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Just as we encourage rotation of service at the meeting and district level, I feel we should honor 
that same fundamental principal at the World Service level, which supports Tradition Two, that 
our leaders are but trusted servants, they do not govern.  That potentially becomes a bit murky 
when any one of us spends years in the same service position.  It becomes more difficult to not 
be perceived as the “authority.” It also, in way, supports ownership of a role, which rotation of 
service, eliminates.  

Motion: I hereby move that Trustees not retain any one Trustee position for more than two 

years of their possible four-year tenure, to ensure rotation of service; a fundamental 

principal of our program, and to ensure that our fellowship is not dependent upon any one 

person to fulfill these important roles. 

ITEM 9 – BUDGET 2008-2009 

COMMITTEE: FINANCE 

BACKGROUND/ORIGIN: 
Each year, the Finance Committee must approve a budget for the coming year. 

ITEM 10: SERVICE MANUAL HOUSE KEEPING 

COMMITTEE: POLICIES AND PROCEDURES 

Submitted by: Lisa T., MAWS President 

BACKGROUND/ORIGIN:  
The procedures for answering the MAWS 800 number were changed many years ago, making it 
the duty of the Office Manager to answer and respond, not a rotation of Districts. 

The following incorrect reference needs to be removed from the most current (3.0) version of the 
Service Manual: 

•  Page 29, Conference Delegate Responsibilities: 9. Find persons in districts to answer #800 
line when it is their district’s turn 

Motion: I move that the Delegate Responsibility reference regarding coordinating the 

answering of the MAWS 800 number be removed from the current (3.0) version of the 

Service Manual. 

ITEM 11: SERVICE MANUAL HOUSE KEEPING 

COMMITTEE: INTERNET/GLOBAL OUTREACH 

Submitted by: Lisa T., MAWS President 

BACKGROUND/ORIGIN: There are five MAWS Conference Committees: Literature, Finance, 
Policies & Procedures, HI/PI, and Internet/Global Outreach. The Service Manual (version 3.0) 
lists five Committees, with the fifth Committee being called Internet (5. INTERNET 
COMMITTEE – This committee’s responsibility is to serve all of MAWS’ Internet-related 
functions.). 
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Motion: I move that the Internet/Global Outreach Conference Committee revise the 

description of their Committee that appears in the Service Manual. 

ITEM 12: SERVICE MANUAL HOUSE KEEPING 

COMMITTEE: POLICIES AND PROCEDURES 

Submitted by: Tom White, MAWS Office Manager 

BACKGROUND/ORIGIN: MAWS receives, at least once annually, a request or inquiry from an 
Independent meeting, or a District regarding liability insurance provided by MAWS for either 
the use of the meeting or an event hosted at the District level, generally the Conference or the 
Convention.  MAWS has never provided such liability insurance; this needs to be stated in no 
uncertain terms in the Service Manual, even if it proves to be redundant because it appears in 
several places with the identical language. 

Motion: To add the following section to the Service Manual at the end of Chapter 8 as it 

stands (presently Page 19): 

THE QUESTION OF LIABILITY INSURANCE 

It should be understood that Marijuana Anonymous does not provide liability insurance 

for individual meetings, whether they be considered Independent meetings or are part of a 

District.  Such liability insurance, where required by the hosting facility, must be provided 

by the meeting as part of its self-supporting responsibilities. 

ITEM 13: CONFERENCE HOST COMMITTEE GUIDELINES 

COMMITTEE: POLICIES AND PROCEDURES 

Submitted by: Lisa T., MAWS President 

BACKGROUND/ORIGIN: After hosting the 2006 MAWS Conference, District 4 (Seattle, WA) 
provided the following information as an aid for future Conference Host Committees. Feedback 
from the 2007 and 2008 Host Committees is that it is valuable information that should be 
included in the Service Manual. 

MAWS Annual Conference 

Guidelines for the Host District 

The following “Guidelines” were prepared by District 4, the Host Committee for the 2006 MAWS Conference: 

Ideal Attendance 

The ideal attendance for a MAWS Conference is currently (as of May 2006) 41, and breaks down as follows: 

15 districts x 2 delegates per district = 30 (this includes two paid attendees from the hosting district) 

All Trustees = 9 

Office Manager = 1 

ANLP Executive Director = 1 

TOTAL registered, paid attendees: 41 
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Realistic Attendance 

The reality is that several districts have been sending only one delegate, plus there’s the possibility of an emergency 

or schedule conflict for an attendee. These realities obviously subtract from the total. It’s also common to get 

registrations for paid attendees who are visitors and have no official role, and this of course adds to the total. 

The conventional wisdom is that you can count on an attendance of 35 and a few more is fairly likely. The 2006 
Conference had 37 attendees, which includes 35 voting members and two registered visitors. 

Another consideration is that the more expensive the ticket price gets for a conference, the more districts may feel 
that they can’t afford to send two delegates, and some districts may feel they can’t afford to send even one.   

