents the Department before Legislature.
Acts as the Department's primary liaison with other state and local
agencies.
Confers and advises the Director on policies affecting the
Department's operations.
Formulates and implements policies and procedures relating to
research and development of new standards to protect the public
and consumers.
Plans, assigns, supervises, reviews and evaluates the work of
subordinate staff.
Oversees the preparation of statistical reports, surveys,
correspondence and special studies in response to the
Department's Executive Office, Agency, the Legislature, and/or the
Governor's Office.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251

4.00

1,004

251
4

0.50
3.00

126
12

251

1.00

251

251

0.50

126

52

3.00

156

25

2.00

50

52

1.00
Total working hours
Hours/year/PY
Total PYs

52
1,776
1,776
1.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Deputy Chief
# OF TASK
PERFORMED
Assists in the development, recommendation, and implementation of
policies and operating procedures.
Plans, assigns, supervises, reviews and evaluates the work of
subordinate staff.
Establishes and assigns priorities to meet the goals and objectives of
the Department.
Assists in the development, recommendation, and implementation of
policies and operating procedures for the Department's Licensing,
Enforcement and Administration programs.
Confers with and advises the Director on policies affecting the
Department's operations and makes recommendations.
Analyzes legislation relevant to the Department and reports legislative
impact to the Director and the Department of Consumer Affiars.
Manages all sensitive Department communications, inquiries, complex
requests, complaints requiring executive oversight.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251

4.00

1,004

251

1.00

251

251

1.00

251

100

0.75

75

75

1.25

94

52

1.00

52

25

2.00
Total working hours
Hours/year/PY
Total PYs

50
1,777
1,776
1.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Assistant Chief Counsel
# OF TASK
PERFORMED

Serves as the Department's legal counsel, prepares correspondence,
and legal opinions. Responds to inquiries from the public, legislators,
stakeholders, and other local, state, and federal government
personnel by interpreting statutes and regulations. Represents the
Department at meetings with the other licensing authorities, the
governor's office, stakeholders, legisltators, and other local, state, and
federal government personnel.
Develops and sets Department policy on legal and procedural matters
in accordance with the MAUCRSA. Provide advice and guidance on
legal and policy issues to the Department Director, executive
management, and program managers.
Supervises legal staff and reviews the work of assigned attorneys,
analysts, and legal secretaries on issues relating to drafting
regulations, regulatory documents, correspondence, legal opinions,
information materials, pamphlets, law publications, news publications
guidance materials, subpoena responses, PRA responses, analysis of
licensing applications and enforcement actions, and coordination with
the California Attorney Genral's.
Supervises CEQA unit staff and reviews the work of the assigned
environmental planner, environmental scientist, or AGPA.
Train staff, issue directives and or corrective measures to remedy staff
errors; oversee monthly status reports and workflow; and prepare
performance evaluations.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

624

1.00

624

110

4.00

440

2,700

0.15

405

1,000

0.5

500

50

0.5
Total working hours
Hours/year/PY
Total PYs

25
1,994
1,776
1.1

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Assistant Chief of Communications
# OF TASK
PERFORMED
Advises Executive staff on upcoming public relations and outreach
opportunities.
Writes, edits, and disseminates news releases.
Acts as the Department's spokesperson and liaison with news media and
research issues at media's request.
Develops the Department's internal and external communications goals
and creates strategies for accomplishing goals. Creates, coordinatse and
updates outreach strategies.
Coordinates news conferences, public stakeholder meetings, workshops,
public hearings and forums.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

252
200

2.00
2.50

504
500

252

1.00

252

71

2.00

142

252

1.50
Total working hours
Hours/year/PY
Total PYs

378
1,776
1,776
1.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Assistant Chief of External and Intergovernmental Affairs
# OF TASK
PERFORMED
Creates and maintains relationships with external stakeholders.
Plans, organizes and facilitates activities throughout the state such as meetings,
listening sessions, workshops.
Works with the Deputy Director of Communications and Executive staff to build
consistent messaging necessary to educate and support the work of the
Department.
Provides consultative services to Department staff and the general public
regarding Department recruitment.
Represent the Department at various meetings, events, and conferences
throughout the state in speaking and participatory roles.
Reports activities to the Department Director, executive management,
Department, Agency, and the Governor's Office.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

298

1.00

298

200

5.50

1,100

251

0.25

63

251

0.25

63

252

0.25

63

252

0.75
Total working hours
Hours/year/PY
Total PYs

189
1,776
1,776
1.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Assistant Chief of Licensing
# OF TASK
PERFORMED

Plans, organizes, and directs the Department's licensing program.
Serves as advisor to the Department Director and Chief Deputy
Director in matters of the appropriate classification of licenses.
Develops and implements licensing-related statewide policies and
procedures. Plans, organizes, directs staff so that the policies and
procedures conform with the Department's consumer protection
mandate.
Provides programmatic oversight for the Department's licensing
program. Develops policy recommendations necessary to administer a
statewide program and enacts policies as directed by the
Department.
Responsible for the hiring, training, evaluation and retention of all staff
under their purview. Recruits, hires, and trains staff; evaluates staff
performance.
Establishes broad priorities, directs the accomplishment of goals and
objectives and evaluates results. Provides guidance to staff,
professional organizations, and the public with regard to the laws and
regulations governing the functions of the Department.
Proposes solutions to problems identified by staff consumers, and
licensees. Develops training plans.
Reviews and approves responses prepared for signature by the
Department Director or Chief Deputy Director pertaining to
correspondence received about the Department's licensing program.
Works with state and local agencies on overlapping multi jurisdictional
licensing activities.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251

2.00

502

100

2.00

200

251

1.50

377

52

1.00

52

251

1.50

377

37

0.50

19

100

1.50

150

100

1.00
Total working hours
Hours/year/PY
Total PYs

100
1,776
1,776
1.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Assistant Chief of Enforcement
# OF TASK
PERFORMED
Plans, organizes, and directs the Department's enforcement program.
Develops and implements enforcement-related statewide policies and procedures.
Plans, organizes, and directs, policies and procedures to conform with the
Department's consumer protection mandate.
Provides programmatic oversight for the Department's enforcement program. Develops
policy recommendations necessary to administer a statewide program and manages
staff to enact the policies as directed by the Department.
Responsible for the hiring, training, evaluation and retention of all staff under their
purview. Recruits, hires, and trains staff; evaluates staff performance.
Establishes broad priorities, directs the accomplishment of goals and objectives and
evaluates results. Provides guidance to staff, professional organizations, and the public
with regard to the laws and regulations governing the functions of the Department.
Proposes solutions to problems identified by staff consumers, and licensees. Develops
training plans.
Reviews and approves responses prepared for signature by the Department Director or
Chief Deputy Director pertaining to correspondence received about the Department's
enforcement program.
Works with state and local agencies on overlapping multi jurisdictional enforcement
activities.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251

2.00

502

100

2.00

200

251

1.50

377

52

1.00

52

251

1.50

377

37

0.50

19

100

1.50

150

100

1.00
Total working hours

100
1,776

Hours/year/PY

1,776

Total PYs

1.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Staff Services Manager I
# OF TASK
PERFORMED
Supervises, assigns, plans, evaluates and reviews staff work.
Evaluates program performances and identifies deficiencies.
Performs the more complex professional and technical activities to
plan and coordinate projects. Leads weekly meetings with contractors
and Department staff.
Serves as a liaison for subject matter experts in each division for
material development.
Travels throughout the state for event productions, campaigns, and
outreach to promote the Department programs.
Reads and corrects proofs and reviews graphic designs, reviews
materialsfor appropriate grammar, syntax, punctuation, data accuracy,
and consistency with organizational style guide and policy positions.
Consults with executive staff and makes recommendations on
program messaging.
Prepares work to be accomplished by gathering information materials.
Plans concepts by designing rough layout of art and copy regarding
arrangement, size, type size, and style.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251

1.00

251

150

2.00

300

100

2.00

200

51

6.00

306

335

1.50

503

112

0.50

56

160

1.00
Total working hours
Hours/year/PY
Total PYs

160
1,776
1,776
1.0

Bureau of Cannabis Control
Executive Division
Workload for 2.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

Creates informational materials and graphic designs for advertisement
efforts.

200

4.00

800

Provides recommendations regarding target audiences, aesthetic
concepts, and researches effective advertisement strategies.

200

2.00

400

1,000

1.00

1,000

100

5.50

550

120

3.00

360

202

1.00

202

Communicates and coordinates with the Department’s contractors for
the implementation of the campaign and tracking project milestones.
Creates and maintains tracking system for the public awareness
budget and provides funding status reports to management.
Coordinates public events hosted by the Department, such as
educational or licensing workshops. Creates project timelines for event
logistics and analysis of available funding, resources, and expected
outcomes.
Conducts in-depth analysis on any topics or issues related to the
Department’s mission; which may include research on: licensees,
potential applicants, emerging commercial cannabis regulations and
best practices in other states, and state and local legislation and
ordinances.
Provides public with resource materials from Department events and
appropriate contacts for additional resources.
Drafts PowerPoint presentations or memos. Develops a variety of
documents, PDF forms, or reports based on research.

80

3.00

240

Total working hours

3,552

Hours/year/PY

1,776

Total PYs

2.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Staff Services Analyst
# OF TASK
PERFORMED
Assits in the creation of informational materials and graphic designs
for advertisement efforts.
Assists in the coordination public events hosted by the Department,
such as educational or licensing workshops.
Researches topics or issues related to the Department’s mission;
which may include research on: licensees, potential applicants,
emerging commercial cannabis regulations and best practices in other
states, and state and local legislation and ordinances.
Creates, supports and updates the Department’s Internet website.
Provides public with resource materials from Department events and
appropriate contacts for additional resources.
Drafts PowerPoint presentations or memos. Develops a variety of
documents, PDF forms, or reports based on research.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

100

4.00

400

50

7.00

350

60
155

3.00
3.50

180
543

102

1.50

153

50

3.00
Total working hours
Hours/year/PY
Total PYs

150
1,776
1,776
1.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Staff Services Analyst
# OF TASK
PERFORMED
Takes committee meeting notes and drafts meeting minutes for the Department
Director’s review.
Fields questions regarding the CCTT program from state departments, licensees,
and internal programs and routes to appropriate entity or conducts research to
provide detailed response.
Analyzes Metrc system tutorials and guides to provide system enhancing
feedback. Develops Frequently Asked Questions (FAQs) documents and updates
current FAQs to reflect new processes, regulation changes or program updates.
Provides recommendations to the Department Director on system enhancements
to meet the Department’s needs.
Performs special projects that require researching often sensitive and confidential
program issues, problem identification, collection of data, developing alternatives
and recommendations based on the direction of the Department Director.
Attends and contributes to the CCTT operational committee meetings and
provides input to external stakeholders, such as California Department of Public
Health (CDPH) and California Department of Food and Agriculture (CDFA), as the
Metrc system business owner.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

100

3.00

300

250

2.00

500

251

1.50

377

99

1.00

99

100

3.00

300

100

2.00
Total working hours
Hours/year/PY
Total PYs

200
1,776
1,776
1.0

Bureau of Cannabis Control
Executive Division
Workload for 1.0 Administrative Assistant
# OF TASK
PERFORMED

Responds to inquiries on behalf of the Department Director and Chief Deputy
Director from the Governor’s Office, Agency, DCA, industry and public contacts.
Prepares reports and responses to assist the Chief and Chief Deputy Director in
responding to various sensitive or controversial subjects. Arranges and prioritizes
correspondence for the Chiefs signature and distributes as necessary. Develops
and maintains a tracking system and informs the Department Director on the
status of issues and assignments.
Screens and routes calls, visitors and information requests to the appropriate staff.
Provide back-up support to the Executive Office’s analytical staff and performs
other duties as required to support the Executive Office.
Sets and prioritizes the Director and Chief Deputy Director’s appointment and
meeting schedules as required.
Coordinates and prepares all in-state and out-of-state travel arrangements for the
Director and the Chief Deputy Director to include travel advances and travel
claims. Develops travel reimbursements for signature/approval.
Performs special projects that require researching often sensitive and confidential
program issues, problem identification, collection of data, developing alternatives
and recommendations based on the direction of the Department Director.
Prepares confidential and sensitive issue memoranda and reports for the
Governor’s Office, Agency, and DCA. Obtains information and provides assistance
in preparation for meetings, seminars, discussion groups, and legislative hearings.
Develops briefing materials for meetings with the Governor’s Office, Agency, DCA,
industry stakeholders, and other organizations or individuals.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251

2.00

502

100

2.00

200

251

1.50

377

100

1.00

100

66

3.00

198

100

2.00

200

100

2.00

200

Total working hours

1,777

Hours/year/PY

1,776

Total PYs

1.0

Bureau of Cannabis Control
Licensing Division - Licensing Unit
Workload for 1.0 Staff Services Manager III
# OF TASK
PERFORMED
Manages and directs the licensing unit’s workload, including
coordination with other Department units to verify licensing processes
are being conducted in accordance with the applicable laws,
regulations, and policies. Supervises licensing managers to evaluate
handling and completion of assignments. Interprets and applies
provisions of the (MAUCRSA), Department regulations, policies and
other laws identified as relating to cannabis licensing operations.
Implements training and recruiting policies and procedures. Prepares
evaluations, probation reports, and other personnel performance
documents in keeping with accepted principles, practices and
techniques of effective supervision and in accordance with
progressive discipline processes. Implements the various stages of
progressive discipline when necessary. Reviews and approves all
probation reports, annual reports and other personnel performance
documents completed by Staff Services Manager I(s). Reviews and
approves subordinate travel plans and expense reports. Reviews and
approves/denies time off.
Identifies appropriate in-service or out-service training needed for the
licensing division to meet or exceed job performance goals. Develops
plans for improved performance and/or upward mobility training.
Assesses Division operational needs. Recommends changes in
personnel, positions, and duties. Participates in the hiring process for
new personnel in accordance with the policies and guidelines
mandated under Federal and State personnel laws, the State’s Equal
Employment Opportunity Objectives, and negotiated bargaining unit
agreements.
Consults with Department attorneys regarding the application of
complex compliance requirements. Serves as the contact person and
acts as an expert witness on technical compliance issues on cases
referred to the Office of the Attorney General, local law enforcement
agencies, or other regulatory agencies.
Represents the Department interests at various departmental or
Department outreach venues. Anticipates, plans for, and implements
program procedure changes by tracking pertinent legislation, trend
analysis and changes in the law. Identifies and recommends
procedural changes to maximize efficiency in processes and clerical
support functions.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

200

8.00

1,600

50

2.00

100

26

4.00

104

85

2.00

170

52

2.00

104

4

16.00
Total working hours
Hours/year/PY
Total PYs

64
2,142
1,776
1.2

Bureau of Cannabis Control
Licensing Division - Licensing Unit
Workload for 2.0 Staff Services Manager II
# OF TASK
PERFORMED
Manages and directs the licensing unit’s workload, including
coordination with other Department units toverify licensing processes
are being conducted in accordance with the applicable laws,
regulations, and policies. Supervises licensing managers for timely
handling and completion of assignments. Interprets and applies
provisions of the (MAUCRSA), Department regulations, policies and
other laws identified as relating to cannabis licensing operations.
Reviews the SSM I’s most difficult or sensitive work and randomly
reviews approved and denied applications for quality control. Consults
with the Licensing CEA so that recommendations comply with the
provisions of the MAUCRSA, Department regulations, policies and
other applicable laws.
Implements training and recruiting policies and procedures. Prepares
evaluations, probation reports, and other personnel performance
documents in keeping with accepted principles, practices and
techniques of effective supervision and in accordance with
progressive discipline processes. Implements the various stages of
progressive discipline when necessary. Reviews and approves all
probation reports, annual reports and other personnel performance
documents completed by Staff Services Manager I(s). Reviews and
approves subordinate travel plans and expense reports. Reviews and
approves/denies time off.
Identifies appropriate in-service or out-service training needed for the
licensing division to meet or exceed job performance goals. Develops
plans for improved performance and/or upward mobility training.
Assesses Division operational needs. Recommends changes in
personnel, positions, and duties. Participates in the hiring process for
new personnel in accordance with the policies and guidelines
mandated under Federal and State personnel laws, the State’s Equal
Employment Opportunity Objectives, and negotiated bargaining unit
agreements.
Consults with Department attorneys regarding the application of
complex compliance requirements. Serves as the contact person and
acts as an expert witness on technical compliance issues on cases
referred to the Office of the Attorney General, local law enforcement
agencies, or other regulatory agencies.
Represents the Department interests at various departmental or
Department outreach venues. Anticipates, plans for, and implements
program procedure changes by tracking pertinent legislation, trend
analysis and changes in the law. Identifies and recommends
procedural changes to maximize efficiency in processes and clerical
support functions.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

132

12.00

1,584

72

4.00

288

173

6.00

1,038

26

8.00

208

85

4.00

340

52

2.00

104

4

16.00
Total working hours
Hours/year/PY
Total PYs

64
3,626
1,776
2.0

Bureau of Cannabis Control
Licensing Division - Local Liasion and Equity Unit
Workload for 1.0 Staff Services Manager II
# OF TASK
PERFORMED
Supervises staff, assigns, plans evaluates and reviews staff work.
Evalute program performances and identifies deficiencies.
Respond to technical and highly sensitive questions by licensees and
public agencies information on licensing and equity, providing
expertise and clarification.
Consults with SSM III makes recommendations on recruitment and
internal policies.
Assists/oversees SSMIs and analysts engaged with applicants that
need technical assistance with completing the Department's
applications.
Analyze local regulations and ordinances, interpret and evaluate
current statutes. Prepares reports on observable trends. Reviews
analysts responses to inquiries from legislative offices, agencies,
special interest groups and/or the general public. Prepares
correspondences on an as needed basis.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

