


STEP NINE 

 

Made direct amends to such people whenever possible, except when to 
do so would injure them or others. 
 
Step Nine is an action Step. By taking the information we’ve acquired in the first eight 
Steps, we begin the process of making amends. We continue the work begun in Step 
Four––cleaning up the wreckage of our past. The Ninth Step is about our admission of 
wrongful conduct, a sincere apology, and reasonable reparation.  There are many 
approaches to this Step. Ultimately, how we choose to accomplish it will be a personal 
choice, guided by our sponsor or spiritual advisor.  
 
The purpose of Step Nine is not to win the admiration of others, but to restore our self-
esteem, and further our spiritual growth. The form of our amends may vary, but our 
attitude is always the same––willingness to take responsibility for our behavior and 
taking action to right our wrongs.  
 
Although many of us approached this step with hesitation, we found it to be one of the 
most deeply rewarding and spiritual experiences of our lives. Step Nine doesn’t mean that 
we think less of ourselves; it means we think of ourselves less.  

Getting Started: 

• Read “Step Nine” in LIFE WITH HOPE. 

• Review Step Nine with your sponsor, or with a trusted member of MA. 

• Look up the words justice, integrity, and reparation; write out the definitions that 
you find to be significant, and write what each word means to you. 

 
Preparation: 
 
Many of us have found it helpful to begin by writing letters to each person on our list and 
reviewing them with our sponsors. This helps ensure that we keep the focus on ourselves 
and not blame others for our actions. It prevents us from beginning with a sincere 
apology and ending up with the “yeah, buts.” (For example: “Yeah, I stole your money, 
but you were cheap.”)  
 
When beginning our letters it is suggested we come clean about our addiction, whenever 
possible, not as an excuse, but as a potential explanation of our behavior. We make 
amends for what we have not done, as well as for what we have done––such as isolation 
and neglect of others.  
 



In some cases we make amends to those that have harmed us, maybe even more than we 
harmed them. The Ninth Step is about clearing up our side of the street, not taking the 
inventory of others.  
 
Taking Action/Making Amends: 
 
Whenever possible we make our amends face to face. Some of us use our letters as a 
script, to make sure we say exactly what we mean to say when making our actual 
amends. Utilizing the phone, mail or email is sometimes our only option.  
 
In some cases, making an amend might do more harm than good.  Again, that is 
something to be discussed and decided upon with the guidance of our sponsor.  Concern 
about consequences does not excuse us from making amends, unless to do to so would 
injure ourselves, or others. When we owe financial amends to practicing addicts, we seek 
options for our safety that do not put us at risk for relapse and illegality by being in the 
proximity of drugs.  
 
Sometimes making direct amends isn’t possible. If the person we have harmed has died 
or is untraceable, we can write a letter and read it to our sponsor and then make an 
indirect, or living amends. These can include contributing to charities, doing volunteer 
work, or making an honest change in our behavior towards others.  
 
The Ninth Step is about our apology. It requires no response or forgiveness. However, 
following our amends, we might encourage feedback, to give the other person an 
opportunity to express their feelings. Afterwards, we ask if there’s anything we can do to 
make up our for our misbehavior.  
 
 
The rewards we receive from taking this Step are profound and sublime. Miracles 
become an everyday reality. The hard work we put into the first nine Steps is a valuable 
gift.  In order to keep that gift, we turn to STEP TEN. 
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STEP TEN 
 

Continued to take personal inventory and when we were wrong 

promptly admitted it. 
 
Step Ten is the beginning of the “maintenance” Steps, combining what we have learned 
in the first nine Steps and putting that knowledge to work on a daily basis. Coupled with 
Steps Eleven and Twelve, Step Ten is about our continued commitment to spiritual 
progress. Taking a daily personal inventory enables us to maintain our self-reflection and 
awareness, and assures our ongoing growth in recovery. As we gain an understanding of 
our thoughts and actions (as well as their consequences), and willingly correct ourselves, 
our lives are transformed. 
 

Getting Started: 

 
• Read “Step Ten” in LIFE WITH HOPE. 
• Review Step Ten with your sponsor, or with a trusted member of MA. 
• Look up the words promptly, perseverance, and commitment; write out the 

definitions that you find to be significant, and write what each word means to you. 
 

The Daily Inventory: 

 
It is suggested that we get into a routine of daily self-reflection. Some of us have found it 
helpful to pick a time of day when we can sit quietly and review the previous twenty-four 
hours. We might choose to do this exercise before going to bed at night, or we might 
prefer to examine the previous day first thing in the morning. The time of day doesn’t 
have to be the same, but doing so helps to establish a habit of consistency. While a daily 
moral inventory may be done in written form, a mental list is also helpful as this practice 
is integrated into everyday life. 
 
This is an ongoing process. We strive for progress, not perfection. Many days we don’t 
handle everything as we’d wished, yet it’s important that we forgive ourselves if we fall 
short of our own expectations. This is not a test; there are no right or wrong answers. 
These are ideals we’re striving for, rather than a checklist of perfectionism.  
 