Rooming 

Sharing rooms is fairly common practice at MAWS Conferences. Some delegates are comfortable rooming with the 
co-delegate from their district; some are not. Some attendees will be happy to select a roommate in advance, some 

won’t know enough (or any) other attendees and won’t be able to select in advance. In general, but particularly for 

those not able to select a roommate or roommates in advance, it’s best to stick to same sex rooms whenever 

possible. Separate sleeping quarters for attendees are of course ideal, especially for roommates who don’t know one 

another. Of course this may not always be achievable depending on the venue. There is some existing precedent for 

varying the rooming rates based on single, double, and triple occupancy rooms or suites, but this complicates 

registration and makes predicting the conference income much more complex. 

Conference Meeting Facilities  

Conferences require: 

Optional: Room for an MA Meeting, Friday Night 

The 2006 Conference was opened with a Friday Night MA meeting open to all attendees and anyone from the 

Hosting District who wished to attend. This is not (yet) a Conference tradition, but it worked very well in 2006 

as a way to bring host members and attendee members together in recovery fellowship before the start of the 

Conference business. Our qualifier was David H. from the Host District, and our topic was love. Of course this 
meeting or other opening event could be hosted in a back yard, park, private home, or an existing meeting venue 

to save money, but consideration must be given to how to get Conference attendees to the location and then 

back to their accommodations. 

Other Conferences have hosted onsite or offsite barbeques, or potluck dinners on Friday night. Some opening 

gesture is a great idea, but the exact event is flexible.  

1 Main Meeting Room, Saturday, Sunday, and most of Monday 

This main meeting room should be set for at least 40 plus onsite volunteer staff. It’s probably best if this room 
is available, at least for setup and/or inspection if being set up by hotel staff, on the Friday night before the first 

general session that begins Saturday morning. Setup to include: 

• Two or three tables in the front of the room with chairs facing the rest of the Conference body. (these will 

be used by the MAWS President, Secretary (or acting Parliamentarian), and MAWS Office Manager to 

address the rest of the Conference body) 

• A free standing podium or tabletop podium, no microphone necessary if the sound quality in the room is 

reasonable 

• Table seating in rows facing the front for the remaining attendees  

• Drinking water available, pens, and notepads for all attendees 

• A dry erase whiteboard for showing quorum numbers, vote counting, Third Legacy Procedure process, etc. 

• Easy access to copying. This service should be provided by volunteer ‘runners’ from the Host District and 
can be done at a nearby copy center or onsite if costs and available equipment allows. 

• Wireless internet access is ideal for the main meeting room. 



MAWS Conference 2008 Agenda Items & Support Documents Page 15 of 25 

Untitled:Conf_Motions_2008-2.doc  

  

3-4 Breakout Rooms, Saturday afternoon, all Sunday 

These Breakout Rooms are for committee work. Generally, there are five committees: 

Finance, HI/PI, Literature, Policies& Procedures, and Internet/Global Outreach. The Main Meeting Room can 

be used for up to two of the five committees to work in, which requires only three breakout rooms. More ideally 

committees would each have a private room so that noise is not an issue, requiring the Main Meeting Room plus 
four breakout rooms. 

Breakout Rooms should include:  

• One or more work tables and chairs for up to 10  

• Drinking water available, pens, and notepads for all attendees 

• A dry erase whiteboard for general committee work, or a flipchart 

• Easy access to copying. This service should be provided by volunteer ‘runners’ from the Host District and 
can be done at a nearby copy center or onsite if cost and available equipment allows. 

• Wireless or Ethernet plug-in internet access is ideal for the breakout meeting rooms. 

Hospitality Suite, Available throughout the Conference.  

Stocked with plenty of water, soft drinks, healthy, salty, and sweet snacks 

In the case of the 2006 Conference, two suites were provided gratis by meeting a minimum hotel room 
registration. One was used as the hospitality suite. The second suite was used by the Conference Host 

Committee Chair and/or volunteer workers who wished to spend the night at the Conference rather than return 

home.  

Optional: Power Circle Setting, Sometime Monday afternoon, after business concludes. 

The “Power Circle” is not an official part of MA Conferences but has become a tradition among at least some 

attendees. A medium-sized quiet, private room with little or no furniture is required, or a reasonably quiet, 
private outdoor park, garden, or lawn space will work and may be preferred. In either case, if you choose to 

support this unofficial tradition, space to make a standing circle of 30 people is about right. 

Conference Registration Fees 

Many past Conferences have occurred at community colleges and other non-hotel venues, which can offer low-cost 

housing and food options. In these cases, registration, food and housing costs were often made separate and in some 

cases the food and even the rooming portions were made optional, which offered attendees a sort of sliding scale, 

often with the option of staying at local host members’ homes as a way to save money.  

For the 2006 MA Conference in Seattle, breaking down the registration into separate housing and optional food 

costs was not realistic. We were working with a large hotel contract for rooms, food and services. It was a very good 

deal for a hotel business conference, but was full of minimum requirements that offered very little flexibility.  

In Seattle’s case, every attendee was needed to be fully registered and paid, and could offer only two different 
rooming rates to provide flexibility in cost, because if they’d had even a handful of attendees choosing alternative 

arrangements, that would suddenly dip below room or food minimums built into the hotel contract and dramatically 

raise the cost of the entire event. In addition, the hotel location would be enough of a commute for anyone staying at 

a local home to make transportation tough, and getting enough sleep a real issue.  