260

3.00

780

150

0.50

75

65

2.00

130

500

0.50

250

267

2.00
Total working hours
Hours/year/PY
Total PYs

534
1,769
1,776
1.0

Bureau of Cannabis Control
Licensing Division - Licensing Unit
Workload for 6.0 Staff Services Manager I
# OF TASK
PERFORMED
Manages and directs all licensing/renewal processes, including
coordination of workload so that all requirements are met in
accordance with applicable laws and regulations; delegates
assignments to analytical, technical, and clerical staff; and provide
appropriate supervision, direction, and monitoring of staff work for
timely handling and completion of assignments. Interprets and applies
provisions of MAUCRSA and Department regulations, policies and
other laws specifically pertaining to licensure.
Performs case reviews, reviews completed staff work and
recommendations submitted by analytical staff for accuracy and to
verify recommendations comply with the provisions of MAUCRSA,
Department regulations, policies and other applicable laws. Provides
guidance and interpretations of applicable laws. Develops and
updates procedures, guidelines, work aids, etc. for the analytical and
technical staff so that all legal requirements are met during the
application/renewal process and staff is processing work uniformly.
Collaborates with Department program managers on complex and
sensitive issues that crossover between units. Consults with
Department attorneys regarding the application of complex
compliance requirements. Serves as the contact person and acts as
the expert witness on technical compliance issues on cases referred
to the Office of Attorney General, local law enforcement agencies, or
other regulatory agencies.
Anticipates, plans for, and implements program procedure changes
by tracking pertinent legislation, trend analysis and changes in the
law. Identifies and recommends procedural changes to maximize
efficiency in processes and clerical support functions.
Recruits, hires and trains new staff. Prepares evaluations, probation
reports, and other personnel performance documents in keeping with
accepted principles, practices and techniques of effective supervision,
and in accordance with the State processes. Reviews and approves
subordinate travel plans and expense reports. Reviews and
approves/denies time off. Implements the various stages of
progressive discipline when necessary.
Identifies appropriate in-service or out-service training needed for
employees to meet or exceed job performance goals. Develops plans
for improved performance and/or upward mobility training.
Prepares and presents workload statistics to analyze and monitor
Division performance. Recommends process improvements.
Assesses Section operational needs. Recommends changes in
personnel, positions, and duties. Participates in the hiring process for
new personnel in accordance with the policies and guidelines
mandated under Federal and State personnel laws, the State’s Equal
Employment Opportunity Objectives, and negotiated bargaining unit
agreements.
Coordinates the collection of required workload data for budget
change proposals and budget schedules.
Coordinates completion of fiscal impact analyses on proposed
legislation as needed.
Completes special projects; conducts research for Division
management as requested.
Oversee the recommendations for Notification and Request Forms to
determine if requirements for requested action are in line with
statutory and regulatory requirements.
Oversee license renewals to determine if requirements are met.
Assesses business services needs for office supplies and equipment
for subordinate staff. Requisitions supply and equipment needs in
accordance with Department protocols.
Schedules and facilitates Unit staff meetings. Represents the
Department's interests at various departmental or Department
outreach venues.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

260

10.00

2,600

566

8.00

4,528

260

0.50

130

54

1.00

54

70

8.00

560

10

2.00

20

4

48.00

192

12

48.00

576

1

80.00

80

4

48.00

192

12

12.00

144

1,300
3,718

0.25
0.25

325
930

52

0.25

13

52

6.00
Total working hours
Hours/year/PY
Total PYs

312
10,656
1,776
6.0

Bureau of Cannabis Control
Licensing Division - Local Liaison Unit
Workload for 3.0 Staff Services Manager I
# OF TASK
PERFORMED

Supervises staff, assigns, plans evaluates and reviews staff work.
Evalute program performances and identifies deficiencies.
Respond to technical and highly sensitive questions by licensees and
public agencies information on licensing, providing expertise and
clarification.
Consults with SSM II makes recommendations on recruitment and
internal policies.
Assists/oversees analyst engaged with applicants that need technical
assistance with completing the Department's applications.
Analyze local regulations and ordinances, interpret and evaluate
current statutes. Prepares reports on observable trends. Reviews
analysts responses to inquiries from legislative offices, agencies,
special interest groups and/or the general public. Prepares
correspondences on an as needed basis.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

900

3.00

2,700

400

0.50

200

130

2.00

260

1,500

0.50

750

534

3.00
Total working hours
Hours/year/PY
Total PYs

1,602
5,512
1,776
3.1

Bureau of Cannabis Control
Licensing Division - Licensing Unit
Workload Analysis - 25.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED
Provisional Review. Evaluate, analyze and make recommendations on
complex licensing applications, which require an in-depth review and
determine whether the applicant meets the requirements of statutes and
regulations. Includes review of subsequent documentation provided by the
applicant.
Annual Review. Evaluate, analyze and make recommendations on complex
licensing applications, which require an in-depth review and determine
whether the applicant meets the requirements of statutes and regulations.
Includes review of subsequent documentation provided by the applicant.
Compose written analysis for all assigned applications.
Conduct inspection of premises for verification purposes, as needed.
Notify applicants of additional documentation or clarification needed to
process application. Respond to applicant questions.
Makes necessary notations on application checklist, database, and tracking
log.
Review the most complex Notification and Request Forms to determine if
requests meet statutory and regulatory requirements. Notify
applicant/licensee of outcome.
Review and evaluate the most complex renewal submissions to determine if
requirements are met for renewal or if additional information is needed. Notify
licensee of outcome.
Develop and edit training or outreach materials to include, but not limited to,
approval to operate, procedures and guidelines, FAQs, consumer
information for publication on the website, and brochures or other documents
pertinent to consumer protection.
Provide educational support at licensing workshops.
Act as lead analyst in review of SSAs work
Respond to email and telephone inquiries regarding payments issues, user
account access, license search, application processes, and license
requirements.
Prepare for and testify during administrative hearings regarding applications
for approval and renewal to operate that have been denied and subsequently
appealed.
Participate on special projects or handle special assignments as licensing
needs arise.
Research and prepare reports for management as needed.
Participate in program evaluation and planning, policy analysis and
formulation.
Analyze proposed legislation to determine impact on the Department's
licensing program; propose modifications to statutes or regulations.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

800

1.00

800

800
100

22.50
5.00

18,000
500

3,200

3.00

9,600

1,600

1.00

1,600

1,840

3.00

5,520

2,000

2.50

5,000

4
4
132

4.00
4.00
1.00

16
16
132

4,000

0.50

2,000

4.0

4.00

16

44
101

4.00
2.00

176
202

63

3.00

189

4

2.00
Total working hours
Hours/year/PY
Total PYs

8
43,775
1,776
24.6

Bureau of Cannabis Control
Licensing Division - Local Liaison and Equity Unit
Workload for 13.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED
Serve as the point of contact for representatives from local
jurisdictions regarding commercial cannabis activity within the
jurisdiction. Obtain and maintain all local jurisdiction ordinances and
regulations relating to cannabis as well as other information required
by statute or regulation. Distribute information obtained from local
jurisdictions to other state licensing authorities and Department
licensing and enforcement staff.
Review, evaluate, analyze and make recommendations on complex
licensing applications, which require an in-depth review and determine
whether the applicant meets the requirements of statutes and
regulations. Includes review of subsequent documentation provided by
the applicant.
Review, evaluate, analyze and make recommendations on temporary
cannabis event applications. Includes review of subsequent
documentation provided by the applicant.
Analyze local regulations and ordinances and prepares reports on
observable trends. Respond to inquiries from legislative offices,
agencies, special interest groups and/or the general public.
Provide technical assistance to applicants who lack resources to
complete application and work with the local jurisdictions to identify
these applicants (1/4 of applications).
Respond to technical and sensitive questions by licensees and public
agencies information on licensing, providing expertise and clarification
(1/2 of applications).

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

540

10.00

5,400

1,316

10.00

13,160

50

4.00

200

540

4.00

2,160

329

4.00

1,316

658

0.50
Total working hours
Hours/year/PY
Total PYs

329
22,565
1,776
12.7

Bureau of Cannabis Control
Licensing Division - Track and Trace Unit
Workload for 2.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED

Provide analytical and system support for the California Cannabis Track and
Trace (CCTT) Program. Review and respond to the more complex written and
verbal inquiries and provide guidance on system use. In instances where
advance technical assistance is required; such as enabling program
permissions, password resets, and updating the designated Account Manager,
staff submit incident tickets through the CCTT-Metrc self-service portal, as well
as, track and create reports for management regarding system issues.
Monitor the internal and external interface and credentialing reports so all
applicants have registered for the required Account Manager training and
licensees are operating within the Track and Trace System.
Attends, contributes and monitor agenda criteria and Department action items
for the CCTT Operational Committee meetings, meetings with vendors, and
Executive staff. Review and provide feedback on Metrc guides, training and
tools so licensees are in compliance with Department regulations. Collect and
analyze data to perform trend analysis and anticipate future program needs.
Review, track, distribute and develop parameters for Metrc system notifications
and provide to the appropriate internal staff.
Assist in developing and updating informational material, Frequently Asked
Questions (FAQs), regulation changes, and program updates. Assist in
conducting outreach trainings to provide stakeholders CCTT program
knowledge and system usage.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

5,200

0.50

2,600

260

2.00

520

12

16.00

192

12

16.00
Total working hours
Hours/year/PY
Total PYs

192
3,504
1,776
2.0

Bureau of Cannabis Control
Licensing Division - Licensing Unit
Workload Analysis - 8.0 Staff Services Analyst
# OF TASK
PERFORMED
Provisional Review. Evaluate, analyze and make recommendations
on less-complex licensing applications, which require an in-depth
review to determine whether the applicant meets the provisional
requirements. Includes review of subsequent documentation provided
by applicant. Compose written analysis for all assigned applications.
Annual Review. Evaluate, analyze and make recommendations on
less-complex licensing applications, which require a review to
determine whether the applicant meets the requirements of statutes
and regulations. Includes review of subsequent documentation
provided by applicant.
Conduct inspection of premises for verification purposes, as needed.
Notify applicants of additional documentation or clarification needed to
process application.
Makes necessary notations on application checklist, database, and
tracking log.
Review less-complex Notification and Request Forms to determine if
requests meet statutory and regulatory requirements. Notify
applicant/licensee of outcome.
Review and evaluate less-complex renewal submissions to determine
if requirements are met for renewal or if additional information is
needed. Notify licensee of outcome.
Respond to email and telephone inquiries regarding payments issues,
user account access, license search, application processes, and
license requirements.
Participate on special projects or handle special assignments as
needed.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

450

1.50

675

450

14.00

6,300

15

4.00

60

900

1.00

900

1,350

1.00

1,350

400

2.00

800

1,000

2.50

2,500

3,434

0.50

1,717

8

4.00
Total working hours
Hours/year/PY
Total PYs

32
14,334
1,776
8.1

Bureau of Cannabis Control
Licensing Division - Track and Trace Unit
Workload for 2.0 Staff Services Analyst
# OF TASK
PERFORMED

Provide analytical and system support for the California Cannabis
Track and Trace (CCTT) Program. Review and respond to written and
verbal inquiries and provide guidance on system use. In instances
where advance technical assistance is required; such as enabling
program permissions, password resets, and updating the designated
Account Manager, staff submit incident tickets through the CCTTMetrc self-service portal, as well as, track and create reports for
management regarding system issues.
Monitor the internal and external interface and credentialing reports so
all applicants have registered for the required Account Manager
training and licensees are operating within the Track and Trace
System.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

5,200

0.50

2,600

260

2.00

520

Attends, contributes and monitor agenda criteria and Department
action items for the CCTT Operational Committee meetings, meetings
with vendors, and Executive staff. Review and provide feedback on
Metrc guides, training and tools so licensees are in compliance with
Department regulations. Collect and analyze data to perform trend
analysis and anticipate future program needs. Review, track, distribute
and develop parameters for Metrc system notifications and provide to
the appropriate internal staff.

12

16.00

192

Assist in developing and updating informational material, Frequently
Asked Questions (FAQs), regulation changes, and program updates.
Assist in conducting outreach trainings to provide stakeholders CCTT
program knowledge and system usage.

12

16.00
Total working hours
Hours/year/PY
Total PYs

192
3,504
1,776
2.0

Bureau of Cannabis Control
Licensing Division - Licensing Unit
Workload for 6.0 Program Technician II
# OF TASK
PERFORMED
Initial application intake and file creation.
Email notification to local jurisdiction to request local authorization. Forward
response to assigned analyst.
Enter paper applications information into database.
Files applications and associated documents as needed.
Review and respond to fee payments and discrepancies cashiering
inquiries.
Draft return to sender letters.
Review and respond to incoming email inquiries in the licensing group
mailbox.
Refer email inquiries related to pending applications to the assigned
analyst. Refer complex email inquiries to an analyst for review and
response.
Answer incoming calls on licensing group phone line and return voicemails.
Refer calls regarding pending application inquiries to the assigned analyst.
Refer complex phone inquiries to an analyst for review and response.
Process incoming mail and distribute appropriately.
Reviews, sorts, and distributes criminal offender information for pending
applications.
Scans and uploads documentation into database.
Periodically assess the Licensing Unit's office supplies and equipment
needs. Coordinates acquisition following Department protocols.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

4,250

0.50

2,125

4,250
260
10,000

0.10
0.50
0.10

425
130
1,000

2,632
263

0.10
0.20

263
53

6,500

0.25

1,625

6,500

0.10

650

3,900

0.20

780

3,900
10,000

0.10
0.20

390
2,000

15,968
3,000

0.10
0.10

1,597
300

52

0.50
Total working hours
Hours/year/PY
Total PYs

26
11,364
1,776
6.4

Bureau of Cannabis Control
Licensing Division - Local Liasion and Equity Unit
Workload for 2.0 Program Technician II
# OF TASK
PERFORMED
Point of contact for all local jurisdictions. Provide assistance to callers and
answer routine questions following Department processes and procedures.
Transfer calls to assigned analyst and provide detailed email messages to
analyst with the information ascertained from the caller, as appropriate.
Assess whether a verbal or written response is needed to respond to
inquiry. Draft a written response for management approval, if applicable.
Provides support to the Local Liaison Unit by researching a variety of
inquiries from applicants, licensees and local jurisdictions which may
require in depth research of licensing database and other resources to
provide accurate and appropriate responses. Reviews and forwards the
more complex or technical inquiries to an analyst for response using the
Department’s guidelines and procedures.
Respond to routine email inquiries following Department processes and
procedures. Draft more technical email responses for management
approval.
Log, track, and maintain all local jurisdictions ordinances and regulations,
and inquiries related to cannabis, as well as other information required by
statute.
Input temporary, permanent and supplemental application information such
as premises diagrams, financials, and operating procedures into the share
drive under the appropriate name format.
Reviews and verifies accuracy of fee submissions received from applicants
and licensees. Drafts and processes fee discrepancy notices regarding
submission of applications and renewals.
Process the Local Liaison Unit’s mail including conducting research to
determine if correspondence and any documentation received is related to
a pending application or renewal and forward to assigned analyst. Draft
responses for management’s approval for routine inquiries and forward
more technical requests to manager.
Assess the Local Liaison Unit’s office supplies and equipment needs.
Coordinates acquisition following Department protocols.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

1,300

0.50

650

1,300

0.50

650

2,600

0.25

650

52

1.00

52

520

0.16

83

1,300

0.15

195

2,400

0.50

1,200

52

0.50
Total working hours
Hours/year/PY
Total PYs

26
3,506
1,776
2.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 Deputy Chief
# OF TASK
PERFORMED
Plans, directs and evaluates the Unit’s statewide CEU field
investigative activities, CEU background and internal affairs
investigations and various training activities through the Area
Commanders. Develops and implements investigative policies and
procedures. Establishes uniform standards for investigations,
including techniques, procedures and controls. Monitors, audits
and evaluates statewide field investigative efficiencies and
productivity.
Evaluates performance of investigation operations in terms of
overall effectiveness and efficiency and evaluates staff
performance. Evaluates investigation operations facilities,
equipment and training needs and prepares recommendations for
the Chief for appropriate resolution.
Establishes and maintains a cooperative working relationship
between the Unit and the Bureau of Cannabis Control, agencies
and organizations affected by the laws administered by the
Department of Consumer Affairs, and federal, state and local law
enforcement agencies. Identifies and establishes new and
improved technologies and procedures designed to reduce costs
and increase the level of service to client agencies.
Represents the Chief at hearings and public meetings, and acts for
the Chief in his/her absence. Attends law enforcement
management meetings.
Analyzes legislation impacting the Unit and/or its regulatory
programs and makes recommendations to the Chief regarding law
enforcement issues.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

174

4.00

696

50

8.00

400

90

4.00

360

20

8.00

160

20

8.00
Total working hours
Hours/year/PY
Total PYs

160
1,776
1,776
1.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 2.0 Supervising Investigator II (FO)
# OF TASK
PERFORMED

Direct a large number of staff in the performance of field
investigations to detect or verify suspected violations of
laws, rules, or regulations. Review the more critical,
highly sensitive investigation reports, consult with Deputy
Chief when necessary. Oversee and coordinate
development and establishment of enforcement day-today operation.
Assists Deputy Chief in planning and directing a
statewide investigation program, and to act for the
Deputy Chief in his/her absence.
Reviews the work of the first-line supervising
investigators, plans, organizes, and directs the work of
staff members in the investigation of suspected
violations of provisions of laws, rules, and regulations,
reviews and evaluates reports.
Assists with administrative hearing actions related to
disciplinary action, and preparation of hearings.
Conducts ride alongs and provides hands-on training to
the Supervising Investigator I. Provides guidance in work
methods, Bureau policies and inspection procedures.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

