CANNABIS
CONTROL
DIVISION

MONTANA

TAP Package and Label Submission Guide

1. Licensees that need to apply for pre-approval of their packaging, labeling, and exit

packaging will need to log into TAP with their username and password.
https://tap.dor.mt.gov/ /

a. *only dispensaries are required to do this at this time.

2. They will then be taken to
the Summary Screen, where
they will see their Cannabis
License. The Licensee will click
on the option that says More
in their Cannabis License...

Favoritedion Center Settings More...
ID

> Make a Payment
» New Cannabis License
» Renew Cannabis License

lication Summaries, and Payments

3. When the Licensee clicks
More, it will take them to a
new page called Account
Options.

Here, they will choose the
option that is Submit
Packaging and Labeling
Application.

Account Options

Q

B Account Options

Account specific forms/applications.

> Update Ownership and/or Funding Information

> Update a Dispensary, Manufacturer, Cultivator,
Transporter and/or Combined Use License

> View Packaging and Labeling Status
> Send Us a Message
> Relinquish Licenses or Sites

> Update Account Email Address
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https://tap.dor.mt.gov/_/

4. A new screen will appear
that is called Cannabis
License Package and
Labeling-Application.

Here, the Licensee can choose
to submit all labels, packaging,
or exit packaging for their
marijuana and marijuana
products. The Licensee may
only choose one option, like
labels so that they can submit
multiple labels.

Application

Packaging and Labels

Instructions

Select which type of application to submit
. E

denied iny

pplication can have many items if desired. For example, a packaging application can include a variety of package types. Each item on an application is reviewed and approved or

sally
of either standard (for sale to cardholders or adult consumers by the applying licensee) or wholesale

.

y de only labels and cannot include exit packages
ations can be submitted in succession. For example, labeling, exit packaging, and packaging applications can all be submitted on the same day

nd will be processed

assessed after an ap

on is reviewed and only apply to items ready o be approved. You will receive an invoice and must submit payment before approval is granted

Denied items are not assesse

@ For additional i ion on required attachmen

Labeling @)

CCD web page:

Packaging @) Exit Packaging (O]

Cancel Save Draft Previo

5. For the next example, we
will have the Licensee choose
the option to apply for their
packaging by simply clicking
on it. Then, click next to begin
adding packages to the
application.

Application

Packaging and Labels

Instructions

Select which type of application to submit.

Each application can have many items if desired. For example, a packaging application can include a variety of package types. Each item on an application is reviewed and approved or
denied individually.

Packaging and Labeling items (not Exit Packaging) must be designated a Use Type of either standard (for sale to cardholders or adult consumers by the applying licensee) or wholesale

(for subsequent resale, repackaging, or distribution by another licensee in accordance with ARM 42.39.321).

Each application type can only have that type of item. For example, a labeling application must include only labels and cannot include exit packages,

Multiple applications can be submitted in succession. For example, labeling, exit packaging, and packaging applications can all be submitted on the same day and will be processed
independently.

Fees are assessed after an application is reviewed and only apply to items ready to be approved. You will receive an invoice and must submit payment before approval is granted.
Denied items are not assessed fees.

Q@ For additional information on required attachments visit

©

") @

Packaging

Cancel Save Draft Previous

6. The Licensee will now upload
their package(s) by selecting
the “+ Add Package” option.

Application

Packaging and Labels

Package

Package(s) -

Package Name

Package Use Type Custom or Generic Package Type

+ Add Package

Cancel Save Draft
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7. Here, the Licensee will add the
Package Name. The package
name should be exactly what the
product is. Package names will
be renamed when the
application is being processed if
they do not describe the
product accurately.

Next, the licensee will select the
Package Use Type (Standard or
Wholesale), if it is Custom of
Generic, and Package Type, and
what product types will be
placed in the package (multiple
product types can be selected).

Custom packages require a file
of the package image to be
uploaded prior to submitting.
Only 4 files may be added for
each submission.

Finally, click “Add" to add the
submission to the packaging
application.
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9. The Licensee will then be
taken to the next screen,
Questions.

a. Here the Licensee must
agree to all the questions
that relate to the
submission of this package
or they cannot proceed any
further in TAP.

b. Once the Licensee has
marked that they agree
with all Questions, they can
hit Next at the bottom right

Application

o @ @

of the screen to proceed. = EEE—
10. The next screen is the fopenen
Fees screen. For this ko,L. ? LQ °
example, the Licensee :
ees

submitted a generic
package, so they have no
fee to pay.

a. The Licensee will the hit

After reviewing this application, you will be invoiced for any items that are ready for approval. Final app

Generic Count
Package(s) 1

roval is subject to payment of the total invoice fee.

Custom Count Fee

] 0.00

Cancel Save Draft < Previous

Next in the bottom right
corner to proceed.
11. The Affirmation and _—

. pplication
Signature Page will

. ] o o ] >
appear, Here, the Llcensee Packaging and Labels Package Questions. Fees Affirmation

needs to type in their full
name & check the box
above it, and then Submit
their package to be
reviewed for determination
of approval or denial.

Affirmation and Signature

| declare under penalty of false swearing that the information provided in this application is

%
I By checking this box, | agree to the above statement(s).

Full Name

Cancel Save Draft

true, correct, and complete.

Date

09-Apr-2024

¢ Previous
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12. After hitting the Submit
button, the Licensee will be
taken to a Confirmation
screen. Here, they will need
to enter their password that
they logged in with on TAP
and then click OK.

Confirmation X

This action will send your application to the Cannabis Control Division (CCD).

Please ensure all information is correct befare continuing. Once your submission has been processed, you will be unable to make changes to it without contacting CCD

Password

|

13. The Licensee’s
Confirmation will then
appear. It will state that the
application was successfully
submitted, and it will
provide a confirmation
number to the Licensee.
They can also print a copy
of the confirmation page
using the Printable View
button.

Confirmation

0-696-942-592
) the Printable View button ¥
Feedback
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