Even with a “good deal” on a hotel contract, this was likely the most expensive Conference so far in MA history. 
Successful fundraising was critical in order to make the registration cost bearable to the districts, and every dollar 

raised was used to directly lower the cost per attendee. 

The 2006 Conference asked each attendee to pay either $205 for a triple occupancy suite, or $230 for a double. In 
order to make these fees possible, Seattle raised about $5,600, subsidizing attendees by over $150 each. 
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Notes to the Conference Committee Chair: 

Securing a viable hotel contract, if you choose to go that route, and raising enough money to keep the per 
registration cost down to something districts can afford are by far the most important things to concentrate on for 

your early work on the Conference. 

• You’ll get $500.00 in seed money from the previous Conference, which in some cases will be enough to 

secure a hotel contract until future scheduled payments. 

• Remember to figure into your budget paying this $500.00 forward to the next Conference Committee.   

• Begin fundraising instantly, positively, enthusiastically, creatively and with every expectation of meeting or 
exceeding your goals. Work with positive energy to get your district or districts (don’t rule out help from 

another district or districts) engaged and having fun raising more money than they’ve ever raised before 

and consistently doing the impossible. Every penny counts, and you should plan on raising money right up 

until the day before the Conference. 

• Be VERY cautious in examining hotel contracts being sure you understand any freebies, penalties, 
minimums, etc. Ask for clarifications and be sure you get all terms spelled out on the contract. 

• BE ABSOLUTELY SURE that you understand completely all TAXES, FEES, AND SERVICE 

CHARGES.  Many contracts show ONLY the raw cost, and these taxes and fees can easily add 30% or 

more to some or all of the raw costs. Also taxes and service charges may apply to some costs but not others, 

and if this is the case, you need to aggressively understand which taxes apply to which costs.  

• Build a spreadsheet calculator that generates your total hotel contract cost based on the number of 
attendees, adds any other anticipated costs, adds a reasonable cushion, subtracts your expected fundraising, 

and divides by the number of expected attendees. Be sure this spreadsheet works properly and realistically 

reflects the variations in cost with variations in attendance, etc. Use this spreadsheet to try different 

attendance numbers and finally, to choose a registration fee or fees for your Conference. Make the final 

registration cost decision by December at the latest if possible so that districts can have some time to 
prepare, and so you have time to collect money.  

• Some districts may be very slow in choosing delegates, getting them registered, and paying their 

registrations. Give them lots of notice, lots of reminders, and very clearly stated deadlines. Be willing to try 

various contacts for a given district so that your messages, emails, and phone calls reach someone with 

willingness to act.  

• Realistically, while deadlines were somewhat useful to us in 2006, we couldn’t afford not to accept late 
registrations, since we needed every last one. Some districts or delegates were being chased down right up 

to the final weeks before the Conference. Take this into account in anticipating when you’ll be able to make 

payments to your hotel contract.  

• Well before then, begin to publicize your Conference, and encourage districts to begin setting aside funds. 
Funding their delegates is getting more normal for many districts, but reminders can’t hurt.  

• Maintain positive relationships with your hotel contacts even during disagreements or rough spots in the 
process. Not only is it fantastic 12

th step practice, it also pays off in the long run, and even in the short run 

it’s WAY more fun to run a Conference with hotel people that like you  and respect you and don’t think 

you’re about to throw a tantrum.  

Hotel Headhunters 

In 2006, Stephanie W. used Helms Briscoe, a hotel contract broker, to get us a desirable contract with the Embassy 

Suites Hotel near the Seattle Tacoma International Airport. Helms Briscoe collects their fees from the hotel industry 
so there is no cost to the host district to try their services. Stephanie provided a simple outline of our needs. H.B. 

provided several contracts to look at, and we chose the best one. Of course, without a blind study, it’s hard to know 

if H.B. provided us with a better rate than we would have gotten walking in off the street, but they had some 

credibility, cost us nothing to use, and got us several deals to look at in a big hurry. I assume they’re nation-wide, 

but don’t know for certain. 
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Stephanie’s contact at Helms Briscoe was Michael Valentino.  

Here is the website information: www.helmsbriscoe.com 

Conference Fundraising: 

Your positive attitude is by far your best fundraising tool.  I can’t emphasize this enough: YOUR POSITIVE 

ATTITUDE IS BY FAR YOUR BEST FUNDRAISING TOOL.  

Even if you’re on a tight fundraising schedule, you can turn that into an advantage because it means that the 
fundraising doesn’t have to drag on, it just has to be quick and extraordinary…and that is achievable. 

Here are the basic tools we used for fundraising. The garage sale is listed first because it raised the most money of 
any single event. The others are in no particular order. 

Group Garage Sale:  

Our single biggest source of funds, and relatively easy to put on. Ours was on a rainy cold day, the worst for a 
garage sale, but it still worked. I don't know the exact equivalent of this in Manhattan, but there must be some way 

to do it. We listed the event online at Craig's List as a ‘multi-family sale’ to increase interest. 

• Be sure to choose a location that optimizes traffic and interest. 

• The sale is private and anonymous, not an MA event. People who were curious were told that we were a group 

of friends raising money to bring other friends out to Seattle. 