300

2.00

600

100

8.00

800

600

2.00

1,200

50

4.00

200

376

2.00
Total working hours
Hours/year/PY
Total PYs

752
3,552
1,776
2.0

Bureau of Cannabis Control
Enforcement Unit - Investigations Unit
Workload for 2.0 Supervising Special Investigator II
# OF TASK
PERFORMED
Directly supervises SSI Is. Plans and organizes the unit for proper and timely
completion of investigation and enforcement activities. Establish priorities, goals,
and objectives and tools to measure the outcomes and performance. Evaluates the
work performance of direct reporting staff to verify investigations are performed
efficiently and effectively.
Monitors direct reporting staff attendance and approves their leave requests. Initiates
and conducts employee selection and interviews of candidates. Monitors and
assesses the training and development needs of the direct-report staff. Trains SSI Is
in investigation best practices and Bureau standards for interview techniques.
Reviews highly sensitive and complex cases conducted by the Special Investigators.
Oversees the complaint intake functions and establish a timeline for providing
responses. Verify staff complete investigations in a timely manner and provides
statistics of complaints to the Bureau’s executive management team.
Conducts the most difficult and confidential investigations. Provides reports to the
Deputy Director of Enforcement for review, feedback, and approval. Prepares
detailed reports regarding investigations. Makes recommendations to the Deputy
Director of Enforcement regarding disciplinary actions and citations.
Responds to the most sensitive complaints and inquiries from the public. Serves as a
main point of contact for local law enforcement agencies throughout California on
investigations and sensitive and high-profile cases.
Serves as a main point of contact for local law enforcement agencies throughout
California on investigations and sensitive and high-profile cases.
Meets regularly with the Bureau’s executive management team. Provides updates
regarding investigations, caseload status and enforcement actions and provides
recommendation for corrective actions. Collaborates with executive management on
process improvement and policy updates. Informs management of sensitive or
critical investigations and recommends action plans.
Maintains record of evidence secured in the evidence room and maintains evidence
storage for secuirty and accuracy.
Reviews and approves signs administrative and criminal subpoenas.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

800

2.00

1,600

400

1.00

400

120

2.00

240

200

5.00

1,000

104

1.00

104

104

1.00

104

104

1.50

156

200
60

2.00
1.00
Total working hours
Hours/year/PY
Total PYs

400
60
4,064
1,776
2.3

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 Supervising Investigator I (SOU)
# OF TASK
PERFORMED
Conducts the more difficult or confidential investigations and
reports for supervisory review, feedback, and approval.
Prepares detailed declarations and detailed supplemental
reports regarding investigations, make recommendations to
Supervising Investigator II regarding displinary action and
citations.
Assists with administrative hearing actions related to
disciplinary actions, and preparation of hearings.
Evaluates the performance of staff members, and takes
approperiate action; assists supervisor or management staff in
planning and directing a major investigation program, assigns
work to Investigators.
Completed daily records of investigations, completes daily,
weekly, monthly travel and mileage.
Conducts ride alongs and provides hands-on training to the
Investigators. Provides guidance in work methods, and Bureau
policies and investigation procedures.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

215

4.00

860

150

1.00

150

101

5.00

505

250

1.00

250

11

1.00
Total working hours
Hours/year/PY
Total PYs

11
1,776
1,776
1.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 5.0 Supervising Investigator I (FO)
# OF TASK
PERFORMED

Conducts the more difficult or confidential field investigations and
reports for supervisory review, feedback, and approval. Prepares
detailed declarations and detailed supplemental reports regarding
investigations, make recommendations to Supervising Investigator II
regarding displinary action and citations.
Assists with administrative hearing actions related to disciplinary
actions, and preparation of hearings.
Evaluates the performance of staff members, and takes
approperiate action; assists supervisor or management staff in
planning and directing a major investigation program, assigns work
to Investigators.
Completed daily records of investigations, completes daily, weekly,
monthly travel and mileage.
Conducts ride alongs and provides hands-on training to the
Investigators. Provides guidance in work methods, and Bureau
policies and investigation procedures.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

1,000

4.00

4,000

600

1.00

600

600

5.00

3,000

1,130

1.00

1,130

50

3.00
Total working hours
Hours/year/PY
Total PYs

150
8,880
1,776
5.0

Bureau of Cannabis Control
Enforcement Unit - Complaints
Workload 1.0 for Supervising Special Investigator I

Directs and supervises Special Investigators, Analysts and support staff; reviews
complaint investigation reports for completeness, accuracy, and organization.
Approves completed complaint investigation reports for final disposition which could
include closure, referral to the Unit of Investigation, to citation and fine, or to the
Attorney General’s Office for possible disciplinary action.
Reviews and provides initial approval for the preparation and service of subpoenas,
filing of criminal complaints (when warranted), and other legal papers.
Provides guidance and technical assistance to Special Investigators and Analysts
working complaint investigations; provides direction, training, and monitors Special
Investigators to prepare and conduct effective investigative interviews and evidence
gathering techniques.
Conducts unusual, complex, and/or sensitive investigations which includes conducting
interviews; gathering evidence; preparing correspondence and written reports; and
compiling completed investigation packages.
Regularly reviews, manages, and monitors all Complaints caseload activities with
enforcement staff; provides input on case prioritization and efficient case management
and completion time frames; makes suggestions regarding evidence gathering,
investigative interviews, and report writing; provides constructive feedback to verify
cases include most relevant evidence and additional support, if necessary.
Provide training and assistance to enforcement staff with preparation of case
materials and personal presentation to effectively testify at administrative and criminal
hearings, when applicable.
Directs and/or conducts analytical and workload studies to identify staffing problems,
needs and deficiencies and recommends changes to statutes, regulations and Bureau
policies and procedures which impact the Enforcement Unit. Makes recommendations
to SSI II regarding any issues identified.
Recommends new policies and procedures to improve program effectiveness, reduce
backlogs, streamline operations, and comply with new and existing laws; Gather and
review statistical information and create reports on case status and workload of the
Enforcement Unit.
Assesses, recommends and provides training as needed for Enforcement Unit staff;
reviews and approves travel claims, attendance, overtime reports, mileage logs, and
other management reports. Supervises the evidence custodian; audits the evidence
room and may maintain an evidence expense account.
Meets regularly with staff, enforcement managers, Bureau’s executive staff, and other
stakeholders so that issues related to investigations are dealt with proactively and on
a continuous basis.
Oversees Special Investigators in the field during inspections and/or Investigations
and provides guidance and technical assistance. Provides direction and monitors
investigators in the field while they conduct suspect and witness interviews, gather
and transport evidence. Oversees the transportation of evidence. Provides training
and assistance to enforcement staff with preparation of case materials and
presentations to effectively testify at administrative and criminal hearings.

# of Task
Performed

Time to Perform
(Hours)

Total Hours

500

0.75

375

50

1.00

50

500

1.00

500

300

2.00

600

25

0.50

12.5

25

0.50

12.5

25

0.50

12.5

50

0.50

25

50

0.50

25

50

0.50

25

152

1.50
Total working hours
Hours/year/PY
Total PYs

456
2,094
1,776
1.2

Bureau of Cannabis Control
Enforcement Unit - Investigations
Workload for 4.0 Supervising Special Investigator I
# OF TASK
PERFORMED

Supervises, directs, monitors, and assigns the workload of staff. Reviews investigation
reports for completeness, accuracy, and organization. Approves completed investigation
reports for final disposition.
Prepares on-going evaluations, probation reports, annual performance evaluations, and
other personnel performance documents. Tracks workload assignments for proper and
timely handling. Provides input on case prioritization and efficient case management and
completion time frames. Provides constructive feedback to confirm cases include most
relevant evidence and additional support.
Assesses, recommends and provides training as needed for Enforcement Unit staff;
reviews and approves travel and evidence claims, attendance, overtime reports, monthend billing, and other management reports. Supervises the evidence custodian; audits the
evidence room and may maintain an evidence expense account, if necessary.
Oversees and provides both classroom and field training for local law enforcement on
cannabis laws, regulations, and investigative techniques.
Oversees Special Investigators in the field during inspections and/or Investigations and
provides guidance and technical assistance. Provides direction and monitors investigators
in the field while they conduct suspect and witness interviews, gather and transport
evidence. Oversees the transportation of evidence. Provides training and assistance to
enforcement staff with preparation of case materials and presentations to effectively testify
at administrative and criminal hearings.
Meets regularly with staff, enforcement managers, Bureau's Executive Staff, and other
Stakeholders to confirm issues related to Investigations are dealt with proactively and on
continuous basis.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

766

2.00

1,532

580

2.00

1,160

353

1.00

353

60

2.00

120

1,075

3.50

3,763

270

1.00
Total working hours
Hours/year/PY
Total PYs

270
7,198
1,776
4.1

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 35.0 Investigator (FO)
# OF TASK
PERFORMED
Examines a variety of records to secure or verify information
concerning suspected violations and violators. Identifies, gathers,
assembles, and preserves statements, affidavits, and other evidence
for use in legal action.
Locates accused persons and witnesses, routinely conducts face-toface interviews, and analyzes and evaluates testimony. Contacts and
interviews individuals and representatives of business or
governmental organizations.
Files criminal complaints, serves search warrants, subpoenas, and
other legal papers.
Makes physical arrests, participates in carrying out search warrants.
Transports those in custody; conducts surveillance and undercover
operations.
Issues citations; logs evidence when seized; cooperates with federal,
state, and local law enforcement agencies on investigations.
Assists prosecutors in preparing and presenting cases, and testifies
in court or administrative hearings.
Prepares detailed reports of the events of the investigation, which
include documented evidence, statements from witnesses, and
general synopsis.
Participates in mandatory meetings and travels when necessary.
Prepares and performs internal month-end paperwork such as
monthly activity reporting, mileage logs and Timesheets.
Participates in firearms qualifications, hand-to-hand defensive tactics
training, and specialized law enforcement technical training.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

6,930

1.00

6,930

3,500

1.75

6,125

1,645

3.00

4,935

2,800

3.00

8,400

5,250

2.00

10,500

2,625

4.00

10,500

5,250

1.25

6,563

1,540

1.50

2,310

420

1.00

420

840

6.50
Total working hours
Hours/year/PY
Total PYs

5,460
62,143
1,776
35.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 2.0 Investigators (SOU)
# OF TASK
PERFORMED
Examines a variety of records to secure or verify information
concerning suspected violations and violators. Identifies, gathers,
assembles, and preserves statements, affidavits, and other
evidence for use in legal action for internal affairs cases,
background investigations, and Citizen Complaints.
Locates accused persons and witnesses, routinely conducts faceto-face interviews, and analyzes and evaluates testimony.
Contacts and interviews individuals and representatives of
business or governmental organizations for internal affairs cases,
background investigations, and Citizen Complaints.
Files criminal complaints, serves search warrants, subpoenas, and
other legal papers for internal affairs investigations and Citizen
Complaints.
Makes physical arrests, participates in carrying out search
warrants. Transports those in custody; conducts surveillance and
undercover operations for internal affairs cases and Citizen
Complaints.
Issues citations; logs evidence when seized; cooperates with
federal, state, and local law enforcement agencies on
investigations for internal affairs cases and Citizen Complaints.
Assists prosecutors in preparing and presenting cases, and
testifies in court or administrative hearings for internal affairs
cases and Citizen Complaints.
Prepares detailed reports of the events of the investigation, which
include documented evidence, statements from witnesses, and
general synopsis for internal affairs cases, background
investigations, and Citizen Complaints.
Participates in mandatory meetings and travels when necessary.
Prepares and performs internal month-end paperwork such as
monthly activity reporting, mileage logs and Timesheets.
Participates in firearms qualifications, hand-to-hand defensive
tactics training, and specialized law enforcement technical training.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

396

1.00

396

200

1.75

350

100

3.00

300

156

3.00

468

300

2.00

600

150

4.00

600

300

1.25

375

88

1.50

132

24

1.00

24

48

6.50
Total working hours
Hours/year/PY
Total PYs

312
3,557
1,776
2.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 Investigator (TTS)
# OF TASK
PERFORMED
Examines a variety of records to secure or verify information concerning
suspected violations and violators. Identifies, gathers, assembles, and
preserves statements, affidavits, and other evidence for use in legal
action.
Locates accused persons and witnesses, routinely conducts face-toface interviews, and analyzes and evaluates testimony. Contacts and
interviews individuals and representatives of business or governmental
organizations.
Files criminal complaints, serves search warrants, subpoenas, and other
legal papers.
Makes physical arrests, participates in carrying out search warrants.
Transports those in custody; conducts surveillance and undercover
operations.
Issues citations; logs evidence when seized; cooperates with federal,
state, and local law enforcement agencies on investigations.
Assists prosecutors in preparing and presenting cases, and testifies in
court or administrative hearings.
Prepares detailed reports of the events of the investigation, which
include documented evidence, statements from witnesses, and general
synopsis.
Participates in mandatory meetings and travels when necessary.
Prepares and performs internal month-end paperwork such as monthly
activity reporting, mileage logs and Timesheets.
Coordinates, plans, develops lesson plans, and provides training for
P.O.S.T. Perishable Skills Program mandated training.
Coordinates, plans, schedules and manages training dates, sessions,
facilities, and for mandated training requirements.
Provides training in First Aid/CPR training.
Assists in the management, maintenance and repair of Unit owned and
issued firearms.
Develops lesson plans and provides instruction and training in building
entry and searching techniques.
Develops lesson plans and provides instruction in defensive tactics and
arrest & control training.
Develops lesson plans and provides instruction in firearms training and
qualification.
Prepares detailed written reports regarding training session, which
include any safety violations, remediation training, injures, and general
instructional topics.
Provides all new investigators with orientation and training in firearms,
defensive tactics, and use of force policy.
Evaluation of training sections/programs needs, training courses for
compliance with State and P.O.S.T. peace officer mandates.
Development of new or part-time instructors.
Participates in firearms qualifications, hand-to-hand defensive tactics
training, and specialized law enforcement technical training.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

20

1.00

20

19

1.75

33

7

3.00

21

80

3.00

240

1

2.00

2

5

4.00

20

5
150

1.25
1.53

6
230

12

1.00

12

7

12.00

84

85
7

1.00
1.75

85
12

54

2.00

108

30

8.00

240

30

8.00

240

30

8.00

240

30

3.00

90

5

6.00

30

15
20

2.00
2.00

30
40

4

12.00
Total working hours
Hours/year/PY
Total PYs

48
1,831
1,776
1.0

Bureau of Cannabis Control
Enforcement Unit - Investigations Unit
Workload for 18.0 Special Investigator

Investigates complaints. Interviews complainants, witnesses, licensees and other persons
with information. Identifies, gathers, organizes, evaluates and preserves statements, records,
photographs, affidavits, and other evidence for use in disciplinary actions. Documents and
maintains evidence. Confers with state and local law enforcement agencies on enforcement
activities and investigations.
Travel throughout the state and conduct compliance inspections of commercial cannabis
licensees. Address public safety issues by reviewing the licensees operating procedures such
as their delivery and consumer sales practices, packaging and labeling practices, cultivation
practices, and processing practices. Assists licensees with coming into compliance when
deficiencies are found.
Prepares investigation and inspection reports. Prepares and serves Notices to Comply,
Letters of Demand, and other documents related to enforcement actions. Reviews historical
data and precedence to verify reports cover all factual evidence. Documents evidence,
statements from complainants, witnesses, and respondents. Confirms the findings are fully
supported by the facts and evidence. Presents investigation reports and evidence to SSI I for
review. Makes recommendations on the next steps of whether inspection requires
investigation, or next steps of the investigation process.
Contacts distributor regarding a failed batch of cannabis goods to determine the location of
the failed batch and the distributors intent to destroy or remediate the failed batch. Request
destruction records and video surveillance of the failed batch. Reviews and analyzes records,
surveillance footage, photographs, shipping manifests, and certificates of analysis. Initiates
and conducts an investigation when licensees are found to be out of compliance.
Conducts inspections and onsite monitoring of temporay cannabis events to verify events are
compliant with the regulations. Verifies public safety at events by monitoring the licensees
practices for providing security at the event and verifying the age and identity of consumers
attending the event. Also inspects cannabis goods being sold at the event to verify that the
cannabis goods are in compliance with packaging and labeling requirements and are sold
and consumed in designated areas.
Prepares and performs internal administrative functions such as daily, weekly and monthly
activity reports and mileage logs; prepares and maintains various investigative
correspondence. Assists prosecutors in preparing and presenting cases and testifies in
administrative hearings and criminal trials.
Conducts quality assurance compliance monitoring of licensed distributors, microbusinesses
authorized to engage in distribution, and testing laboratories. Interviews licensees and their
staff. Reviews records licensees' records related to quality assurance, laboratory testing,
packaging and labeling, tax collection and remittance, and other regulatory requirements.
Addresses consumer safety issues at licensed premises, including a review of packaging and
labeling, track and trace, security, transportation, storage of cannabis goods, product
destruction. Assists licensees with coming into compliance when deficiencies are determined.
Provides training to law enforcement on how to investigate track and trace violations; how to
verify if someone is licensed by the Bureau; what commercial cannabis activities a licensee
can engage in; transportation requirements; and shipping manifests.
Prepares and performs internal administrative functions such as daily, weekly and monthly
activity reports and mileage logs; prepares and maintains various investigative
correspondence. Assists in preparing and presenting cases and testifies at administrative
hearings and in court hearings. Prepares and issues citations.

# OF TASK
PERFORMED

150

268

TIME TO PERFORM
(HOURS)

3.50

10.00

TOTAL
HOURS

525

2,680

1,510

5.00

7,550

1,866

3.50

6,531

28

144.00

4,032

55

2.5

138

1246

5.00

6,230

1246

2.50

3,115

110

2.00

220

346

2.50
Total working hours
Hours/year/PY
Total PYs

865
31,886
1,776
18.0

Bureau of Cannabis Control
Enforcement Unit - Complaints
Workload 3.0 for Special Investigator I

Conducts complaint investigations. Drafts complaint investigation
reports. Makes recommendations for final disposition which could
include closure, referral to the Unit of Investigation, to citation and
fine, or to the Attorney General’s Office for possible disciplinary
action.
Attends training on investigative techniques and report writing.
Provide training and assistance to enforcement staff with
preparation of case materials and personal presentation to
effectively testify at administrative and criminal hearings, when
applicable.
Recommends new policies and procedures to improve program
effectiveness, reduce backlogs, streamline operations, and
comply with new and existing laws.
Meets regularly with staff, enforcement managers, Bureau’s
executive staff, and other stakeholders, to confirm issues related
to investigations are dealt with proactively and on a continuous
basis.