 
We didn't get to the Tenth Step in one day. Self-mastery is a process, not an event. Easy 
does it. 
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We consider these questions, aware that some days not all of them will apply. 

 

• Did I stay sober today? 

• Did I pray or meditate? 

• Did I pray for someone else? 

• Did I talk to my sponsor today? 

• Did I go to a meeting? 

• Did I read any Twelve Step literature? 

• What Steps did I consciously work today? 
• Did I do anything to help my recovery? 

• Did I learn anything about myself today? 

• Did my disease influence my life today? 

• Was I fearful?  If so, about what? 

• Was I obsessed about anything today?  If so, what? 

• Was I honest?  
• Did I worry about yesterday or tomorrow? 

• Did I gossip today? 

• Did my resentments lead me to do things I regretted? 
• Was I overly emotional?  
• Was I judgmental, prejudicial, or unfairly discriminating?  
• Did I have a negative attitude and inflict it upon those around me? 
• Was I tolerant and open-minded?  
• Was my attitude loving and forgiving?  
• Was I good to myself today? If so, how? 
• Was I kind to someone else today? If so, how? 
• Did I give of myself today without expecting anything in return? 

• Have I expressed gratitude to my Higher Power for everything that went right 
today? 

• Did I make any mistakes today? Did I promptly admit them, and make amends, if 
appropriate?   

• Do I have any unfinished business to address tomorrow? 
 
  
Daily practice of Step Ten helps restore us to sanity by keeping us on the best terms 
possible with the world around us. We begin to truly experience peace and serenity. We 
are now ready to improve our conscious contact with our Higher Power. To do that, we 
now focus on STEP ELEVEN. 
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STEP ELEVEN  
 
Sought through prayer and meditation to improve our conscious contact with 

God, as we understood God, praying only for knowledge of God’s will for us 

and the power to carry that out. 

 
Step Eleven is about nurturing and improving our relationship with the Higher Power of our 
understanding and increasing our spiritual awareness. Many of us have found that when we pray 
for knowledge of God’s will for us, we discover the right actions to take and the right words to 
say. Like Steps Ten and Twelve,  the Eleventh Step is one we don’t have to wait to work.  
 
 
One of the challenges of the Eleventh Step is learning how to understand the difference between 
God’s will and self-will.  We need only ask for our Higher Power’s guidance and wisdom to be 
assured that our own desires are not the focus. The more we let go of our wish list, the more we 
allow our Higher Power to work in our lives. As we experience the power of prayer and 
meditation in our lives, our awareness grows stronger and our faith deepens.  

Getting Started: 

 
• Read “Step Eleven” in LIFE WITH HOPE. 
• Review Step Eleven with your sponsor, or with a trusted member of MA. 
• Look up the words prayer, meditation, and spiritual; write out the definitions that you 

find to be significant, and write what each word means to you. 

Prayer 

 

Some of us begin and end our day thanking our Higher Power for another day clean and sober. 
Others use formal prayers from recovery literature, organized religion, or our spiritual practice. 
Many talk directly from our hearts, letting God know our innermost thoughts and feelings. Any 
method we choose will yield positive results. Over time, we usually find that communication 
with our Higher Power becomes easier and allows for a deeper relationship to develop. 
 
In addition to praying for knowledge of God’s will for us, we also, pray for the “power to carry 
that out.”  We may become aware of God’s will, but due to many factors, we may feel unable to 
follow through. In order to successfully work the Eleventh Step, it becomes necessary to practice 
the spiritual principle of faith and trust God’s will in our daily life. If we focus on being grateful 
for the things that are good in our lives, the desire to carry out God's will becomes easier. 
 
 

• What method(s) of prayer have I tried? 
• Which, if any, works best for me?  
• Have I felt a connection to my Higher Power? 
• Have I found that any of my prayers have been answered? (Such as: relief from the 

obsession to use, or help in taking the next right action?) 
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• Have I been able to establish a daily practice of prayer? 
• If not, is there anything I might do to help me integrate prayer more easily into my life? 

 

Meditation 

 
Just as prayer is a form of talking to God, meditation is a form of listening to God. Meditation 
techniques are designed to help us develop the ability to be aware of our Higher Power. Some 
prefer guided meditations, others practice moving meditations, still others prefer simple 
breathing techniques. No matter which form of meditation we perform, the process of quieting 
the mind further develops our awareness and our connection to our Higher Power. 
 
Some meditation methods suggest that we pay attention to our breath, as a way of quieting our 
mind. For some of us, repeating a phrase of a spiritual nature, such as “Let go and let God,” and 
staying focused on the words, can help calm our mind. When our minds wander, as they 
invariably will, we gently and lovingly bring them back into focus. With all techniques, there 
tends to be a constant process of refocusing our awareness when it becomes distracted.  With 
regular practice, the ability to focus and maintain our awareness increases.  As we calm our 
minds, our intuition grows; serenity and solutions come to us. 
  