• Good signs and listings are critical. Assign the different tasks to people for whom their task is a strength, 
which makes it fun and easy. 

• Consider that the person providing the location NOT have to do a lot else at the sale…. if they don’t want to.  

• Donations must be brought to the event on time, though new stuff came during our sale, and that worked out 

mostly OK, if it came reasonably early on. Some things were sold right off the truck that brought them over to 

the sale. 

• There has to be a plan for leftover items at the end of the day. 

• It’s best if people are NOT attached to getting a particular price for the item that they brought. Donations need 
to be straight donations. Much more important to make sales than to get a particular price. A good garage sale 

is like the steps: most of it is practice for letting go.  

• Emphasize that donations need to be sellable stuff. It’s a sale, not a dumpster.  

• It’s important to have an on-site ‘sale boss’ that people trust to price things, and who has the discretion to 
negotiate and change prices as the day goes on, so that there is maximum conversion to cash and not a lot of 

old unsold stuff at the end of the sale. At the end of our sale we made some pretty sweet deals that netted us 

cash and less hauling.   

Individual contributions: 

If people feel good about the Conference as a cause, and are invested in the possibility it represents for the future of 

our fellowship, there are lots of people in a district who will simply be willing to make a one time donation. Seattle  

received donations ranging from $3.00 to $200.00.  

Helpful language can be: 

 Did you ever attend a meeting that was worth more than a dollar to you? 

 How much more than a dollar? How many times? 

If so, would you be willing to make a one-time contribution to our district’s delegate or conference fund? 

- so we can send delegates to represent us at the national and international level.  
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- so our district can help MA develop and grow;  

- so that ultimately many other addicts could have that same experience of attending a meeting 

that is worth much more than a dollar to them? 

Donation Club: 

Seattle started a $5- and $10-a-month club during our fundraising period. People who were able joined one or the 

other, and it seriously adds up. You may not have time to establish this particular club, but if paying for the 
Conference puts a big dent in your district’s budget, and you need to make up for it even after the Conference so that 

you can still run your district and make contributions to MAWS, then it might be fine to start these clubs now and 

them a couple of months past the Conference itself. A four-month club could raise a lot of money.  

• Very important to have an organized and charismatic collector, who will carefully track and collect peoples 

commitments, be persistent, and organized. Did I already say organized? Anyhow, it’s important that they 

be organized. 

• Some of Seattle’s ‘club members’ chose a level of giving for the  

$-a-month club and then elected to give all at once, because they could afford to do it, and for them it felt 
more convenient than giving in bits and pieces. 

Meeting Contributions: 

Getting the word out to individual meetings to ask for a second pass, or just to ask people to dig deep for a while so 
that the meeting can make contributions to the Conference effort. On short notice, a second pass might work best 

since it would provide fund-specific money that doesn’t need to be voted on.  

Some meetings chose at a business meeting to ‘support the Conference’ and they put a special notice into their 
format to that effect, and the 7th tradition giving went up quite substantially. At business meetings, the new larger 7th 

tradition was then split between ‘normal’ giving, and setting aside the ‘extra’ as a specific Conference donation. The 

language in the format was something like: “This year our district has a special opportunity to affect the future of the 

entire organization of MA by hosting the international MA Conference here in Seattle. The Tuesday Men’s meeting 

has chosen by group conscience to support this effort, and we’re asking you to give generously if you’re able to, so 

that in addition to meeting our expenses and giving to our district, we can make regular contributions to fundraising 

for the Conference.” This was inserted during the 7th tradition announcement. 

Social Events as Fundraisers: 

Seattle held a dance, a potluck, a game night, a campout, and other social events that were fundraisers for the 
Conference. It’s best if these events start off with donations of space and food or other expenses, so that all income 

goes directly to the fund, and there is no pressure to first meet substantial expenses before any money is raised.  

These events were a BLAST. In some cases Seattle connected with the Portland Oregon district. Knowing that 

members from another district would be attending an event encouraged more attendance from our own district, and 

the folks from Portland arrived ready to give their all to the event and to the donation box.  

Because we created such positive energy toward the Conference, there was no problem being very forward about 
naming these events as Conference fundraisers, and being very straight that there would be a donation box at the 

event., and making lots of announcements at the event to make contributions. Donations were never required, 

obviously, but a few of the events had a widely pre-announced suggested donation of  $10, and we were always 

careful to also say that no one would be turned away. 

We’ve learned from MAWS that it’s best not to mention MA specifically on social event flyers, since social events 
are not the official business of MA, but it’s fine to call it a Conference Fundraiser. Here is some example of the 

language we might use for an event: 

Clean and Sober Game Night this Saturday at Scobie’s house, 8pm. Conference Fundraiser for the 
“Future of Recovery Conference 2006”  

Suggested Donation: $10*, or more if you can afford it! No contribution too large, or too small. 

*Donation not required, no one will be turned away. 
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Other ideas: 

Probably the most effective things to do are the things people are most enthusiastic about, so if you’ve got someone 
with an idea and a strong desire to turn it into dollars, it’s ok to go with that. As long as there’s good positive “we’re 

not scared to ask for money” fundraising energy there, you can go for it.  