# of Task
Performed

Time to Perform
(Hours)

Total Hours

1,500

2.50

3,750

60

1.00

20

1,500

1.00

1,500

75

1.00

25

75

1.00
Total working hours
Hours/Year/PY
Total PYs

75
5,370
1,776
3.0

Bureau of Cannabis Control
Enforcement Unit - Complaints Unit
Workload for 1.0 Staff Services Manager I
# OF TASK
PERFORMED
Directly supervises AGPAs and OTs. Plans and organizes the unit to verify proper
and timely completion of complaint investigation and enforcement activities. Establish
priorities, goals, and objectives and tools to measure the outcomes and performance.
Evaluates the work performance of direct reporting staff to make certain investigations
are performed efficiently and effectively.
Monitors direct reporting staff attendance and approves their leave requests. Initiates
and conducts employee selection and interviews of candidates. Monitors and
assesses the training and development needs of the direct-report staff. Trains SSI Is
in investigation best practices and Bureau standards for interview techniques.
Reviews and verifies highly sensitive and complex cases are properly conducted by
the Special Investigators.
Oversees the complaint intake functions and establishes a timeline for providing
responses. Confirms staff review complaints in a timely manner and provides
statistics of complaints to the Bureau’s executive management team.
Conducts the most difficult and confidential investigations. Provides reports to the
Assistant Chief of Enforcement for review, feedback, and approval. Prepares
detailed reports regarding investigations. Makes recommendations to the Assistant
Chief of Enforcement regarding disciplinary actions and citations.
Responds to the most sensitive complaints and inquiries from the public. Serves as a
main point of contact for local law enforcement agencies throughout California on
investigations and sensitive and high-profile cases.
Meets regularly with the Bureau’s executive management team. Provides updates
regarding investigations, complaint caseload status and enforcement actions and
provides recommendation for corrective actions. Collaborates with executive
management on process improvement and policy updates. Informs management of
sensitive or critical investigations and recommends action plans.
Maintains record of evidence secured in the evidence room and verifies evidence is
secure and accounted for.
Reviews administrative subpoenas.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

800

1.00

800

200

1.00

200

60

2.00

120

100

5.00

500

52

1.00

52

54

1.50

81

100
104

1.00
0.50
Total working hours
Hours/year/PY
Total PYs

100
52
1,905
1,776
1.1

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 Staff Services Manager I (Admin)
# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

Supervises staff, assigns, plans, evaluates and reviews staff work.
Consults with SSM II makes recommendations on recruitment and
internal policies.

225

3.00

675

178

1.00

178

Performs the most difficult or sensitive administrative analysis.
Teaches and mentors analysts to perform administrative duties to
support Department staff.

147

4.00

588

134

2.50
Total working hours
Hours/year/PY
Total PYs

335
1,776
1,776
1.0

Bureau of Cannabis Control
Enforcement Unit - Investigations
Workload for 3.0 Associate Management Auditor

Creates a pre-audit plan outlining the scope of the audit. Plans audits in
accordance with established audit protocols. Reviews preliminary data and
worksheets prepared by provider.
Conducts on-site quality assurance auditing of cannabis licensees for
financial records, accounting practices and tax payment collections.
Reviews and audits inventory records, manufacturing production records,
cultivation records, and payroll records. Conduct interviews individuals
within the licensed business to provide further clarity, documentation or
other necessary information to complete the audit.
Prepares concise reports documenting the findings of the audit and
compliance recommendations. Provides recommendations to
management regarding cannabis licensees that require additional
enforcement activity.
Presents audit findings and recommendations to licensed cannabis
businesses. Answers questions regarding tax laws and any applicable
cannabis-specific regulations. Assists licensees with explaining
recommendations and developing a plan to come into compliance when
deficiencies are determined. Provides licensees with a timeline for
meeting compliance standards.

# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

104

2.00

208

1,418

3.00

4,254

432

2.00

864

215

1.00
Total working hours

215
5,541

Hours/year/PY

1,776

Total PYs

3.1

Bureau of Cannabis Control
Enforcement Unit - Complaints
Workload for 7.0 Associate Governmental Program Analyst

Examine a variety of records and information to detect, secure or verify suspected
administrative and criminal violations of the laws, rules and regulations that
govern the Bureau of Cannabis Control. Examine various databases for
information related to complaints and Bureau of Cannabis Control investigations.
Review complaints, cannabis business books and records and document findings
and irregularities. Field complaints from members of the public related to Bureau
of Cannabis Control violations.
Answer questions from representatives of businesses or governmental
organizations. Assist Special Investigators, state and local Law enforcement
agencies with detail phone inquiries.
Tracks case progress and status of open investigations and complaints.
Prepare concise, detailed written reports of the events of the complaint
investigation, which include documented evidence, statements from witnesses
and a general synopsis to verify findings are fully supported by the facts and
other evidence.
Respond to complex written and oral inquiries regarding cannabis laws, policies
and procedures. This may include email, written, telephone or in person
responses.
Assist prosecutors/ Attorney General’s office staff in preparing and presenting
cases and testify in administrative and criminal hearings.

# of Task
Performed

1,209

Time to Perform
(Hours)

8.00

Total Hours

9,672

636
318

1.00
0.50

636
159

636

1.50

954

636

1.00

636

318

1.50
Total working hours
Hours/Year/PY
Total PYs

477
12,534
1,776
7.1

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 AGPA (Admin)
# OF TASK
PERFORMED
Reviews and analyzes departmental needs and makes a
recommendation to the SSM I.
Performs the most complex administrative duties relating to
contracts, personnel, budgets, etc.
Research files, gather information to verify that requirements are
met. Respond technical and sensitive questions by staff on
administrative related questions, providing expertise and
clarification.
Track and report project status and results to management.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

55

3.50

193

250

3.00

750

775

0.75

581

575

0.50
Total working hours
Hours/year/PY
Total PYs

288
1,811
1,776
1.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 AGPA (FO)
# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

Reviews and analyzes departmental needs and makes a
recommendation to the SSM I.
Performs the most complex administrative duties relating to
contracts, personnel, budgets, etc.

55

3.50

193

250

3.00

750

Research files, gather information to verify that requirements are met.
Respond technical and sensitive questions by staff on administrative
related questions, providing expertise and clarification.
Track and report project status and results to management.

775
575

0.75
0.50
Total working hours
Hours/year/PY
Total PYs

581
288
1,811
1,776
1.0

Bureau of Cannabis Control
Enforcement Unit - Complaints
Workload for 1.0 Staff Services Analyst

Receives telephone and written complaints on licensees and possible
unlicensed activity from the public, other licensees, and government
agencies. Obtains complaint information and documentation and reviews
items to provide recommendations to enforcement staff. Independently
provides alternative solutions to complainant upon determination that
violations identified in complaint cannot be substantiated, which includes
referring a complaint to the appropriate agency, or preparing and providing
educational information, and recommends appropriate action.
Corresponds with complainants and licensees, both verbally and in writing,
to obtain information used to determine whether the Bureau has jurisdiction
over complaint.
Provides consumers and licensees information regarding the Bureau’s
complaint process, including but not limited to the overall investigation
process.
Prepares complaint reports in a detailed, clear and concise manner, in
chronological order, and in the approved format; prepares complaint
tracking documents; codes complaint information and activity reporting data
and enters data into the Accelasystem; monitors the volume and pattern of
complaints of licensees.
Creates, prepares and maintains accurate monthly statistical reports to
monitor Enforcement staff’s caseload and prepares statistical reports for the
Bureau’s Executive Office.
Forward Certificates of Analysis from Licensed testing laboratories to
appropriate BCC staff.
Records and manages shipping manifest data and report findings of
potential illegal activity.
Identifies and reports potential errors in shipping manifest to include
missing/incomplete data,, and discrepancies which may require follow-up
investigations. Analyzes large volumes of numerical data and identifies noncompliant data.

# of Task
Performed

Time to Perform
(Hours)

Total Hours

35

2.00

70

35

2.00

70

50

1.00

50

35

3.00

105

75

0.50

38

80

0.50

40

600

2.00

120

2.50
Total working hours
Hours/Year/PY
Total PYs

1,200

300
1,803
1,776
1.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 Staff Services Analyst (Admin)
# OF TASK
PERFORMED

Review forms and standards, and other required documents for
completeness and analyze information related to administrative duties.
Research files, gather information to verify that requirements are met.
Assist staff by phone to provide clarifying information on administrative
related tasks.
Prioritize assignments and projects to confirm completion within
established timeframes and by expected deadlines.
Perform arithmetic computations. Follow-up and verify that the
assignments and activities of work team or task force members are
completed within established timelines.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

350

3.00

1,050

50

1.00

50

50

1.00

50

150

4.00
Total working hours
Hours/year/PY
Total PYs

600
1,750
1,776
1.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 Staff Services Analyst
# OF TASK
PERFORMED

Review forms and standards, and other required documents for
completeness and analyze information related to administrative
duties. Scheduling all training for CEU investigators and assist in
the development of training curriculum.
Research files, gather information to verify that requirements are
met. Assist staff by phone to provide clarifying information on
administrative related tasks.
Prioritize assignments and projects to verify completion within
established timeframes and by expected deadlines.
Perform arithmetic computations. Follow-up and verify that the
assignments and activities of work team or task force members are
completed within established timelines.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

1,050

350

3.00

53

1.00

53

53

1.00

53

155

4.00
Total working hours
Hours/year/PY
Total PYs

620
1,776
1,776
1.0

Bureau of Cannabis Control
Enforcement Unit
Workload 2.0 for Program Technician II

Provide assistance to callers and answer routine questions following
Bureau processes and procedures. Transfer calls to assigned analyst or
Special Investigator and provide detailed email messages to analyst or
Special Investigators with the information ascertained from the caller.
Assess whether a verbal or written response is needed to respond to
inquiry. Draft a written response for management approval, if applicable.
Type, format, copy, and prepare investigation and inspection reports and
other documents.
Maintain and update logs.
Research and respond to a variety of inquiries from licensees and the
public which may require in-depth research of licensing database and
other resources to provide accurate and appropriate responses. Review
and forward the more complex or technical inquiries to an analyst or
Special Investigator for response using the Bureau’s guidelines and
procedures. Draft more technical email responses for management
approval.
Process the mail including conducting research to determine if
correspondence and any documentation received is related to a pending
investigation or case and forward to assigned Special Investigator or other
staff. Draft responses for management’s approval for routine inquiries and
forward more technical requests to manager.
Participate in training and attend staff meetings.
Research enforcement documents needed to fill Public Records Act
Requests and package the items for management and legal Units review
as well as package enforcement reports for legal review.
Create and organize files, maintan files, track assignment of files. Enter
information in electronic document management sytem.
Assist enforcement staff with enforcement travel preparations, conference
and large meeting preparation, including booking conference rooms and
reserving audiovisual equipment.
Provide administrative support to enforcement staff, including monitoring
and maintaining the Enforcement Unit’s office supplies and follow Bureau
protocols to order more supplies when necessary. Maintain and stock
office equipment, such as printers and copiers.

# of Task
Performed

Time to Perform
(Hours)

Total Hours

260

0.50

130

845
260

1.50
1.00

1268
260

90

1.00

90

260
20

1.00
1.00

260
20

500

1.00

500

100

2.00

200

800

1.00

800

52

0.50
Total working hours
Hours/Year/PY
Total PYs

26
3,554
1,776
2.0

Bureau of Cannabis Control
Enforcement Unit - Complaints
Workload 1.0 for Office Technician

Provide assistance to callers and answer routine questions
following Bureau processes and procedures. Transfer calls to
assigned analyst or Special Investigator and provide detailed
email messages to analyst or Special Investigators with the
information ascertained from the caller. Assess whether a verbal
or written response is needed to respond to inquiry. Draft a
written response for management approval, if applicable.
Act as the Enforcement point of contact for the public counter
including inputting complaint information into the complaint
management system and scanning and uploading documents.
Utilize the Bureau’s complaint system to view and assign
complaints to analyst.
Research and respond to a variety of inquiries from licensees
and the public which may require in-depth research of licensing
database and other resources to provide accurate and
appropriate responses. Review and forward the more complex or
technical inquiries to an analyst or Special Investigator for
response using the Bureau’s guidelines and procedures. Draft
more technical email responses for management approval.
Process the Enforcement Unit’s mail including conducting
research to determine if correspondence and any documentation
received is related to a pending investigation or case and forward
to assigned analyst or Special Investigator. Draft responses for
management’s approval for routine inquiries and forward more
technical requests to manager.
Establish and maintain law enforcement contact databases for
points of contact statewide.
Research enforcement documents needed to fill Public Records
Act Requests and package the items for management and legal
Units review as well as package enforcement reports for legal
review.
Organize, file and forward to appropriate staff the various
documents received by the Bureau such as Certificates of
Analysis from Licensed testing laboratories, incoming police
reports, notice of diversion reports and shipping manifests.
Assist Enforcement Staff with enforcement travel preparations,
conference and large meeting preparation, including booking
conference rooms and reserving audiovisual equipment.
Provide administrative support to Enforcement Staff, including
monitoring and maintaining the Enforcement Unit’s office
supplies and follow Bureau protocols to order more supplies
when necessary.

# of Task
Performed

Time to Perform
(Hours)

Total Hours

20

0.50

10

325

2.50

813

325

2.50

813

67

1.00

67

25

0.50

12.5

8

0.50

4

8

0.50

4

20

2.00

40

8

0.50

4

26

0.50
Total working hours
Hours/Year/PY
Total PYs

13
1,780
1,776
1.0

Bureau of Cannabis Control
Enforcement Unit - Investigations
Workload 2.0 for Office Technician

Provide assistance to callers and answer routine questions
following Bureau processes and procedures. Transfer calls to
assigned analyst or Special Investigator and provide detailed
email messages to analyst or Special Investigators with the
information ascertained from the caller. Assess whether a
verbal or written response is needed to respond to inquiry.
Draft a written response for management approval, if
applicable.
Type, format, copy, and prepare investigation and inspection
reports and other documents.
Maintain and update logs.
Research and respond to a variety of inquiries from licensees
and the public which may require in-depth research of licensing
database and other resources to provide accurate and
appropriate responses. Review and forward the more complex
or technical inquiries to an analyst or Special Investigator for
response using the Bureau’s guidelines and procedures. Draft
more technical email responses for management approval.
Process the mail including conducting research to determine if
correspondence and any documentation received is related to
a pending investigation or case and forward to assigned
Special Investigator or other staff. Draft responses for
management’s approval for routine inquiries and forward more
technical requests to manager.
Participate in training and attend staff meetings.
Research enforcement documents needed to fill Public
Records Act Requests and package the items for management
and legal Units review as well as package enforcement reports
for legal review.
Organize, file and forward to appropriate staff the various
documents received by the Bureau.
Assist Enforcement Staff with enforcement travel preparations,
conference and large meeting preparation, including booking
conference rooms and reserving audiovisual equipment.
Provide administrative support to enforcement Staff, including
monitoring and maintaining the Enforcement Unit’s office
supplies and follow Bureau protocols to order more supplies
when necessary. Maintain and stock office equipment, such as
printers and copiers.

# of Task
Performed

Time to Perform
(Hours)

Total Hours

40

0.50

20

2,000
260

1.00
0.50

2,000
130

100

1.00

100

260

0.50

130

20

1.00

20

100

0.50

50

50

1.50

75

2,000

0.50

1,000

60

0.50
Total working hours
Hours/Year/PY
Total PYs

30
3,555
1,776
2.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 1.0 Office Technician (SOU)

Create and maintain files for office.
Prepare mail merge and mail any documentation to staff
personnel.
Respond to emails, direct and return phone calls regarding
questions from staff.
Provide clerical support to staff personnel as needed.

# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

1,500

0.50

750

300

1.00

300

1,404
1,500

0.25
0.25
Total Working Hours
Hours/year/PY
Total PYs

351
375
1,776
1,776
1.0

Bureau of Cannabis Control
Sworn Investigations Unit
Workload for 5.0 Office Technician (FO)
# OF TASK
PERFORMED
Create and maintain files for all admin related duties. Track all
assignments and log-in database.
Prepare mail merge and mail any documentation to
applicant/licensee, or staff personnel.
Respond to emails, initial contact for public inquiries and
administrative questions from staff.
Back-up for counter, answer phone calls, open mail, log,
distribute.
Provide clerical support to analysts and SSM as needed.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

500

0.50

250

2,000

1.00

2,000

2,000

1.00

2,000

2,000
3,750

0.50
1.00
Total working hours
Hours/year/PY
Total PYs

1,000
3,750
9,000
1,776
5.1

Department of Cannabis Control
Testing Laboratory Division
Workload for 1.0 Environmental Program Manager I (Supervisory)
# OF TASK
PERFORMED
Oversee the analysis of samples and data related to the tracking of cannabis goods
batch regulatory compliance certificate of analysis (COA) results for the purpose of
regulatory action or compliance, enforcement, and/or agency objectives. Directs staff in
consulting and providing compliance assistance to testing laboratory licensees.
Manages and directs the oversight of staff reviews required testing laboratory application
requirements, including test method standard operating procedures (SOPs), ISO/IEC
17025 accreditation, and method validation reports. Reviews and analyzes technically
complex and determines to approve, defer, or deny the application based on review and
analysis of the statutes and regulations.
Manages and directs staff performing the reviews and analysis of complete data
packages from licensed laboratories for chemical and microbial test methods. Reviews
and analyzes staff summaries, recommendations, and assists with the most complex
data review. Finalizes the determination and advises Department Director.
Manages and directs the oversight of staff review of proficiency test results and
laboratory internal and external audits. Reviews Environmental Scientist Supervisor
recommendations related to complex deficiencies and confirms inadequacies are
addressed appropriately.
Manages and directs the oversight of inspections, evaluations, investigations, or
interviews to verify compliance with statewide laws, regulations, and/or departmental
objectives.
Manages the review and approval of detailed reports and/or supplemental reports
regarding investigations prepared by staff, including reviewing and analyzing staff
recommendations regarding disciplinary actions and citations. These may include Letters
of Demand, Notices to Comply, citations etc.
Reviews and approves the summary of complex data and information drafted by staff to
provide written correspondence (i.e., letters, fact sheets, memos) to other staff,
management, other interested stakeholders, and the public to communicate scientific
and technical information.
Draft and prepare Budget Change Proposals (BCP) to justify, request, or change funding
for programs/projects for submittal to the Governor’s Office.
Initiate and oversee interagency and consultant contracts/agreements for services which
are beyond the department’s capacity, to meet program/project objectives.
Plan and implement measures to improve staff performance such as
providing coaching and feedback, determining training needs,
communicating expectations, and using reporting protocols. Provide training for
subordinate staff so that project work is completed
as intended.
Direct and delegate the preparation of work plans including the development of goals,
timelines, objectives, tasks, and resources needed to achieve program objectives.
Provides technical expertise and recommendations in the areas of public health, public
safety, and complex data to staff, management, and outside agencies to assist in the
development, analysis, and
implementation of programs and projects. Prepare briefings for management to facilitate
policy development and decision making.
Participate in and/or oversee public workshops and conferences to report on the
progress of projects, educate the public on programs, and obtain public comment.
Develop policies, standards, and regulatory requirements
for department adoption and implementation to promote protection of public health and
public safety. Provides conclusive scientific evidence to support development of
regulations that address standards of performance for testing laboratories.
Manages and oversees the recruitment, hiring, and training of new staff. Review ongoing evaluations, probation reports, annual performance evaluations, and other
personnel performance documents in keeping with accepted principles, practices and
techniques of effective supervision and in accordance with the Department’s progressive
discipline processes.
Testify (i.e., public hearings, court cases) as a subject matter expert on public health,
public safety and environmental issues as a representative of the department/agency.
Provides advice, assistance, and analytical support for the California Cannabis Track
and Trace (CCTT) program. Attends and contributes to the CCTT operational committee
meetings and provides input to external stakeholders, such as California Department of
Public Health (CDPH) and California Department of Food and Agriculture (CDFA), as the
Metrc system business owner.
Manages, oversees, and coordinates with other licensing agencies when voluntary
recalls are performed by commercial cannabis licensees.
Provides assistance and clarification to testing laboratory licensees laboratory managers
to confirm adherence to the regulations via phone, email and in person.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