• Which, if any, meditation techniques have worked for me? How have they worked? 
• Have I made progress toward developing a regular meditation practice? 
• Have I noticed any changes in my ability to meditate since entering recovery? 
• In what ways, if any, have I, or my life changed, as a result of meditation?  

 
As we improve our ability to stay in conscious contact with our Higher Power, we develop a 
greater understanding of self-love, inner peace, true joy and happiness. We intuitively know what 
to do in the moment; our guidance comes from our Higher Power. If we maintain this 
connection, we’ll remain in harmony with God’s will for us.  
 

• Have I experienced moments of conscious contact with my Higher Power? 
• How do I know when I’ve achieved a conscious contact with my Higher Power? 
• What factors help me do this? 
• What gets in the way of my attaining a conscious contact with God? 
• How do I know God’s will for me? Do I always know?  Sometimes know?  Never know? 
• Is anything blocking me from carrying out God’s will? 
• How can I help myself  carry out my Higher Power’s will for me in all areas of my life? 
 

 
Step Eleven allows us the strength and courage to incorporate the program in all aspects of our 
lives. We’re now able to be of help and service to others, which leads us to STEP TWELVE. 
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STEP TWELVE  
 
Having had a spiritual awakening as the result of these steps, we tried to carry 

this message to marijuana addicts, and to practice these principles in all our 

affairs. 

 
Step Twelve promises us that if we honestly and thoroughly apply the first eleven steps in our 
lives we will achieve a spiritual awakening.  Through this awakening, with the help of our 
Higher Power and the tools of the program, we are given the gift of recovery. 
 

Getting Started: 

 
• Read “Step Twelve” in LIFE WITH HOPE. 
• Review Step Twelve with your sponsor, or with a trusted member of MA. 
• Look up the words service and result; write out the definition that you find to be 

significant, and write what service means to you. 
 

Service 

 

This step is greatly about the concept of service, an essential part of our recovery and of MA as a 
whole. Without service, there would be no program.  Having been spared from active addiction, 
we are free to help other addicts and give back what has been so freely given to us.  
 

We begin to work the Twelfth Step as soon as we enter the rooms. We are of service to others 
when we attend meetings, reach out to newcomers, use the phone, take service commitments and 
when we sponsor fellow addicts.  The more we help others, the more we help ourselves.  
 

• How have I been of service? 
• How do I carry the message of recovery? 

 

Practicing the Principles 

 

Each Step carries at least one main spiritual principle. We strive to apply these principles not 
only to the program and the fellows in it, but to all aspects of our lives. 
 

• Look up the meaning of each principle in the dictionary.  
• How do I use each one in my life today?  
• If I don’t already practice the principle, how might I begin?  
• What, if anything, stands in my way? 
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Step One: Honesty 

  
 Step Two: Hope 
 
 Step Three: Faith 
 
 Step Four: Courage 
 
 Step Five: Integrity 
 
 Step Six: Willingness 
 
 Step Seven: Humility 
 
 Step Eight: Reflection 
  
 Step Nine: Justice 
  
 Step Ten: Perseverance 
 
 Step Eleven: Spiritual Awareness 
 
 Step Twelve: Service 
 
  
It is essential that we take all of the Steps and practice all of the principles if we are to maintain 
our recovery. In order for us to keep what we’ve been given, we need to give it away.  If we 
closely examine our evolving relationship with our Higher Power, ourselves and others, we can 
see a definite shift in our attitudes and perceptions. As we make spiritual progress we gain inner 
strength, self-esteem, and serenity. We can look at our part in every situation and be willing to do 
whatever it takes to practice the principles of this program.  
  

• What benefits have I experienced as a result of working these Steps? 
• Have I experienced a spiritual awakening? If so, how has it manifested? 
• How has living the principles affected my daily life? 

 
 
As we continue to be of service and to practice these principles in all our affairs, we are 
transformed from suffering addicts into people who are able to be happy, joyous and free.  
 
We take these Steps for ourselves, not by ourselves.  Others have gone before; others will 

follow. We recover. 
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ATTACHMENT B: 

(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. 

a. 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.)  

b. 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. 

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

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

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

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

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

from website.) 

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

Outreach Trustee. 

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

6. 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. 
7. 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. 

8. Print out and keep any important correspondence. 

 

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

1. 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. 
2. Send requests to add us to Resource Listing to PI Trustee, etc.  
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3. You will get requests for literature in the mail; send regular packet as described above. 
4. 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 

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

b. Edit the appropriate page in Microsoft FrontPage 

c. Add content in format consistent with the other entries 

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

above the listing 

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

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

h. CHECK the page online to ensure accuracy 

i. 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 

 

1. 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. 

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

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

4. 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). 

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

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

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

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

for the ANLP shipment.. 

10. 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. 