Ideas: 

“Donations of Service” We had several people in our district donate massage or carpentry work, or painting. Others 
in the district paid standard rate for the service, and the worker donated all of the proceeds to the fund. This raised 

hundreds of dollars.   

“Rolling party” People bring their spare change and someone has coin-rolling paper ready to go, and it all gets 
counted, rolled up and donated to the cause. Hold a meeting or just good conversation during this event.  

“Bake Sale” Hey, it’s a classic, and if you’ve got the talent and the will, it can make real money.  

“Raffle” If someone is willing to donate a few sweet items (digital camera, etc.) the value of their contribution can 
be multiplied by holding a raffle, if there’s time and enthusiasm for it.  

 

SAMPLE BUDGET ATTACHED AT END OF DOCUMENT. 

 

Motion: I move that the language regarding the Conference Host Committee be added to 

the Guidelines for Future Conferences in the Service Manual. 
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ATTACHMENT A: 
(FOR REVIEW ONLY)  

 

RECOMMENDED TRUSTEE JOB DESCRIPTIONS 

 

PRESIDENT 

Pre-requisite: 1 year Trustee experience recommended. 

Approximate hours per month required to perform job: 6  

 

Duties: 

• Facilitate regular (1-2 times / month minimum) communication amongst Trustees. 

• Respond to questions and requests for help in a timely (10 calendar days or less) manner whenever possible.  

• Encourage and support all other Trustees, The Office Manager, ANLP Volunteers, and Delegates to give their 
best effort in service to MA.  

• Chair Trustee Meetings and Conference or ensure suitable chairperson is available.  

• Organize Conference Agenda Committee and ensure agenda is drafted 90 days prior to Conference.  

• Facilitate group conscience of Conference and Trustee Meetings.  

• Schedule three (if necessary) interim Trustee meetings, draft and distribute agenda 15 days prior to each Trustee 

Meeting and ensure meeting time and place is arranged.  

• Facilitate dispute resolution amongst Trustees if they arise.  

• Be available as a resource to the MAWS Office Manager, Trustees, and MA in general.  

• Liaison (along with Literature trustee) to A New Leaf Publications.  

• Take reasonable action to ensure MAWS commitments are met.  

• Proactively plan for MAWS growth.  
 

SECRETARY 

Approximate hours per month required to perform job: 6  

 

Duties: 

• Act as 1st point of contact to Office Manager for operational concerns. 

• Make teleconference meeting arrangements for Trustee meetings outside of Conference & provide instructions 

for participation to Trustees and meeting participants.  

• Take Minutes of Trustee meetings, and forward a draft to Trustees for approval following the meeting 

• Send approved Minutes to Delegates, Office Manager, ANLP, and Trustees. 

• Following the approval of the previous meeting's Minutes, prepare a summary bullet point list of items, for 

approval by the Trustees, to be provided to ANLP for publication in the New Leaf newsletter. This approved 
Minute summary list is forwarded to ANLP and Delegate list after approval by the Trustees (10 days after 

original submission). 

• Ensure that all Trustee meeting minutes are archived.  

• Make every effort to attend and participate in all Trustee meetings.  

• Maintain regular (1-2 times / month minimum) communication with other Trustees. Respond to questions and 

requests for help in a timely (10 calendar days or less) manner whenever possible.  

 

TREASURER 

Approximate hours per month required to perform job: 6  

 

Duties: 

• Make MAWS deposit and pays bills.  

• Liaison to/from MAWS bookkeeper.  

• Liaison to/from district treasurers and oversee monthly district financial reports.  

• Send Quarterly Income and Expense Statement to trustees, delegates, and ANLP. 

• Keep records for MAWS bank accounts.  

• Enter tax information on spreadsheet for accountant.  

• Make every effort to attend and participate in all trustee meetings.  

• Maintain regular (1-2 times / month minimum) communication with other Trustees. Respond to questions and 

requests for help in a timely (10 calendar days or less) manner when ever possible.  
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LITERATURE 

Approximate hours per month required to perform job: 12 (dependent upon projects)  

 

Duties: 

• Oversee the creation of new literature including foreign language translations.  

• Oversee the maintenance and preservation of existing MAWS literature.  

• Liaison to/from ANLP and MA Districts for all matters concerning MAWS literature.  

• Make every effort to attend and participate in all Trustee meetings.  

• Maintain regular (1-2 times / month minimum) communication with other Trustees. Respond to questions and 

requests for help in a timely (10 calendar days or less) manner when ever possible.  

 

HOSPITALS AND INSTITUTIONS / PUBLIC INFORMATION 

Approximate hours per month required to perform job: 6 

 

Duties: 

• Maintain keen awareness of MA’s 12 traditions. 

• Respond to inquiries from the public, explain MA’s "position" (no opinion) and MA’s reason for existence 

according to the 12 traditions. 

• Proactively work to inform groups and organizations about MA and what we do. 

• Explore and develop Public Service Announcements in assorted mediums. 

• Be resource for district and orphan inquiries about carrying out PI work on their level. 

• Update outside organizations with info about how to reach us and design and facilitate mass mailings in areas 

not presently covered by MA Districts 
• Make every effort to attend and participate in all trustee meetings. 