4,000

0.10

400

20

4.00

80

100

3.00

300

75

1.00

75

75

2.00

150

40

0.50

20

50

0.50

25

2

8.00

16

5

10.00

50

20

1.00

20

52

1.00

52

50

1.00

50

5

8.00

40

10

8.00

80

20

2.00

40

20

8.00

160

26

3.00

78

25

4.00

100

75

1.50
Total working hours
Hours/year/PY
Total PYs

113
1,849
1,776
1.0

Bureau of Cannabis Control
Laboratory Unit
Workload for 1.0 Research Scientist III, Chemical
# OF TASK
PERFORMED
Provides training to environmental scientists and leads the review of data package
analysis. Reviews and analyzes complete data packages from licensed laboratories for
chemical and microbial test methods. Reviews and analyzes corresponding raw data
which includes, but is not limited to, calibration curves, instrument chromatograms, and
laboratory quality control (LQC) samples results. Determines the need for additional
scientific and procedural information and provides a summary and recommendations to
the Senior Environmental Scientist, Supervisor.
Provides training to environmental scientists in the analysis and the scientific review of
cannabis goods batch regulatory compliance certificate of analysis (COA) results.
Reviews environmental scientists recommendations and evaluations based on their
review and analysis of the statutes and regulations, follows-up with Senior
Environmental Scientist, Supervisor if needed.
Provides training to environmental scientists and leads the review of required testing
laboratory application requirements, including test method standard operating
procedures (SOPs) and ISO/IEC 17025 accreditation. Determines the need for
additional scientific and procedural information to complete the scientific review
process which includes ensuring licensee applicant has provided proper, consistent,
complete, and accurate application content. Makes recommendations to the Senior
Environmental Scientist, Supervisor and licensing manager to approve, defer, or deny
the application based on review and analysis of the statutes and regulations.
Provides training to environmental scientists and leads the review of required method
validation reports for the testing laboratory application requirement. Reviews and
analyzes corresponding raw data which includes, but is not limited to, calibration
curves, instrument chromatograms, and laboratory quality control (LQC) samples
results. Determines the need for additional scientific and procedural information. Makes
recommendations to the Senior Environmental Scientist, Supervisor and licensing
manager to approve, defer, or deny the application based on review and analysis of the
statutes and regulations.
Provides technical expertise, advice, and assistance to enforcement & licensing staff
on issues related to laboratory and/or failed regulatory compliance COA test results or
other scientific/technical concerns.
Leads and conducts inspections, evaluations, investigations, or interviews to verify all
licensed laboratories are and remain in compliance with statewide laws, regulations,
and/or departmental objectives.
Reviews existing scientific literature relating to testing methodology in cannabis
laboratories. Remains up-to-date on emergent technology or techniques in the industry.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

75

6.00

450

60

4.00

240

240

1.50

360

120

1.50

180

750

0.50

375

20

4.00

80

100

1.00
Total working hours
Hours/year/PY
Total PYs

100
1,785
1,776
1.0

Bureau of Cannabis Control
Laboratory Unit
Workload for 3.0 Senior Environmental Scientist, Supervisor
# OF TASK
PERFORMED
Supervises and directs the oversight of staff analysis to confirm compliant tracking
cannabis goods batch regulatory compliance certificate of analysis (COA) results.
Reviews the recommendations and evaluations provided by staff and directs staff in
consulting and providing compliance assistance to testing laboratory licensees.
Supervises and directs staff reviews required testing laboratory application
requirements, including test method standard operating procedures (SOPs) and
ISO/IEC 17025 accreditation. Reviews and analyzes staff recommendations and
determines to approve, defer, or deny the application based on review and analysis
of the statutes and regulations.
Supervises and directs staff reviews required method validation reports for the
testing laboratory application requirement. Reviews and analyzes staff
recommendations and determines to approve, defer, or deny the application based
on review and analysis of the statutes and regulations.
Directs staff performing the reviews and analysis of complete data packages from
licensed laboratories for chemical and microbial test methods. Reviews and
analyzes staff summaries, recommendations, and assists with the most complex
data review. Summarizes complex technical issues and advises Environmental
Program Manager.
Supervises the oversight of staff review of proficiency test results submitted by
licensed testing laboratories. Reviews staff recommendations. For failed proficiency
test results, directs staff follow-up with the laboratory to confirm any deficiencies
have been addressed adequately.
Directs staff review of laboratory internal and external audits. Reviews staff
recommendations. Oversees staff follow-up with the laboratory to confirm any
deficiencies have been addressed adequately.
Supervises and oversees inspections, evaluations, investigations, or interviewsto
verify all licensed laboratories are and remain in compliance with statewide laws,
regulations, and/or departmental objectives.
Reviews and approves detailed reports and/or supplemental reports regarding
investigations prepared by staff, including reviewing and analyzing staff
recommendations regarding disciplinary actions and citations. These may include
Letters of Demand, Notices to Comply, citations etc.
Directs and oversees the referral & tracking of the referral, to the Department of
Public Health (CDPH), of corrective action plans related to the remediation of failed
batches submitted by licensed microbusiness, authorized to engage in
manufacturing.
Reviews and approves the summary of data and information drafted by staff to
provide written correspondence (i.e., letters, fact sheets, memos) to other staff,
management, other interested stakeholders, and the public to communicate
scientific and technical information.
Provides technical expertise, advice, and assistance to enforcement & licensing
staff, management, and outside agencies to assist in the development and analysis
of programs and projects, including issues related to laboratory and/or failed
regulatory compliance COA test results or other complex scientific issues and
technical concerns
Assists in the implementation and compliance of regulations and standards as it
pertains to the licensing and enforcement of cannabis testing laboratories. Provides
conclusive scientific evidence to support development of regulations that address
standards of performance for testing laboratories. Oversees the development of
regulation language for cannabis products being tested and provides compliance
assistance and clarification to testing laboratory licensees.
Supervises, directs, monitors, and assigns the workload of staff. Tracks workload
assignments to assure proper and timely handling. Provides technical assistance to
staff as needed.
Recruit, hire, and train new staff. Prepare on-going evaluations, probation reports,
annual performance evaluations, and other personnel performance documents in
keeping with accepted principles, practices and techniques of effective supervision
and in accordance with the Department’s progressive discipline processes.
Administrative supervisory duties including supervising environmental scientists and
senior environmental scientist, specialist, preparing probation reports and hiring of
scientific personnel.
Provides advice, assistance, and analytical support for the California Cannabis
Track and Trace (CCTT) program. Attends and contributes to the CCTT operational
committee meetings and provides input to external stakeholders, such as California
Department of Public Health (CDPH) and California Department of Food and
Agriculture (CDFA), as the Metrc system business owner.
Advise senior management on laboratory issues including the Assistant Chief of
Enforcement, the Assistance Chief of Licensing, and the Bureau Chief. Provide
recommendations based on premises inspections and data review performed.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

14,625

0.10

1,463

112

4.00

448

112

4.00

448

375

4.00

1,500

112

1.00

112

225

1.00

225

112

4.00

448

60

1.00

60

525

0.50

263

450

0.25

113

240

0.50

120

180

0.50

90

78

1.00

78

75

1.00

75

45

2.00

90

78

1.00
Total working hours
Hours/year/PY
Total PYs

78
5,610
1,776
3.2

Bureau of Cannabis Control
Laboratory Unit
Workload for 1.0 Senior Environmental Scientist
# OF TASK
PERFORMED
Provides training to environmental scientists and leads the review of data package
analysis. Reviews and analyzes complete data packages from licensed
laboratories for chemical and microbial test methods. Reviews and analyzes
corresponding raw data which includes, but is not limited to, calibration curves,
instrument chromatograms, and laboratory quality control (LQC) samples results.
Determines the need for additional scientific and procedural information and
provides a summary and recommendations to the Senior Environmental Scientist,
Supervisor.
Provides training to environmental scientists in the analysis and the scientific
review of cannabis goods batch regulatory compliance certificate of analysis
(COA) results. Reviews environmental scientists recommendations and evaluations
based on their review and analysis of the statutes and regulations, follows-up with
Senior Environmental Scientist, Supervisor if needed.
Provides training to environmental scientists and leads the review of required
testing laboratory application requirements, including test method standard
operating procedures (SOPs) and ISO/IEC 17025 accreditation. Determines the
need for additional scientific and procedural information to complete the scientific
review process which includes ensuring licensee applicant has provided proper,
consistent, complete, and accurate application content. Makes recommendations to
the Senior Environmental Scientist, Supervisor and licensing manager to approve,
defer, or deny the application based on review and analysis of the statutes and
regulations.
Provides training to environmental scientists and leads the review of required
method validation reports for the testing laboratory application requirement.
Reviews and analyzes corresponding raw data which includes, but is not limited to,
calibration curves, instrument chromatograms, and laboratory quality control (LQC)
samples results. Determines the need for additional scientific and procedural
information. Makes recommendations to the Senior Environmental Scientist,
Supervisor and licensing manager to approve, defer, or deny the application based
on review and analysis of the statutes and regulations.
Leads and conducts inspections, evaluations, investigations, or interviews to
confirm all licensed laboratories are and remain in compliance with statewide laws,
regulations, and/or departmental objectives.
Prepares detailed reports and/or supplemental reports regarding investigations,
makes recommendations to Senior Environmental Scientist, Supervisor regarding
disciplinary actions and citations. These may include Letters of Demand, Notices to
Comply, citations etc.
Provides technical expertise, advice, and assistance to enforcement & licensing
staff on issues related to laboratory and/or failed regulatory compliance COA test
results or other scientific/technical concerns.
Reviews existing scientific literature relating to testing methodology in cannabis
laboratories. Remains up-to-date on emergent technology or techniques in the
industry.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

75

6.00

450

60

4.00

240

120

1.50

180

120

1.50

180

40

4.00

160

40

6.00

240

750

0.50

375

50

1.00
Total working hours
Hours/year/PY
Total PYs

50
1,875
1,776
1.1

Bureau of Cannabis Control
Laboratory Unit
Workload for 10.0 Environmental Scientist
# OF TASK
PERFORMED
Analyzes scientific data results for cannabis goods batches and the associated regulatory
compliance certificate of analysis' (COAs) issued by licensed testing laboratories. Tracks
and confirms scientific results and information contained on the COAs are accurate and
compliant. Provides recommendations and evaluations based on review and analysis of the
statutes and regulations.
Reviews required testing laboratory application requirements, including test method
standard operating procedures (SOPs) and ISO/IEC 17025 accreditation. Determines the
need for additional scientific and procedural information to complete the scientific review
process which includes ensuring licensee applicant has provided proper, consistent,
complete, and accurate application content. Makes recommendations to the Senior
Environmental Scientist, Supervisor and licensing manager to approve, defer, or deny the
application based on review and analysis of the statutes and regulations.
Reviews required method validation reports for the testing laboratory application
requirement. Reviews and analyzes corresponding raw data which includes, but is not
limited to, calibration curves, instrument chromatograms, and laboratory quality control
(LQC) samples results. Determines the need for additional scientific and procedural
information. Makes recommendations to the Senior Environmental Scientist, Supervisor
and licensing manager to approve, defer, or deny the application based on review and
analysis of the statutes and regulations.
Reviews and analyzes complete data packages from licensed laboratories for chemical and
microbial test methods. Reviews and analyzes corresponding raw data which includes, but
is not limited to, calibration curves, instrument chromatograms, and laboratory quality
control (LQC) samples results. Determines the need for additional scientific and procedural
information and provides a summary and recommendations to the Senior Environmental
Scientist, Supervisor.
Reviews and tracks proficiency test results submitted by licensed testing laboratories.
Provides recommendations and data summaries based on review and analysis of the
statutes and regulations. For failed proficiency test results, follows-up with the laboratory to
confirm any deficiencies have been addressed adequately.
Reviews, analyzes, and tracks laboratory internal and external audits. Provides
recommendations and evaluations based on review and analysis of the statutes and
regulations. Follows-up with the laboratory to confirm any deficiencies have been
addressed adequately.
Conduct inspections, evaluations, investigations, or interviews toconfirm, all licensed
laboratories are and remain in compliance with statewide laws, regulations, and/or
departmental objectives.
Prepares detailed reports and/or supplemental reports regarding investigations, makes
recommendations to Senior Environmental Scientist, Supervisor regarding disciplinary
actions and citations. These may include Letters of Demand, Notices to Comply, citations
etc.
Summarizes data and information to provide written correspondence (i.e., letters, fact
sheets, memos) to staff, management, other interested stakeholders, and the public to
communicate scientific and technical information.
Provides technical expertise, advice, and assistance to enforcement & licensing staff on
issues related to laboratory and/or failed regulatory compliance COA test results or other
scientific/technical concerns.
Reviews existing scientific literature relating to testing methodology in cannabis
laboratories. Remains up-to-date on emergent technology or techniques in the industry.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

134,375

0.10

13,438

335

1.50

503

300

1.50

450

610

4.00

2,440

328

1.50

492

93

0.50

47

125

4.00

500

31

8.00

248

375

0.50

188

188

0.25

47

25

1.00
Total working hours
Hours/year/PY
Total PYs

25
18,376
1,776
10.3

Bureau of Cannabis Control
Laboratory Unit
Workload for 1.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED
Reviews and notifies distributor licensees regarding failed regulatory compliance
tested commercial cannabis batches. Verifies proper plans for remediation or
destruction of failed batches is completed compliantly, analyzes and reviews
associated records. Makes recommendations to the Senior Environmental
Scientist, Supervisor if follow-up is needed.
Maintains analyst log for tracking of testing laboratory application assignments and
status of each application. Also maintains accurate information in database at all
times.
Provides analytical support for the California Cannabis Track and Trace (CCTT)
program. Utilizes Metrc system to track and compare certificate of analysis (COA)
results. Provides statistical reports to upper management.
Participate in and/or support the EPM in public workshops and conferences to
report on the progress of projects, educate the public on programs, and obtain
public comment.
Participate in special projects or handle special assignments as licensing needs
arise.
Review and evaluate Notification and Request Forms from testing laboratory
applicant/licensees to determine if requirements for requested action are in line
with statutory and regulatory requirements. Notify the Senior Environmental
Scientist, Supervisor if follow-up is needed.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

7,830

0.10

783

50

2.00

100

13,625

0.10

1,363

18

8.00

144

216

1.00

216

120

1.00
Total working hours
Hours/year/PY
Total PYs

120
2,726
1,776
1.5

Bureau of Cannabis Control
Laboratory Unit
Workload for 2.0 Staff Services Analyst
# OF TASK
PERFORMED
Notifies distributor licensees regarding failed regulatory compliance tested
commercial cannabis batches. Confirms proper plans for remediation or destruction
of failed batches is completed compliantly, analyzes and reviews associated records.
Makes recommendations to the Senior Environmental Scientist, Supervisor if followup is needed.
Assists the lab unit by maintaining an analyst log for tracking the review and analysis
of complete data packages from licensed laboratories.
Maintains analyst log for tracking of testing laboratory application assignments and
status of each application. Also maintains accurate information in database at all
times.
Arranges, schedules, and conducts inspections of licensed laboratory premises
when necessary for verification purposes.
Tracks the referral, to the Department of Public Health (CDPH), of corrective action
plans related to the remediation of failed batches submitted by licensed
microbusiness, authorized to engage in manufacturing.
Participate in special projects or handle special assignments as licensing needs
arise.
Maintain Notification and Request Forms from testing laboratory applicant/licensees
to determine if requirements for requested action are in line with statutory and
regulatory requirements. Notify the Senior Environmental Scientist, Supervisor if
follow-up is needed.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

15,600

0.10

1,560

1,500

0.50

750

100

2.00

200

225

2.00

450

12,500

0.10

1,250

216

0.50

108

100

1.00
Total working hours
Hours/year/PY
Total PYs

100
4,418
1,776
2.5

Bureau of Cannabis Control
Legal
Workload for 1.0 Attorney IV
# OF TASK
PERFORMED
Conduct legal research and analysis regarding emerging issues of law,
including review of international, federal, and state laws related to
commercial cannabis activity. Advise the Bureau on laws and regulations
pertinent to its activities. Draft proposed statutory and regulatory
language and other regulatory documents in complex and emerging
areas of law.
Analyze for legal sufficiency licensing applications and enforcement
actions involving specialized areas of law, such as tribal lands,
advertising, and newly emerging legal issues.
Serve as liaison to the Attorney General's Office for complex civil
litigation cases and appeals, including review of pleadings and
development of strategy.
Review and respond to subpoenas and record requests involving
complex issues of privacy and highly sensitive matters.
Respond to public inquiries and comments on the regulations, complex
legal questions, and inquiries of first impression.
Develop and provide training to staff and stakeholders.
Research, write, and review published materials, including press
releases, information materials, correspondence, pamphlets, law
publications, news publications and guidance materials.
Conduct and particpate in public meetings and hearings.
Research and provide legal advice to senior management on state and
federal cannabis laws, tribal matters, advertising, and other complex
issues.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