• Maintain regular (1-2 times / month minimum) communication with other Trustees. Respond to questions and 

requests for help in a timely manner. 

 

POLICY & PROCEDURES 

Pre-requisite: 1 year Trustee experience recommended.  

Approximate hours per month required to perform job: 6  

 

Duties: 

• Ensure Service Manual is updated.  

• Proactively explore and present ideas to improve upon the Service Manual.  

• Proactively work to understand and ensure that MAWS adheres to the 12 Traditions of MA.  
• Address issues that need clarification of MAWS policy  

• Make every effort to attend and participate in all trustee meetings.  

• Maintain regular (1-2 times / month minimum) communication with other Trustees. Respond to questions and 

requests for help in a timely (10 calendar days or less) manner when ever possible.  

 

INTERNET TRUSTEE 

Pre-requisite: Easy access to World Wide Web and e-mail.  

Approximate hours per month required to perform job: 2-4  

 

Duties: 

• Assist Office Manager in answering website inquiries.  
• Oversee MAWS World Wide Web presence and develop strategies for creating unity among MA’s online 

fellowship.  

• Solve problems related to MAWS website. 

• Proactively develop new ways to use the MAWS website to carry the message to the addict who still suffers and 

reduce the cost of providing services to the fellowship. 

• Updating the Roving Reporter section to reflect the most recent question. 

• Monitor monthly site statistics. 

• Make every effort to attend and participate in all trustee meetings. 

• Maintain regular (1-2 times / month minimum) communication with other Trustees. Respond to questions and 

requests for help in a timely (10 calendar days or less) manner when ever possible. 

 

 

GLOBAL OUTREACH TRUSTEE 
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Pre-requisite: Easy access to World Wide Web and e-mail.  
Approximate hours per month required to perform job: 6  

 

Duties: 

• Make every effort to attend and participate in all trustee meetings. 

• Maintain regular (1-2 times / month minimum) communication with other Trustees.  

• Respond to questions and requests for help in a timely (10 calendar days or less) manner when ever possible. 

 

NEW MEETING OUTREACH 

Approximate hours per month required to perform job: 6 

 

Duties: 

• Phone and e mail follow up with people requesting starter packets. 

• Send starter kits to new meetings upon receipt of application. 

• Track new "Orphan" (meetings outside established districts) meetings.  

• Assist Office Manager in gathering Orphan meeting information for quarterly International Directory updates. 

• Maintain a minimum of quarterly correspondence / contact with orphan meetings. 

• Act as liaison to/from Orphan meetings to MAWS. 

• Make every effort to attend and participate in all trustee meetings. 

• Maintain regular (1-2 times / month minimum) communication with other Trustees. Respond to questions and 

requests for help in a timely (10 calendar days or less) manner when ever possible. 

 

OFFICE MANAGER JOB DESCRIPTION 

The Office Manager for Marijuana Anonymous is now a combined position which covers both World Services and 

A New Leaf Publications management duties. 

MAWS 

On the MAWS side of the business, the Office Manager is responsible for: 

• Providing communications, service and information to Districts, Independent Meetings, and Trustees on matters 
relating to World Services Business 

• Responding to requests for general information about the program, meeting location information, and meeting 
startup information, through the 800 line, postal mail, and email 

• Responding to meeting startup requests via the Online Meeting Application, tracking the new meeting progress, 

and forwarding the new meeting information to the New Meeting Outreach Trustee on a regular basis 

• Responding to other questions as appropriate to the Traditions through the 800 line, postal mail, and email 

• Maintaining the International Directory on the MAWS website 

• Maintaining contact information for Independent meetings to the greatest extent possible  

• Taking the minutes for the annual World Services Conference and publishing the completed Minutes 

• Maintaining the content of the Service Manual according to the instructions of the World Services Conference 

 
A. CHECK AND ANSWER THE 800 LINE. (The following guidelines also apply to how to answer requests 

by postal mail and email.) 

1. Answer the 800 line every other day and once on the weekend. 

2. Record each phone call on the 800 LINE MASTER SHEET (Excel file). 

3. For persons who are requesting information on meetings where there is a meeting within 60 miles of their 

location, use the appropriate Word document and paste the meeting information into the document, print it 

and send it by postal mail. 
4. For persons who are requesting information on meetings where there is no meeting within 60 miles of their 

location, use the “No Meetings Near You” Word Document (which gives them information on the 

Recovery Pipeline, the PenPal service, and Online Meetings, the) and include a copy of the Info Pack. 
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5. For persons who are requesting to start a new meeting, follow the procedures for answering postal mail of a 
similar nature (very rarely is an email address given over the phone). 

6. For persons who are therapists or facilitators in institutions who wish to start a meeting, be careful to use 

the “Therapist Wishes to Start Meeting” Word document. 

7. For persons who wish referral to a drug treatment center, reply that the 6th Tradition makes it impossible 

for us to do so. 

 

B. CHECK MAWS E MAIL ON REGULAR BASIS (Preferably no less than every other day). 

1. Send packets out to those asking for literature or info. The Info Packet now includes 5 pamphlets, the 

Online pamphlet, and the ANLP order form. 

2. Most inquiries nowadays can be responded to directly. There are “form letters” which are stored as Word 

documents which can be cut and pasted the personalized if necessary.  
3. Most New Meeting Requests now come directly to the MA Inbox via the New Meeting Application on the 

website. The following is the procedure for responding to these requests: 

a. Upon receipt of the application, review it for completeness and make a decision as to whether to send a 

Starter Kit right away. If a person has more than 60 days but less than 90 days recovery, the present 

practice is to write back and ask if they know someone who they can partner with to start a meeting. If 

the person has less than 60 days, recommend that they write back when they have 90 days sobriety if 

they still want to start a meeting. This is not to discourage applicants, but to protect their recovery, since 

the burden of starting a meeting can be unexpectedly heavy.  

b. Copy the contents of “I want to start a meeting ONLINE APP” Word document into the reply email, 

and attached Part One of the Starter Kit. Attached Parts Two and Three in subsequent replies. 

c. Forward the initial reply, minus the attachment, to the New Meeting Outreach Trustee. 
d. Record the application progress in the New Meeting Record (Excel file). 

e. Update the Directory on the website, following the steps in I.1.a-e, above. Also notify the Global 

Outreach Trustee. 

4. In the case of an application which arrives at the PO Box, the following procedure applies, with the 

exception that, if an email address is provided, the person enquiring is contacted by email, sent an 

electronic version of the New Meeting Application, and told that the Online Application is available on the 

website. This is to expedite the process as much as possible. 

h. When people ask for info to START a meeting, write back explaining that the must fill out a New 

Meeting Application FIRST, and then they will get a Starter kit. (There is a form letter for that.)  

i. Send out a New Meeting Application (along with the pamphlets “The MA Meeting and the Home 

Group” and “MA’s Service Structure”) to the person. 

j. Note this info on the New Meeting Application Log.  
k. Person sends application to the P.O. Box. 

l. When the application is received, send out the Starter Kit. 

m. Note the date the kit is sent out in the Log. 

n. Applicant who starts meeting will return New Meeting Report, which is in Starter Kit to P.O. Box. 

o. When New Meeting Report is received, then send out masters. (Most of these items are downloadable 

from website.) 

p. Update the Directory on the website, following the steps in I.1.a-e, above. Also notify the Global 

Outreach Trustee. 

10. Forward all requests to start online meetings to the Online Services Trustee. 

11. Forward PI, H+I or other requests to appropriate trustee. If you are overloaded, send kids requests for help 

with school essays to PI Trustee. 
12. Refer requests from areas within districts to the local phone number/email address. BE CAREFUL OF 

TRADITIONS!!! You will often get controversial questions, such as: do we advocate legalization, 

scientific questions about how long pot stays in the blood, drug tests, etc.  

a. The best answer is always Tradition 10 “We have no opinion on outside issues. Sorry we can not help 

you.” 

b. Any questions, ask the president of MAWS. 

13. Print out and keep any important correspondence. 

 

C. CHECK MAWS P.O. BOX REGULARLY (ONCE EVERY OTHER WEEK). 

2. The PO Box is currently being checked regularly by the Treasurer, who sends mail that needs the attention 

of the OM to the OM’s home address by postal mail. The MAWS PO Box is currently in Van Nuys, Ca. at 

the Post Office on Van Nuys Blvd., near Victory Blvd. 
3. Send requests to add us to Resource Listing to PI Trustee, etc.  
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4. You will get requests for literature in the mail; send regular packet as described above. 
5. If you get a request to start a new meeting, follow the procedures described above for starting meetings 

 

D. MAINTAIN AND UPDATE CHANGES TO DIRECTORIES AND ROSTERS. 

1. Update International Directory which is on the MA website on an as-needed basis 

c. Receive updates from Districts and Independent meetings, preferably by email 

d. Edit the appropriate page in Microsoft FrontPage 

e. Add content in format consistent with the other entries 

f. If the entry represents a new meeting, enter “NEW MEETING” in Myriad Headline Bold, int, orange 

above the listing 

g. If the entry represents a change of time and/or location, make a similar notation. 

h. These notation should be removed after 1 month. 
i. Upload the page(s) to the website FTP site via SmartFTP. 

j. CHECK the page online to ensure accuracy 

k. Send updates as they come in to Webmaster jpeg snapshot of FTP windows is the preferred method). 

2. Maintain ORPHAN CONTACT LIST: 

a. Update list as needed. The ANLP roster of customers is also instrumental in this process.  

3. Maintain DISTRICT CONTACT INFO SHEET: 

a. Each time a district or orphan area has a change of address or phone, make the appropriate changes on 

the Info Sheet.  

4. Maintain TRUSTEE ROSTER: 

a. This is usually done following the Conference, and is part of the Conference minutes. The matrustees 

Yahoo! Group membership list can also be considered a roster, but only includes email addresses. 
 

E. TAKE MINUTES AT CONFERENCE AND PRODUCE FINISHED PRODUCT. MAKE A REPORT 

AT THE CONFERENCE ON THE YEAR'S OPERATIONS. 