63

3.00

189

700

1.50

1,050

30

1.00

30

88

2.00

176

6,750
4

0.10
2.00

675
8

6
48

1.00
1.00

6
48

450

0.50
Total working hours
Hours/year/PY
Total PYs

225
2,407
1,776
1.4

Bureau of Cannabis Control
Legal
Workload for 4.0 Attorney III
# OF TASK
PERFORMED
Perform analysis and legal research related to federal and state laws and cases
related to commercial cannabis activity and Bureau operations. Advise the Bureau on
laws and regulations pertinent to its activities. Draft proposed statutory and regulatory
language and other regulatory documents.
Review licensing applications and enforcement actions for legal sufficiency, including
review of Notices to Comply and investigatory reports.
Coordinate with the California Attorney General's office regarding licensing denials and
disciplinary matters.
Review and respond to subpoenas and requests for records under the Public Records
Act and Information Practices Act.
Review and respond to public inquiries and comments on the regulations and other
commercial cannabis related questions.
Review training materials and conduct training for Bureau staff.
Review and draft materials to be published materials, including press releases,
information materials, correspondence, pamphlets, law publications, news publications
and guidance materials.
Attend public meetings and represent the Bureau in hearings.
Review draft documents, research, and provide legal advice related to state cannabis
authority, complex CEQA compliance issues, local laws and regulations, and other
matters.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

126

5.00

630

1,400

3.00

4,200

60

1.00

60

176

4.00

704

13,500
8

0.10
2.00

1,350
16

12
96

1.00
1.00

12
96

900

0.50
Total working hours
Hours/year/PY
Total PYs

450
7,518
1,776
4.2

Bureau of Cannabis Control
Legal
Workload for 2.0 Attorney I
# OF TASK
PERFORMED
Conduct legal research, including review of federal and state laws and cases that impact
the Bureau. Track and analyze cannabis laws in other states. Advise the Bureau on laws
and regulations pertinent to its regulatory activities. Perform reviews of pending
legislation. Draft documents related to regulations and other legal processes.
Review less complex licensing applications and enforcement actions for legal sufficiency,
including review of Notices to Comply and investigatory reports.
Provide support to the Attorney General's Office related to Bureau documents needed for
litigation matters.
Review and respond to less complex subpoenas and requests for records under the
Public Records Act and Information Practices Act.
Review and respond to public inquiries and comments on the regulations and other
commercial cannabis related questions.
Prepare and review advisory committee meeting materials.
Review press releases and information materials for legal accuracy.
Attend meetings with other state agencies and Bureau staff.
Review draft documents, research, and provide legal advice regarding CEQA compliance,
local laws and regulations, and related matters.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

63

5.00

315

700

3.00

2,100

30

1.00

30

88

4

352

6,750
4
6
48

0.10
2.00
1.00
1.00

675
8
6
48

450

0.50
Total working hours
Hours/year/PY
Total PYs

225
3,759
1,776
2.1

Bureau of Cannabis Control
Legal
Workload for 2.0 Environmental Planner
# OF TASK
PERFORMED
Review and analyze licensing application documents related to environmental compliance, including
CEQA exemption requests and project-specfic information, such as cultivation plans, pesticide
management procedures, non-volatile manufacturing processes, and waste management procedures.
Review, analyze, and evaluate CEQA documents (e.g., Environmental Impact Reports, Initial
Study/Negative Declarations, Categorical Exemptions). Review and determine scope of required
environmental review. Communicate with applicants to explain and clarify environmental policies and
standards and request additional information as needed to comply with CEQA and with local
governments as needed.
Provide assistance in the development and drafting of regulations to mitigate environmental impacts.
Analyze and respond to public comments raising significant adverse environmental points on proposed
regulations. Research and review scientific literature related to environmental issues. Communicate with
local and state environmental staff to develop expertise on regional air, water, waste, and other
environmental concerns. Develop and deliver presentations, participate in work groups, and represent
the Bureau at meetings as needed. Provide expertise and testimony on environmental issues, including
CEQA compliance, disciplinary actions, administrative hearings, and licensing denial.
Prepare clear, concise, and complete written reports and recommendations based on the review and
analysis of city and county ordinances and policies, license applications, and project characteristics.
Prepare draft and final environmental documents in adherence with Bureau procedures, State Office of
Planning and Research protocols, and CEQA. Monitor and track changes in city and county laws relating
to environmental planning, management, and impacts that affect commercial cannabis licensees. Review
project-specific information to determine whether there are new or more adverse significant
environmental impacts.
Receive and process referrals for CEQA compliance review. Maintain and update the Bureau's CEQA
database and files. Monitor and track changes in city and county laws relating to environmental planning,
management, and impacts that affect commercial cannabis licensees. Review project-specific
information to determine whether there are new or more adverse significant environmental impacts.
Plan, conduct, and oversee field visits of proposed and licensed commercial cannabis premises to
determine existing potential environmental resources and potential project impacts.
Prepare and conduct education and training programs, develop training materials, and coordinate
training with other relevant organizations. Research and write research reports, fact sheet, and other
published materials for the Bureau.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

3,800

0.50

1,900

30

1.00

30

3,800

0.25

950

0.25

950

20

1.00

20

20

1.00
Total working hours
Hours/year/PY
Total PYs

3,800

20
3,870
1,776
2.2

Bureau of Cannabis Control
Legal
Workload for 2.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED

Assist with drafting regulations and legislative proposals. Monitor progress of regulations and
analyze regulatory package documents for legal sufficiency. Draft, review, and prepare
regulatory documents. Assist with preparing responses to public comments to regulatory
packages. Review legislation and prepare analysis for management regarding its potential
impact on Bureau operations and regulations. Research, analyze, and prepare thorough
responses to complex and sensitive written correspondence received by, or referred to, the
Bureau from the public and other governmental entities. Review and analyze public record act
requests, gather and evaluate responsive documents, make recommendations regarding
response based on applicable laws, and drafts responses to requests. Serve as liaison to the
public and stakeholders as requested.
Review and analyze civil complaints, prepare transmittal requesting legal representation by the
Office of the Attorney General, and draft document preservation plans based on analysis of
complaint. Review and analyze proposed decisions, default decisions, and stipulations and
provides recommendations regarding such. Coordinate, prepare, and assist in preparing
responses to discovery and subpoenas. Independently identify legal issues, conducts legal
research, and makes recommendations regarding legal issues related to litigation. Assist
attorneys with settlement issues and preparation of legal documents. Serve as liaison to other
state agencies as requested.
Make recommendations regarding, and assist in formulating, policies and procedures. Assist
with development of training programs and materials, legal publications, and public resources.
Provide training as appropriate. Create and maintain tracking systems for information, legal
issues, legal opinions, and litigation. Make recommendations for more efficient and thorough
tracking systems and processes.
Review and analyze requests for legal services. Attend training and other meetings as
requested. Attends staff meetings, completes training and documents required of employees,
and other duties.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

165

15.00

2,475

425

2.00

850

200

2.50

500

220

2.00
Total working hours
Hours/year/PY
Total PYs

440
4,265
1,776
2.4

Bureau of Cannabis Control
Legal
Workload for 1.0 Staff Services Analyst
# OF TASK
PERFORMED
Conduct legal research regarding verification of statutory authority and legal
authority of other states with cannabis industries. Analyze and review laws, rules,
regulations, and guidelines in the areas of cannabis regulation. Review and
provide edits to proposed regulations. Research and analyze legislative histories
and regulatory files and prepare draft summaries for review to legal staff. Assist
with coordinating responses to Public Records Act requests, including redaction of
confidential information.
Coordinate service and filing of legal documents in multiple jurisdictions according
to applicable legal requirements. Receive communications electronically, by fax,
and in hard copy. Create and maintain legal and administrative files. Compose,
draft, proofread, duplicate, and distribute correspondence, memoranda, legal
documents, and opinions, in compliance with legal requirements. Review
regulatory package documents for completeness and prepares packet for filing in
compliance with the Administrative Procedure Act. Assist with researching and
preparing responses to comments and final regulation package.
Organize regularly held advisory committee meetings, including preparing meeting
materials, coordinate with committee members, secure meeting venues and assist
with operational logistics, facilitate meetings and interface with the public, assist
and process travel expense reports.
Assist with preparing responses to large volume inquiries, including but not limited
to responses to public record requests, reports, and discovery. Review regulatory
package documents for completeness and prepare packet for filing in compliance
with the Administrative Procedure Act. Review and organize comments received in
regulatory process. Assist with formatting and preparing responses to comments
and final regulation package. Maintain rulemaking files.
Provide support to the Executive and Legal offices by drafting and maintaining
various reports and trackers, such as out-of-state travel requests. Serve as backup
to the Executive Staff, including monitoring and scheduling meetings, providing
clerical support and handling sensitive communications to the Executive Office.
Serve as backup to the Legal Secretary. Summarize, organize, and index all
Bureau information; assist with development of training programs and legal
publications; participate in and provide training as appropriate.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

50

10.00

500

50

2.00

100

6

50.00

300

300

3

900

20

1.00
Total working hours
Hours/year/PY
Total PYs

20
1,820
1,776
1.0

Bureau of Cannabis Control
Legal
Workload for 1.0 Legal Secretary
# OF TASK
PERFORMED
Type, format, and edit a wide variety of legal correspondence and other legal materials
including memoranda, opinion and briefs, legal guides, handbooks and training
materials.
Assist with preparing materials for hearings, and filings; coordinate service and filing of
legal documents in multiple jurisdictions according to applicable legal requirements.
Organize advisory committee meetings, including preparing meeting materials,
coordinate with committee members, secure meeting venues and assist with
operational logistics, facilitate meetings and interface with the public, assist and
process travel expense reports for Bureau staff and committee members.
Proofread all legal documents for correct spelling and grammar, and for proper form of
legal citations and quotations. Checks accuracy of citations and quotations.
Provide telephone coverage for the BCC Legal unit. Screen telephone calls for
attorneys. Respond independently to inquiries from the public.
Receive, review and log documents coming into the Legal office including decisions,
publication requests, contracts and records requests, and routes as appropriate.
Perform administrative functions for legal staff, including but not limited to arranging,
ordering, tracking, and processing documents for supplies, equipment, information
technology needs, travel, training, and personnel documents. Maintain calendar for
calendar for staff, schedule and prepare materials for meetings and interviews; facilitate
set-up of computers, telephones, and key card access; order business cards for new
employees or as requested; maintain legal library; coordinate legal services; make
travel arrangements and prepare travel expense claims as requested.
Assist with preparing responses to large volume inquiries, including but not limited to
responses to public record requests, reports, and discovery. Review regulatory
package documents for completeness and prepare packet for filing in compliance with
the Administrative Procedure Act. Review and organize comments received in
regulatory process. Assist with formatting and preparing responses to comments and
final regulation package. Maintain rulemaking files.
Backup support for the Executive staff; summarize, organize, and index all Bureau
information; assist with development of training programs and publications; participate
in and provide training as appropriate.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

450

2.00

900

100

3.50

350

5

30.00

150

400

1.00

400

400

0.50

200

500

0.50

250

300

1.00

300

25

1.00

25

25

3.00
Total working hours
Hours/year/PY
Total PYs

75
2,650
1,776
1.5

Bureau of Cannabis Control
Administration
Workload for 1.0 Staff Services Manager III
# OF TASK
PERFORMED
Direct staff in projects designed to determine business services needs,
assess the impact of control agency, legislative or program changes,
determine viable alternative methods for problem resolution. Propose and
recommend policy to effectively administer the Business Services programs.
Advise Executive staff on facilities and planning unit, contracts, purchasing,
records management, forms management, vehicle acquisition, properties
and asset management, CalCard program, recycling program, publication
distribution.
Represent the Bureau at meetings and conferences related to Business
Services programs, functions, and matters. Provide input in determining
general Bureaual policies.
Act as the primary Software Management Coordinator for the Office of
Administrative Services (OAS). Responsibilities include coordinating related
activities to verify steps are being taken to achieve and maintain compliance
with software management rules and policies.
Plan, assign, supervise, review and evaluate the work of subordinate
managers and function as a second level supervisor to the mangers,
supervisors or staff within separate units.
Establish procedures to improve business services processes and delivery
of services.
Oversee the administration of employee related matters, such as
recruitment, training, evaluation and discipline for all staff.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251

2.00

502

251

1.00

251

180

3.00

540

52

3.00

156

52

1.00

52

24

1.00

24

1,000

0.25
Total working hours
Hours/year/PY
Total PYs

250
1,775
1,776
1.0

Bureau of Cannabis Control
Administration
Workload for 1.0 Staff Services Manager II
# OF TASK
PERFORMED
Supervise, direct, monitor, and assign the workload of professional supervisory staff
working in Administration including Budgets, Human Resources, Contracts and
Procurement, Fleet, Facilities, and Cashiering.
Prepare on-going evaluations, probation reports, and annual performance evaluations,
in accordance with the Bureau's progressive discipline processes. Implement the
various stages of progressive discipline when necessary.
Conduct regular one-on-one meetings with supervisory staff to plan, assign, and discuss
unit goals and progress on tasks and projects. Identify appropriate in-service or outservice training needed for employees to meet or exceed job performance goals.
Develop plans for improved performance.
Provide leadership in the development of goals, standards, and objectives for the
administrative units. Develop and review materials for publications, forms, instructions,
and other administrative documents.
Address escalating business services issues, including, but not limited to, property
damages, property acquisition and development, and various concerns.
Provide oversight of the monthly Bureau budgets as prepared by the budget analysts
and provide direction on methods to improve appropriate budgetary allocation.
Review purchase orders, invoices and accounting trackers, and all processes related to
contracts and procurement for accuracy and adherence to policies and procedures.
Provide consultation to executive management, such as the Bureau Director, Chief
Deputy Director, and Deputy Director of Administration, regarding administrative
functions performed by the Bureau involving budget development, contract
development and monitoring, facilities management, cashiering oversight, and
personnel administration, including development of policies for the hiring, training,
evaluation, and retention of staff.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251

2.00

502

253

1.00

253

155

3.00

465

52

3.00

156

48

1.00

48

24

1.00

24

1,000

0.25

250

52

1.50
Total working hours
Hours/year/PY
Total PYs

78
1,776
1,776
1.0

Bureau of Cannabis Control
Administration - Budget, Policy, Legislation
Workload for 3.0 Associate Government Program Analyst
# OF TASK
PERFORMED

Analyze less complex proposed legislation for Bureau impact. Conduct fiscal
analysis of proposed bills and provide recommendations to the SSMI.
Conduct research on pending legislation and regulations related to commercial
cannabis activity in other states. Draft reports and provide recommendations to the
SSMI.
Research and develop Bureau policies.
Coordinates with Bureau program staff for research and analysis of pending
legislation, policies, and the budget.
Budget preparation. Conduct budget planning, conduct workload studies, and
provide reports to SSMI.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

20

5.00

100

250
100

3.00
2.00

750
200

100

1.25

125

150

4.00
Total working hours
Hours/year/PY
Total PYs

600
1,775
1,776
1.0

Bureau of Cannabis Control
Administration - Budget, Policy, Legislation
Workload for 3.0 Associate Government Program Analyst
# OF TASK
PERFORMED

Analyze complex proposed legislation for Bureau impact. Conduct fiscal
analysis of proposed bills and provide recommendations to the SSMI.
Conduct research on pending legislation and regulations related to
commercial cannabis activity in other states. Draft reports and provide
recommendations to the SSMI.
Research and develop Bureau policies.
Researches and prepares talking points for legislative testimony by Bureau
Chief.
Budget preparation. Conduct budget planning, conduct workload studies, and
provide reports to SSMI.
Coordinates with Bureau program staff for research and analysis of pending
legislation, policies, and the budget. Gathers and analyzes program data.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

40

5.00

200

250
100

8.00
4.00

2,000
400

40

2.00

80

200

4.00

800

420

4.25
Total working hours
Hours/year/PY
Total PYs

1,785
5,265
1,776
3.0

Bureau of Cannabis Control
Administration - Budget, Policy, Legislation
Workload for 1.0 Staff Services Manager I
# OF TASK
PERFORMED
Supervise, assign, plan, evaluate and review professional and
technical staff work/performance.
Provide technical guidance and set expectations to subordinate staff,
counsels employees regarding attendance and work performance
deficiencies, takes corrective actions if necessary.
Prepare Individual Development/Employee Appraisal Plans and
probationary reports. Monitor and approve attendance reports and/or
absence requests.
Review and oversee all Bureau related proposed legislation. Review
proposed regulations/legislation related to commercial cannabis
activitiy in other states. Conduct fiscal analysis and provide reports to
Bureau Chief and Chief Deputy.
Oversee budget preparation. Conduct budget planning, conduct
workload studies, and provide reports to Bureau Chief.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

250

4.00

1,000

250

1.00

250

55

2.00

110

40

2.00

80

150

3.00
Total working hours
Hours/year/PY
Total PYs

450
1,890
1,776
1.1

Bureau of Cannabis Control
Administration - Business Services
Workload for 1.0 Staff Services Manager I
# OF TASK
PERFORMED
Supervise, assign, plan, evaluate and review professional and technical staff
work/performance.
Provide technical guidance and set expectations to subordinate staff, counsels
employees regarding attendance and work performance deficiencies, takes
corrective actions if necessary.
Prepare Individual Development/Employee Appraisal Plans and probationary
reports. Monitor and approve attendance reports and/or absence requests.
Review and oversee all Bureau related contracts and procurement
needs/development for headquarters and regional offices. Review all requests
to confirm bidding process is appropriately adhered to. Assess business needs
for office supplies and equipment for Bureau staff.
Liaison for contract/procurement outreach. Coordinate with the Bureau of
Consumer Affairs' Business Services Office to verify compliance with all
policies and procedures, prepares initial contract documentation.
Oversee building related matters such as repairs, alarm system, general
maintenance and construction of headquarters and field offices. Communicate
with property management and the Bureau's Facilities Unit regarding repair
issues, security personnel and site janitorial staff.
Manage the Bureau's Fleet program with matters regarding vehicle repair and
general maintenance and to verify compliance with the Bureau’s fleet
processes and procedures.
Provide backup support for the Cashiering Unit staff and supervise cash
transactions. Communicate with Budgets/Personnel/Cashiering SSMI with
updates and critical transaction information.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