1. The desired deadline for publication of the Minutes is 30 days after the Conference IF POSSIBLE. 

2. The Minutes are now proofed by the President before transmission to the Fellowship. 

3. The Minutes are now posted to the mawsconference Yahoo! Group File area.. 

4. Write a ort synopsis of Conference Highlights and send out to orphans. 

5. Update the Conference Motions document. 

6. Update the Service Manual as required by Conference Motions. 

 

ANLP 

On the ANLP side of business, the Office manager is responsible for the following: 
• Maintaining the electronic masters of all pamphlets online 

• Updating the book Life With Hope and arranging for its printing so that an inventory is maintained 

• Creating versions of Life With Hope according to the instructions of the World Services Conference 

• Creating other such printed matter as is deemed necessary by the World Services Conference and/or the 

Literature Committee 

• Printing the Service Manual on an on-demand basis (no more than 10 at a time) 

• Receiving and filling orders for Life With Hope, A New Leaf subscriptions, and the Service Manual (and any 

subsequent publications) as detailed below 

• Submitting a detailed sales report to the bookkeeper at the end of each month 

• Reimburse MAWS for the ANLP Office Manager payroll, and pay the bookkeeper 

 
A. ANLP ORDERS  

 

(At time of writing ANLP is not yet taking online orders for payment with PayPal, but it is close. A new 

procedure will be written when this is in place) 

1. Pick up the ANLP mail from the ANLP PO Box on a weekly basis. 

2. Record, and prepare for shipment, each week’s ANLP orders. 

a. Scan to PDF (for printing only) each order with the check or money order in the top right corner  

b. Print the scans but do not save the document 

c. Staple the scanned/printed copy to the front of each original order 

d. Scan the checks/money orders separately and print on 8  14 paper. 

e. Record the information for each form in the Transaction record for the month (Excel File). This includes 

ALL transactions, whether for LWH, A New Leaf, Bulk Payments, or combinations of any and all. 
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f. On the USPS website, generate a Priority Mail label for each order of LWH, using the address book as 
needed (save each new customer in the Address Book), and add each shipment to a USPS SCAN form 

for tracking purposes. 

g. Print the Priority Mail labels. 

h. Attach the receipt label for each Priority Mail label to the front of each order copy so that a complete 

record of the order exists on one page. 

i. Request a Carrier Pickup on the USPS website. 

j. Place a copy of the SCAN form with the shipment in a USPS plastic bin and leave it for pickup. 

k. Fold the top portion of the check copy to letter size and place the orders within it. Paper clip them 

together and mark the folded portion with the month and Week One, Week Two, etc. Store in the 

month's ANLP folder. 

 

B. A NEW LEAF SUBSCRIPTIONS 

 

3. Receive the electronic file (PDF) of the month's New Leaf newsletter from the Publishing Editor and 

forward it to the printer, allowing three days for the job to be done. 

4. Pick up the newsletter from the printer when ready. 

5. Copy ANL subscription information from the month's Transaction record to the current subscriber file. 

6. Sort the subscriber file by Expiration date and copy the records of those subscribers whose subscription is 

up to the subscription reminder file (Excel file). 

7. Generate the subscription reminder letters (Word file mile merge) 

8. Generate and print the non-district ANL envelopes. 

9. Stuff, seal, and stamp the non-District ANL envelopes 
10. Generate the Priority Mail labels for the District ANL shipments. 

11. Count out each District's subscription and stuff Priority Mail envelopes and label, creating a SCAN form 

for the ANLP shipment.. 

12. Request a Carrier pickup on the USPS website. 

 

MISCELLANEOUS/COMBINED 

12. Maintain the pamphlets in PageMaker format. Pamphlets are uploaded to the website in the LITERATURE 

area. We do not sell pamphlets. If someone requests a bulk number, send them a pamphlet or a pamphlet 

master, and they can make all the copies they want  

13. Keep in contact with the New Meeting Outreach trustee to make sure they have all orphan meeting contact 

person information. 

14. Report any big news to trustees, delegates and orphans as necessary.  
15. Supply all meetings (within districts or Orphans) with supplies (forms, pamphlet masters) as needed. 

16. Update all lists and form letters as necessary: chip order info, trustee roster, form letters, District Contact 

Info. etc. 

17. Keep archives of Trustee Meeting Minutes. 

18. Debit Card maintained by Office Manager for petty cash purchases. Keep all receipts. Mail in accounting 

sheet with receipts to Trustee Treasurer. 

19. In the past, the Office Manager has the option to send out a copy of Life With Hope free to inmates, people 

who cannot afford them etc. at the OM’s discretion.  

20. Keep a supply of chips on hand for new meetings. Buy them from Crossroads or from your local district. 

Since most new meetings receive their Starter Kits electronically, chips for new meetings are supplied on 

an on as-requested basis. 
21. Help trustees with projects as needed. 

22. Maintain the Process Manuals (in progress) 

23. Maintain a backup of MAWS/ANLP files on the FTP site 

24. Purchase all such materials as ANLP and MAWS need for maintaining operations with the appropriate 

debit card (postage, envelopes, printer cartridges, labels, etc.) 

 

JOB REQUIREMENTS AND SALARY. 

1. Two year sobriety; (from marijuana and all mind altering chemicals) is the requirement for the job. 

2. SALARY (as of July 2002) is $525.00 per month, payable on the 1st of each month. 
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