250

4.00

1,000

250

1.00

250

55

2.00

110

250

0.35

88

75

1.00

75

52

3.00

156

24

2.00

48

50

1.00
Total working hours
Hours/year/PY
Total PYs

50
1,777
1,776
1.0

Bureau of Cannabis Control
Administration - Budgets/Cashiering
Workload for 1.0 Staff Services Manager I
# OF TASK
PERFORMED
Supervise, assign, plan, evaluate and review professional and technical staff
work/performance.
Provide technical guidance and set expectations to subordinate staff, counsels
employees regarding attendance and work performance deficiencies, takes corrective
actions if necessary.
Prepare Individual Development/Employee Appraisal Plans and probationary reports.
Evaluate program performances and identifies deficiencies; identify appropriate training
for employees to meet/exceed job performance.
Oversee cashiering appointments, prepare cash for secure pick-up, maintain security and
access of cashiering vault, and audit staff work for accuracy.
Liaise with Licensing management, the California Department of Public Health and the
California Department of Food and Agriculture to resolve payment inquiries and resolve
invoice issues. Provide guidance to Bureau field offices on cashiering processes.
Review staff recommendations for cashiering appointments and resolve elevated
requests or concerns from the public.
Liaise with different units in the Bureau to discuss program-specific funding and tracking.
Oversee special projects, budget drills, or other budget-related taskswith timely
completion.
Monitor and approve attendance reports and/or absence requests.
Oversee the development of Budget Change Proposals (BCPs) and review the
development of workload justifications including duty statements, workloads, org charts,
narative, statistical reports.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

252

2.00

504

252

1.00

252

30

2.00

60

52

2.00

104

504

1.00

504

110

1.00

110

504

0.10

50

80
364

1.00
0.10

80
36

5

15.00
Total working hours

75
1,776

Hours/year/PY

1,776

Total PYs

1.0

Bureau of Cannabis Control
Administration - Human Resources
Workload for 1.0 Staff Services Manager I
# OF TASK
PERFORMED
Supervise, assign, plan, evaluate and review professional and technical staff
work/performance.
Provide technical guidance and set expectations to subordinate staff, counsels
employees regarding attendance and work performance deficiencies, takes corrective
actions if necessary.
Prepare Individual Development/Employee Appraisal Plans and probationary reports.
Monitor and approve attendance reports and/or absence requests.
Evaluate program performances and identifies deficiencies.
Respond to technical and highly sensitive questions received by Bureau management
and executive staff.
Consult with the SSMII and makes recommendations on recruitment, staffing and internal
policies. Provide regular updates on staff assignments and provides updates to upper
management.
Counsel employees regarding attendance and work performance deficiencies. Take
corrective actions when needed.
Develop, prepare and present workload statistics to analyze and monitor unit processes
and make recommendations for process improvements; complete special projects
Review all RPA's for accuracy and provides direction if needed.
Coordinate Bureau hiring events.
Participate on Bureau hiring panels.
Coordinate all Bureau requests related to Workers’ Compensation, Labor Relations,
Position Control, and Health and Safety.
Provide guidance to Bureau management regarding the hiring process and other HR
related issues.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

252

2.00

504

252

1.00

252

60
52

1.50
2.00

90
104

100

1.50

150

52

2.00

104

150

1.00

150

52
100
5
52

1.00
0.50
12.00
1.00

52
50
60
52

52

2.00

104

52

2.00
Total working hours
Hours/year/PY
Total PYs

104
1,776
1,776
1.0

Bureau of Cannabis Control
Administration - Human Resources
Workload for 1.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED
Prepare RPA packages for staff recruitment including duty statements,
detailed justification memos, organizational charts, screening criteria, and
job postings.
Draft duty statements and detailed justification memos.
Screen job applications via ECOS.
Provide consultative services to Bureau staff and the general public
regarding Bureau recruitment.

50
100
2,300

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

1.00
5.50
0.25

50
550
575

1,260

0.25

315

Respond to employee salary and benefit inquiries.

126

0.25

32

Conduct employee eligibility checks and OPF reviews.

150

0.50

75

Conduct reference checks on each candidate.
Prepare organizational chart changes/updates. Reconcile the position
control spreadsheet.
Conduct research for classification planning and general human resources
rules and guidelines and providing recommendations.

350

0.25

88

12

2.00

24

100

2.00
Total working hours
Hours/year/PY
Total PYs

200
1,908
1,776
1.1

Bureau of Cannabis Control
Administration - Financial Services/Budgets
Workload for 1.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED
Monitor the Bureau's budget including anticipating program changes,
expenditure trends, and overall fund condition.
Assist in the development and completion of Budget Change
Proposals and budget revisions.
Track, project, report, and make recommendations regarding revenue
and expenditures.
Review legislation and regulations for fiscal and economical impact on
the Bureau.
Perform program unit evaluation and prepare reports and statistical
data as needed.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

24

3.00

72

12

24.00

288

12

5.00

60

12

5.00

60

1,300

1.00
Total working hours
Hours/year/PY
Total PYs

1,300
1,780
1,776
1.0

Bureau of Cannabis Control
Administration - Business Services/Contracts and Procurement
Workload for 2.0 Assocaite Governmental Program Analysts
# OF TASK
PERFORMED
Develop and prepare a variety of contract requests for Bureau approval which may include interagency
and standard agreements. Gather and analyze data necessary to make informed and effective
recommendations to management and staff to confirm that appropriate laws and regulations governing
the state contracting process are followed in the development and implantation of contracts; develop and
write scope of work, rate/payment schedules, project plans, justification statements, special clauses and
attachments; solicit bid, verify small business and DVBE requirements are met and appropriately notify
vendors of the intent to award. Develop and write contract renewals and amendments and submit to
management and the Department of Consumer Affairs' Business Services Office for approval.
Independently review and maintain an understanding of procurement policies and procedures, including
CalCard policies and processes. Research and prepare the most critical and sensitive procurement
requests (e.g. employee reasonable accommodation equipment) and all related documentation, including
justifications, cost comparisons, quotes, statements of work, exemptions, property survey requests, floor
plans, etc., for offices statewide. Monitor purchase activities for compliance and consistency with
applicable statutes, regulations, and policies. Track changes in State laws and regulations pertaining to
procurement and advise management on the impact to the Bureau's purchasing program. Independently
responds orally and in writing, to requests Bureau staff on purchasing and procurement related issues.
Meet and consult with Bureau personnel to discuss program needs; consult and advise vendors of the
appropriate processes, procedures, laws and regulations to administer timely execution of contract and
purchase orders. Consult with budget and accounting staff to confirm fiscal appropriations are available
and approved. work with the Bureau’s Business Services Office on terms and conditions of the Bureau
of General Services’ Procurement Divisions Purchasing Authority.
Reconcile and authorize Bureau purchase order and contract invoices, and monthly bills; as well as,
assisting with the administration of the Bureaual recycling. Verify accuracy, timelines and completeness
to timely processing and completion of all requests, including: order processing and delivery of requested
supplies.
Maintain all Bureau files related to contracts and procurement; monitor expenditures; prepare and
manage information and statistical reports for Bureau management and the Bureau; analyze processes,
procedures and forms in order to provide recommendations to management on process improvements;
develop and maintain contract/procurement related policies and procedures.
Secure location of meeting venue/audio visual service via contract for Cannabis Advisory Committee
Meetings, Regulatory Hearings, and Licensing workshops, which may occur as frequently as ten times a
year or more. The location of these meetings are through out California.
Contract support for Bureau field offices: These offices will house enforcement and licensing staff that
must be equipped with procured/contracted armored car service, furniture, copiers, vaults, office
supplies, confidential destruction service, etc.
Provide back-up duties and support to Cashiering as needed.
(two staff once per day, per position, 251 work days)

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

36

25.00

900

83

26.00

2,158

52

0.50

26

225

0.50

113

117

0.50

59

12

35.00

420

5

42.00

210

250

0.45
Total working hours
Hours/year/PY
Total PYs

113
3,998
1,776
2.3

Bureau of Cannabis Control
Administration - Business Services/Fleet and Facilities
Workload for 1.0 Assocaite Governmental Program Analyst
# OF TASK
PERFORMED
Serve as the contact for all staff regarding building maintenance (headquarters
and field offices) issues and requests. Consult with lessors regarding necessary
actions to make recommendations for the completion of ongoing maintenance of
tenant modifications/space alterations. Work with outside agencies, private
lessors, and DCA Facilities Managements Services Division to secure completion
of property maintenance projects and various administrative requests. Review,
organize, and schedule multiple building maintenance repairs.
Serve as support staff and perform administrative tasks related to the opening of
new field offices throughout the state.
Serve as the contact for all staff regarding emergency situations such as fire, theft,
illness and vandalism to determine appropriate resolution. Monitor and respond to
emergency repairs using lessor’s private vendors, Police Bureau, Fire Bureau,
and Bureau of Consumer Affairs (DCA) facility personnel to maintain building
safety.
Research, organize, prepare, and track various reports as needed (i.e., repair cost,
mileage, and Voyager usage reports) for Bureau's Executive Office, Manager(s),
and the Bureau of Consumer Affairs (DCA).
Implement policies and procedures to secure and safeguard fleet assets. Serve as
primary point of contact for all staff and managers to verify compliance with policy
and to coordinate and schedule use of the Bureau's fleet. Gather, analyze,
tabulate and prepare yearly physical asset inventory for all Bureau field offices
and headquarters. Serve as the Bureau's primary point of contact for staff and
managers for vehicle repair procedures (i.e. tire replacement, oil changes, etc.).
Record vehicle repair history in a database.
Implement policies and procedures to secure and safeguard the Bureau's assets.
Gather, analyze, tabulate and prepare yearly physical asset inventory for all
Bureau field offices and headquarters. Maintain the Bureau's inventory control
system including tagging and tracking property and assets. Record asset
information from the completed property transaction forms into the Asset Tracker
(i.e., date acquired, asset description, serial number, property tag number and
assigned location). Reconcile property surveys in the Bureau Asset Tracker
system. Record asset information from the completed property transaction forms
into the Asset Tracker (i.e. date acquired, asset description, serial number,
property tag number and assigned location).
Serve as the primary Liaison between the Bureau and the Office of Information
Services (OIS) for facility related work including maintain software licenses,
network access information for all Bureau employees; process requests for
assistance from OIS including help tickets telecom and computer software and
hardware additions and changes.
Issue and maintain Bureau staff security identification badges. Deactivate security
identification badges upon employee separation and change access groups as
needed. Prepare Bureau conference rooms for meeting and public hearings
including setting up supplies, chairs, tables and proper audio visual set up.
Serve as a backup developing and maintain the Bureau's Emergency Response
Plan. Provide updated training materials and update contact listing and assigned
responsibilities. Assist with the coordination of emergency evacuation drills and
local emergency response agencies. Assist with the development and
maintenance of the Bureau's Continuity of Operations Plan that related to
emergency response efforts and serves as a team member in the development of
DCA’s overall plan with the Information Security Office.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

621

1.25

776

160

1.00

160

14

2.50

35

115

0.45

52

251

1.50

377

44

1.00

44

163

1.00

163

125

1.00

125

44

1.00
Total working hours
Hours/year/PY
Total PYs

44
1,776
1,776
1.0

Bureau of Cannabis Control
Administration - Human Resources
Workload for 2.0 Staff Services Analyst
# OF TASK
PERFORMED

Prepare RPA packages for staff recruitment including duty statements, justification
memos, organizational charts, screening criteria, and job postings.
Draft duty statements and less complex justification memos.
Screen job applications via ECOS.
Provide consultative services to Bureau staff and the general public regarding
Bureau recruitment.
Complete employee eligibility checks and OPF reviews.
Monitor organizational chart and position control and make recommendations on
staffing plans
Conduct research for classification planning and general human resources rules
and guidelines and provide recommendations.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

100
275
4,400

1.00
3.00
0.25

100
825
1,100

5,010
300

0.25
0.5

1,253
150

104

1.00

104

100

2.00
Total working hours
Hours/year/PY
Total PYs

200
3,732
1,776
2.1

Bureau of Cannabis Control
Administration - Financial Services Unit/Cashiering
Workload for 2.0 Staff Services Analyst
# OF TASK
PERFORMED
Collect cash payments from Bureau customers.
Collect cash payments from California Department of Public Health
(CDPH) and California Department of Food and Agriculture (CDFA)
customers.
Review Bureau cash transactions including cash deposit packaging
for armored truck, Accela entry sign off, preparing RC Book and
Recap, and assembly of cash packages for DCA accounting.
Review Bureau check deposits including Accela entry sign off and
assembly of check package for DCA accounting.
Review CDPH and CDFA cash transactions inclludiong cash deposit
packaging for GARDA, and transmission of deposit paperwork for
CDPH and CDFA.
Research and correct Accela glitches and input errors, processing
voids, dishonored checks, return payment letters.
Schedule cash appointments for Bureau, CDFA and CDPH applicants
and licensees.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

500

1.50

750

500

1.50

750

500

0.50

250

500

0.50

250

500

0.25

125

100

1.00

100

1,400

1.00
Total working hours
Hours/year/PY
Total PYs

1,400
3,625
1,776
2.0

Bureau of Cannabis Control
Administration - Business Services/ Mail Room
Workload for 1.0 Office Technician
# OF TASK
PERFORMED
Conduct mail run each workday.
Sort inter-agency mail and US Mail.
Deliver mail to appropriate Bureau Units.
Escort couriers/delivery persons in and out of building.
Create and maintain mailing labels for overnight deliveries and US Mail.
Receive overnight packages and deliveries. Prepare parcels and packages for interagency delivery, overnight shipping, and US Mail. Track packages.
Assist in preparation of special projects with photocopying, packaging and
shipping/delivery.
Assist IT Associate, Fleet/Facilities Analyst and other Business Services staff with
filing, supplies inventory, and tagging equipment.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

251
502
502
502
375

0.45
0.45
1.00
0.15
0.15

113
226
502
75
56

348

1.00

348

52

1.50

78

252

1.5
Total working hours
Hours/year/PY
Total PYs

378
1,776
1,776
1.0

Bureau of Cannabis Control
Administration - Business Services/Asset Coordinator
Workload for 1.0 Office Technician

Create and maintain tracking tools for Bureau staff’s assets during onboarding and offboarding. Update log with serial
numbers for assigned computers, monitors, phones, and other tagged assets. Communicate with OIS to request new
asset tags if tags are damaged and reports lost tags to SSM I. Coordinate with OIS and procurement analysts if
additional assets need to be ordered for new staff. Confirm new purchases receive new asset tags in a timely manner.
Track asset needs and creates a report detailing projected needs. Provide asset management support to the staff in the
Bureau's headquarters and staff located in field offices throughout the State.
Create and maintain tracking tools for Bureau staff training from the Bureau, DCA, CalHR, and other pertinent training
vendors. Coordinate with the contract analysts if a contract is needed for the staff’s approved training. Track training
invoices and route to appropriate analyst for processing. Create reports detailing annual costs/savings for staff training.
Assist Bureau staff in providing the appropriate forms or following procedures for requesting training. Collect copies of
training certificates and forwards to Human Resources for filing. Provide training support to the staff in the Bureau's
headquarters and staff located in field offices throughout the State.

Process mail received by the Bureau and directs mail to appropriate recipient. Verify confidential mail is handled or
stored appropriately and all mail is processed expeditiously. Use a vehicle to complete mail deliveries to various
locations. Assist Bureau staff with various mail submissions, including inter-agency mail, Golden State Overnight, and
all additional methods of mailing. Provides assistance to Bureau staff in obtaining supplies. Maintain an Excel log to
track Bureau supplies and notifies supervisor of any upcoming necessary purchase orders to maintain an appropriate
level of inventory. Guide staff through the supply ordering process to obtain supplies for their work area. Track supply
trends and confirms management approval is obtained for special supply requests. Assist staff with obtaining supplies
from the locked supply room. Provide mail and supplies support to the staff in the Bureau's headquarters and staff
located in out-stationed offices throughout the State.
Provide support to the Cashiering technicians in a back-up capacity. Provide support to the front reception cashiering
desk including supporting licensee and applicant intake. Respond to licensee and applicant phone calls and directing to
appropriate contact as required. Assist with cash intake, including automated or manual cash counting and preparing
cash for vault storage.

# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

621

1.00

621

621

1.00

621

357

1.00

357

177

1.00
Total working hours
Hours/year/PY
Total PYs

177
1,776
1,776
1.0

Bureau of Cannabis Control
Administration - Human Resources
Workload for 1.0 Office Technician
# OF TASK
PERFORMED
Collect and reconcile staff timesheets for leave balance discrepancies
and accuracy.
Conduct LAB report reconciliation. Check the LAB report received by
SCO for leave balance discrepancies and accuracy; report
discrepancies to OHR for correction.
Answer questions and assists employee with timekeeping.
Track probation reports for all staff. Send probation report reminders to
managers. Update ECOS recruitment with probation report in
accordance with SPB and Bureaual guidelines.
Upload recruit documents such as applications, interview questions and
answers, scoring, probation reports, NOPAs, into ECOS and reconcile
electronic recruitment file per SPB and Bureaual guidelines.
Schedule interviews and prepares interview packages for hiring panels.
Filing and purging records.
Respond to public recruitment inquiries via phone and email
correspondence.
Research benefit information for employees and work with OHR to
disseminate correct information to staff and management.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

2,832

0.25

708

12
184

2.00
0.50

24
92

12

1.00

12

100

4.00

400

600
12

0.25
1.00

150
12

504

0.25

126

504

0.50
Total working hours
Hours/year/PY
Total PYs

252
1,776
1,776
1.0

Bureau of Cannabis Control
Administration - Business Services
Workload for 4.0 Office Technicians
# OF TASK
PERFORMED
Collect cash payments from Bureau customers.
Collect cash payments from California Department of Public
Health (CDPH) and California Department of Food and Agriculture
(CDFA) customers.
Process Bureau Cash Transactions including Deposit paperwork,
Accela entry, Report of Collections, Collection Log and assembly
of Cash Package for Accounting
Process CDPH and CDFA cash transactions including Deposit
paperwork and transmission to CDPH or CDFA.
Process Bureau checks in Accela.
Process Bureau checks for the Deparment of Consumer Affairs'
(DCA) Accounting, including Report of Collections, Collection Log,
and assembly of Check Package.
Perform general reception activities, including but not limited to:
greeting visitors, accepting deliveries, assisting armored car
transaction.
Answer telephone inquiries regarding scheduling, licensing,
checking cashiering voicemail, etc.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

504

1.5

756

504

1.5

756

504

2.0

1,008

504
5,040

0.5
0.5

252
2,520

252

3.0

756

2,520

0.1

252

5,000

0.2
Total working hours
Hours/year/PY
Total PYs

750
7,050
1,776
4.0

Department of Consumer Affairs
Accounting Services - Accounts Payable
Workload for 1.0 Accounting Officer (specialist)
# OF TASK
PERFORMED
Review Vouchers and Approver 2.
Process Invoices for Payment Linked on a Contract or
PO.
Process Invoices for Payment not linked to a Contract
or PO - Direct Pay.
Communicate with Program via email/Phone.
Communicate with Vendors via email/Phone.
Add new Suppliers/Vendors into FI$Cal.
Research Payment history and Contract balances.
Identify returned checks and provide COAs for
abatements to AR/SCO.
Research 1099 reportable payment history for
vendors.
Send Invoices to Program for Approval.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

1,800

0.15

270

1,000

0.33

330

840
252
252
252

0.25
1.00
1.00
0.25

210
252
252
63

252

0.75

189

52

0.75

39

52
1,980

0.50
0.10
Total working hours
Hours/year/PY
Total PYs

26
198
1,829
1,776
1.0

Department of Consumer Affairs
Accounting Services - Travel Unit
Workload for 1.0 Accounting Officer (specialist)
# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

Audit/Process Travel Expense Claims (CalATERS).
Audit/Process Travel Expense Claims (Non-CalATERS).
Process Travel Advances (audit, print, proof and record
manual check requests).
Process Evidence Advances (audit, print, proof and record
manual check requests).
Evidence Claim processing .
Vendor Adds (FI$CAL).
Excess Lodging Approvals.
Citibank Card Reconciliation.
Reconcile employee/vendor accounts.
Create CalATERS accounts.
Create Concur accounts.
Travel & Evidence Advance Recovery.

800
24

0.50
0.50

400
12

400

1.00

400

10
10
60
180
12
12
60
30
12

1.00
1.00
0.10
0.25
4.00
16.00
0.25
0.25
4.00

10
10
6
45
48
192
15
8
48

Travel & Evidence Advance Liquidation Report of Deposits.
Journal Voucher entries.
Claim Distribution.

30
60
240

9.00
1.00
0.25
Total working hours
Hours/year/PY
Total PYs

270
60
60
1,584
1,776
0.9

Department of Consumer Affairs
Financial Services Unit - Budgets
Workload for 1.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED

Monitor the Department's budget including anticipating program
changes, expenditure trends, and overall fund condition.
Assist in the development and completion of Budget Change
Proposals and budget revisions.
Fiscal Analysis of Legislation.
Fiscal Analysis of Regulations.
Expenditure Projection Preparation and Analysis.
Revenue Projection Preparation and Analysis.
Coordination with other State Departments.
Fund Condition Preparation and Cash Flow Monitoring.
Budget Building Process - Budget Letter Drills, Salary and Wages
Supplemental, etc.
Out of State Travel Request Preparation.
Purchase Order, Contract, Request for Personnel Action, Std. 607
Coordination.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

24

3.00

72

12
50
2
12
12
12
8

24.00
2.00
20.00
16.00
16.00
10.00
16.00

288
100
40
192
192
120
128

8
6

40.00
20.00

320
120

40

0.50
Total working hours
Hours/year/PY
Total PYs

20
1,592
1,776
0.9

Department of Consumer Affairs
Information Services
Workload for 1.0 Information Technology Specialist II
# OF TASK
PERFORMED
Develop and/or update Accela system extension code (i.e.
interfaces or advanced system reports).
Deploy updated Accela system code to testing and/or
production environments.
Conduct unit testing (i.e. first level testing) for defects or
enhancments scheduled to be deployed to production.
Triage the most complex configuration or system extension
issues.
Review Accela software release notes and identify
potential software impacts to existing Bureau
configurations and business processes.
Monitor and update infrastructure that supports all Accela
system extensions.
Participate in maintenance and operations status meetings
or other development or testing related meetings.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

50

20.00

1,000

50

1.00

50

50

2.00

100

10

20.00

200

8

40.00

320

20

4.00

80

312

1.00
Total working hours
Hours/year/PY
Total PYs

312
2,062
1,776
1.2

Department of Consumer Affairs
Information Services
Workload for 3.0 Information Technology Specialist I
# OF TASK
PERFORMED
Update configuration based on requested system
enhancements or defect resolutions.
Conduct unit testing (i.e. first level testing) for defects or
enhancments scheduled to be deployed to production.
Review Accela software release notes and identify
potential software impacts to existing Bureau
configurations and business processes.
Deploy Accela configuration releases in testing and
production environments
Participate in maintenance and operations status meetings
or other development or testing related meetings.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

300

15.00

4,500

300

2.00

600

8

40.00

320

40

4.00

160

312

1.00
Total working hours
Hours/year/PY
Total PYs

312
5,892
1,776
3.3

Department of Consumer Affairs
Information Services
Workload for 3.0 Information Technology Associate
# OF TASK
PERFORMED
Maintain Department Desktop and Laptops.
Respond to customer service requests.
Deploy Software to IT equipment.
Maintain Email Systems.
Participate in maintenance and operations status meetings.

TIME TO PERFORM
(HOURS)

199
3,456
199
199

8.00
0.50
4.00
4.00

416

1.00
Total working hours
Hours/year/PY
Total PYs

TOTAL
HOURS
1,592
1,728
796
796
416
5,328
1,776
3.0

Department of Consumer Affairs
Human Resource Services
Workload for 1.0 Associate Personnel Analyst (Classification & Pay)
# OF TASK
PERFORMED
Provide consultation on hiring matters.
Research C&P / Performance Management matters.
Review and finalize duty statements.
Review and finalize memorandums of justifications.
Review and finalize organization charts.
Prepare Request for Personnel Actions.
Prepare Exempt Position Requests.
Review and approve Request for Personnel Actions.
Review and determine eligibility on selected candidates.
Review and approve pre-employment docs.
Confirm employee salary.
Process Request for Personnel Actions.
Advise management on progressive discipline - preventive.
Advise management on progressive discipline - corrective.
Advise management on progressive discipline - adverse.
Prepare progressive discipline documents.
Prepare Personnel notices.
Handle misc. C&P related matters (T&D Assignments, OOC, MICs, etc.).
Meetings.
High-Level Recruitments.
Special Projects (Reports, Drills, etc.).

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

100
100
29
29
29
10
3
145
225
145
145
145
40
40
40
40
10

1.00
2.00
1.00
1.00
0.50
1.00
2.00
1.00
0.75
0.50
0.50
0.25
1.00
1.00
1.00
5.00
25.00

100
200
29
29
15
10
6
145
169
73
73
36
40
40
40
200
250

40
30
3
25

2.00
1.00
3.00
2.00
Total working hours
Hours/year/PY
Total PYs

80
30
9
50
1,623
1,776
0.9

Department of Consumer Affairs
Human Resource Services
Workload for 2.0 Associate Personnel Analysts

# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

Analyze exam history in preparation for new exam administration or for post audit purposes.

4

3.00

12

Develop/prepare preliminary list of tasks and KSAs from duty statements and specs.
Meet with SMEs to review duties, develop tasks, & KSAs in preparation for job analysis/job
audits.

4

7.00

28

4

7.00

28

Prepare/develop/finalize job analysis tasks and KSAs based on meeting with SMEs.

4

2.00

8

Duplicate task/KSA statements, if necessary, in preparation for sending to incumbents.
Upon return of statements, develop job analysis survey.
Send survey to incumbents and review/track survey results.
Anlayze survey and review list of tasks/KSAs once determined which fall out.
Identify testing methodology and write job analysis report.

4
4
4
4
4

0.50
2.00
0.25
2.00
7.00

2
8
1
8
28

Develop Exam Work plan (identify SMEs, target completion dates, meting locations).
Meet with SMEs to clarify and prepare 511B.
Develop draft exam announcement.
Develop and update 511B document for DCA classifications.
Develop exam planning package.
Duplicate announcement, notify employees via OIS.

4
4
8
4
20
10

1.00
2.00
1.00
1.00
2.00
0.25

4
8
8
4
40
3

Meet with SMEs to develop exam component (i.e., written test, supp app, QAP, etc.).
Analyze exam data to confirm valid & job related.
Develop (gather, organize, prepare) exam material after meeting with SMEs.
Develop proposed desirable qualifications for CEA exams.
Post CEA exam bulletin and send email request to OIS for email blast.
Collect applications and mail acknowledgement letters to candidates.
Prepare CEA exam materials for panel members.
Score CEA exam applications.

2
2
2
2
2
34
8
8

4.00
2.00
1.00
3.00
1.00
0.10
2.00
4.00

8
4
2
6
2
3
16
32

Verify candidate scores for CEA exams and create eligible lists/send out result letters.
Upload CEA recruitment files to ECOS.
Detail/Review exam applications.
Enter applications into exam system.
Arrange applications in alpha order by category.
Analyze qualifications of rejected candidates/ prepare responses to reject inquiries.
Coordinate/participate in SME meetings to rate exam components, i.e., written exercises,
supp apps.
Schedule candidates for exam (i.e., written, QAP) by location/panel.
Duplicate test material (supp apps, written tests, panel notes, etc.).
Arrange material (supp apps, QAP) in candidate order or by panel.
Prepare panel/committee orientation binders for Exams.
Conduct exam panel/committee orientation.
Prepare interview labels and tapes for QAP oral exams/save recordings to USB.
Proctor written tests and interviews.

2
2
106
106
106
106

2.00
0.20
1.00
1.00
0.30
1.00

4
0
106
106
32
106

10
42
2
2
4
6
2
2

4.00
4.00
1.00
0.50
0.20
0.50
0.20
8.00

40
168
2
1
1
3
0
16

Enter scores/data into system/which creates an eligibility list for DCA to fill vacancies.
Work with SPB and/or CalHR to resolve system issues.
Mail exam result letters and make copy for exam files.
Respond to inquiries from the general public on selection issues.
Check Exams phone line for calls received from general public.
Provide technical guidance to staff and management on selection issues.
Prepare memos/letters in response to candidate or employee inquiries, SPB Appeals,
withhold requests.
Chair interviews or selection rating committees.
Print exam and certification documents and file with exam history files.
Review and analyze MQs and eligibility requests.
Review and analyze appropriate list requests.
Process requests for address/location preference changes.
Respond to inquiries related to eligibility for exams or recruitments from the programs and
Personnel staff.
Post job advertisements on ECOS.
Order Certifications.
Create Certification folders.
Manage job advertisement log.
Order, sort, and send employment inquiry (contact) letters.
Manage and reveal all job applications and documents.
Sort hardcopy applications for recruitments.
Upload and code hardcopy applications into ECOS.
Phone contact from the public and programs.
Trouble shooting with ECOS and Calcareer.
ECOS training.
Manage MQs log.
Conduct Cert reminders.
Code Cert and clear Certs.
Complete all hires in ECOS.
Review job advertisements from pilot programs (BAR & CSLB).
File cert folders.
File hire documents.

132
4
106
30
30
6

1.00
0.20
0.20
0.10
0.10
0.10

132
1
21
3
3
1

2
4
8
682
2
4

2.00
7.00
0.20
2.00
1.00
0.10

4
28
2
1,364
2
0

26
74
72
66
74
526
13,158
1,052
1,052
36
8
4
360
250
250
78
78
68
36

0.10
0.50
0.25
0.25
0.25
0.02
0.02
0.20
0.20
0.10
0.10
2.00
0.10
0.25
0.50
0.50
0.50
0.10
0.10
Total working hours
Hours/year/PY
Total PYs

3
37
18
17
19
11
263
210
210
4
1
8
36
63
125
39
39
7
4
3,520
1,776
2.0

Department of Consumer Affairs
Business Services Office
Workload for 1.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED
Look up billing codes and vendor Fi$Cal number.
Enter contract in Fi$Cal and assign a contract number. Enter in
tracking log.
Create draft version of contract documents (STD. 215 and STD.
213 and Exhibits or STD. 65).
Double check costs are calculated correctly.
Develop and write the contract scope of work, rate schedules,
justifications, terms and conditions and special clauses, and
provide appropriate attachments.
Submit contract for peer review and make sugested edits from
peer review.
Submit contract for manager review and route for approval in
Fi$Cal. Update tracking log.
Create a contractor cover letter and PDF the contract to the
contractor for signature.
Once you receive signed contract back, create an executed
contract cover letter.
Scan cover letter, executed contract, STD. 215, and any other
support documents and upload the file to Fi$Cal.
Create PO in Fi$Cal and submit for approval.
Submit PO for manager review and route for approval in Fi$Cal.
Update tracking log.
Once approved, dispatch PO.
Create contractor packet and upload any remaining documents to
Fi$Cal. Update tracking log.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

43

0.20

9

43

0.50

22

43
43

1.50
0.08

65
3

43

32.00

1,376

43

0.50

22

43

0.20

9

43

0.75

32

43

0.25

11

43
204

0.25
0.25

11
51

204
204

0.25
0.20

51
41

204

0.50
Total working hours
Hours/year/PY
Total PYs

102
1,803
1,776
1.0

Department of Consumer Affairs
Facilities Services
Workload for 2.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED
Assist with preparing the Space Action Request (Form 9) and Space
Planning Data form (4083).
Assist with preparing the Estimate of Occupancy Cost form (Form
10).
Assist with preparing the Architectural Revolving Fund form (Form
22) to establish an ARF account with DOF.
Prepares and input data into the Department of General Services
Cruise system and routes for internal approvals.
Works with DCA Office of Information Services (OIS) to identify IT
Infrastructure and equipment.
Participates in site search visits to determine if location meets clients
needs.
Research and prepares a list of acceptable and non-acceptable
sites.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

24

6.00

144

6

4.00

24

6

4.00

24

24

2.00

48

24

2.00

48

24

12.00

288

24

2.00

48

Analyze and prepares the CEQA documents for each new location.
Works closely with DGS Real Estate Planner on floorplans and
special requirement on behalf of DCA clients.
Research and analyze modular system furniture and free standing
furniture for each build out.
Serves as liaison with DCA boards/bureaus/programs and division to
prepare a moving service contract.

24

1.00

24

72

4.00

288

72

4.00

288

24

4.00

96

Serves as liaison with Property Management for building issues.
Maintains and updates lease renewals and Property Management
information for each locations.

24

2.00

48

24

1.00

24

200

2.00

400

24

8.00

192

144
24

4.00
2.00

576
48

192

2.00

384

300

3.00
Total working hours
Hours/year/PY
Total PYs

900
3,892
1,776
2.2

Responds to telephone calls and emails related to building issues.
Facilitate office moves with contractors, bureau staff and property
management.
Conduct inspections and acceptance with DGS/RESD, Contractor,
Client and Property Management.
Preconstruction meetings.
On-going meetings with DGS/RESD, Contractor, Client and Property
Management.
On-going service requests for modular system furniture
reconfigurations, building alterations and repairs.

Department of Consumer Affairs
Legislative Unit
Workload for 1.0 Associate Governmental Program Analyst
# OF TASK
PERFORMED
Identify, research, and summarize proposed legislation,
regulations and policy issues and recommend a position to
management.
Prepare and edit bill and regulatory analyses; draft amendments
to existing and proposed regulations. Drafts amendments to
existing and proposed legislation and regulations.
Coordinate efforts with representatives of other departments to
amend legislation of mutual concern and interest.
Serve as a technical expert in legislative, regulatory and policy
matters relating to the Department and provides consultative
services on related issues.
Research complex policy issues and prepare written
recommendations for management and Executive Staff.
Prepare reports, executive summaries, issue papers and
correspondence. Research nationwide databases via the internet
to remain current on pertinent issues at the state and federal
levels.
Serve as a resource for Departmental staff, legislative committees
and consultants, industry representatives, lobbyists, and others
regarding the interest of consumers relative to legislation and
regulations, researching and addressing constituent casework
issues on an as needed basis.

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

100

2.00

200

50

8.00

400

25

4.00

100

24

16.00

384

30

8.00

240

12

8.00

96

12

8.00
Total working hours
Hours/year/PY
Total PYs

96
1,516
1,776
0.9

Department of Consumer Affairs
Legal Affairs Division
Workload for 1.0 Attorney IV

Conduct legal research, including review of federal and state
laws and cases related to commercial cannabis activity and
advise the Department on laws and regulations pertinent to its
regulatory activities.
Review, revise and prepare bureau regulatory packages.
Facilitate and managing litigation, including coordination with
Attorney General's Office, Department, Agency and Governor's
Office.
Review and respond to subpoenas and requests for records
under the Public Records Act and Information Practices Act.
Review published materials, including press releases,
information materials, correspondence, pamphlets, law
publications, news publications and guidance materials.
Review proposed Administrative Law Judge licensing
decisions, default decisions, and stipulated settlements on
behalf of the Director of Consumer Affairs.

# OF TASK
PERFORMED

TIME TO PERFORM
(HOURS)

TOTAL
HOURS

10
5

7.00
80.00

70
400

20

10.00

200

20

8.00

160

10

1.00

10

584

2.00
Total working hours
Hours/year/PY
Total PYs

1,168
2,008
1,776
1.1

