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This form will help you plan your Fair Trade Town campaign and keep you on track as you work toward designation. Keep in mind that all information included in this project plan should be submitted for the purpose of planning your campaign and completing a formal application for designation. The application form can be found at fairtrade.ca/town and cftn.ca/fair-trade-town-resources 

Once this form is completed, you should have a good understanding of
	
your community and potential initiatives already working toward similar sustainability goals
key contacts at your local municipal authority who you can work with to achieve designation
the required number of businesses selling Fairtrade certified products in your municipality, a general idea of businesses already selling Fairtrade certified products, and businesses that would be good candidates for carrying Fairtrade certified products
potential community partners
opportunities for media engagement, events to participate in, and locations to host your own meetings or events
potential roadblocks/issues to be resolved

Please submit questions and/or completed project plans with supporting documentation via email to info@cftn.ca or info@assoquebecequitable.org.

Applicant information
	Name of municipality

	

	Official population

	

	Date of submission

	

	Preferred date of declaration

	

	Fair Trade Town contact

	(name)
	(phone)
	(email)




Community profile and project plan
It's important that you be well-versed not only on issues in fair trade, but also on your municipality. Doing some preliminary research on your community will help to identify targets for your campaign, and in the long run, will help you to speak confidently about your project—and why it's a great fit for your community. 

Provide a brief description of your municipality (100-200 words)
· What is the population?
· What are some defining characteristics of its population? Is it a university town full of young volunteers? Is it a retirement community?
· Other defining characteristics? Is it a rural municipality or urban? Is it densely populated or sprawling?

	






Resources
· www12.statcan.gc.ca/census-recensement/2011/dp-pd/prof/index.cfm?Lang=E&MM ; Statcan.gc.ca/  ["Browse by key resource" > "Census Profile"]
· Your municipality’s website will have information about your community 

Requirement #1: Fair Trade Town Steering Committee
A strong campaign requires a strong team of committed individuals. It’s important to know that a Fair Trade Town designation is not just a goal, but also the beginning of an ongoing effort to increase the awareness and availability of Fairtrade certified products in your community. 

Having a strong committee with set meeting times and clear responsibilities will help when engaging with municipal authorities and in recruiting additional members. 

	
Goal

A local Fair Trade Town Steering Committee must be formed to ensure continued commitment to the local Fair Trade Town designation. The committee must commit to the following:

· establish and maintain a balanced membership of volunteers and representatives from affiliated organizations and municipal council or staff
· meet a minimum of twice per year to discuss annual goals and to assess progress
· submit an annual report to the CFTN or AQCÉ by July 1 that includes a completed renewal form, targets for the upcoming year, and progress assessment for the previous year




Name of steering committee
	





Details of committee (Please include a list of members with contact details, roles, and any organizations they may represent)
	Name
	Affiliation
	Committee role
	Contact

	
	
	
	

	
	
	
	



Meetings
	Goals for meetings
	

	Attendees
	

	Frequency
	

	Location
	

	Agenda-setting
	

	Documentation
	



Requirement #2: Product Availability
It’s important to understand the current availability of Fairtrade certified products in your community so that you can identify what’s needed to achieve Fair Trade Town designation. Before conducting a formal audit, this section will help consolidate existing knowledge of the Fairtrade certified products available in your community, as well as to set goals and identify targets for engagement.

Businesses can often be a great resource in supporting your cause and spreading the word throughout your community. 

	
Goal

A municipality must demonstrate the availability of Fairtrade certified products in proportion to the size of its population. (Consult the Fair Trade Town Action Guide for details on the number of locations required.) Each location must carry a minimum of 2 Fairtrade certified products (from separate product categories) to count toward designation. 
 




Based on the table in the Fair Trade Town Action Guide, how many businesses are required to offer Fairtrade certified products in your municipality?

	
Retail and grocery locations:

Restaurants, cafés, and other food service locations:





Preliminary list of businesses currently carrying Fairtrade certified products

Based on the personal experience of your team, list companies that you know already carry Fairtrade certified products.

	Retail/Grocery locations
	Address
	Products available
	Certification/verification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Restaurants/cafés/food services locations
	Address
	Products available
	Certification/verification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Preliminary list of businesses that don’t carry Fairtrade certified products that you plan to approach

	Retail/Grocery locations
	Address
	Goals

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Restaurants/cafés/ food services locations
	Address
	Goals

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






Requirement #3: Public Awareness and Education 
As you become your community’s resource on fair trade, it is important that you understand the potential channels for public communication and outreach. When your organization becomes more visible to the community, so does the issue of fair trade. 

	
Goal

· There must be record of media engagement throughout the campaign, including media lists, press releases, and record of any pickup. 
· Public events must be organized to raise awareness about fair trade and the local campaign for designation. 
· There must be an online resource for the community that provides information on fair trade and any developments that occur within the community. 




List of local media
Include: newspapers (print/online), radio, television, blogs, community pages/forums, newsletters, etc. 

	Publication title
	Type
	Contact

	ex. Burnaby Now
	print newspaper
	editor@bnow.ca

	
	
	



List of community events that you’d like to participate in
	Event
	Host organization
	Dates

	
	
	

	
	
	



List potential venues to host your own events
	Location
	Bookings/contact
	Description

	
	
	

	
	
	



Goals for online communications
	Goals for communications
	

	Target audience 

	

	Format/platforms

	

	Frequency of updates
	



Requirement #4: Community Support
It’s important to show support from a broad representation of your community. Having the support of community partners helps communicate your message and legitimizes your efforts in the eyes of community leaders. 

	
Goal

A number of local community groups, workplaces, or schools must support fair trade and the local Fair Trade Town campaign in their operations, through education programs, or through other awareness-raising activities. 

The minimum number of community partners required for designation are as follows:

· If population is less than 10,000: 7 
· If population is between 10,000 and 99,999: 10 
· If population is 100,000 or more: 15 + 1 per additional 25,000 citizens





Identify existing or potential community groups, workplaces, or schools that already support fair trade in your community. 

Be sure to include any local companies that produce or distribute Fairtrade certified products (such as a roaster that may not have its own storefront location):

	Group/business name
	Contact
	Strategies for engagement/partnership

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Resources
· Canadian Council for International Cooperation (CCIC) website and its provincial affiliates (such as MCIC)
· school district website
· municipality website
· Google maps


Requirement #5: Political Support

	
Goal

The local municipal authority must pass a resolution in support of fair trade and the local campaign for Fair Trade Town designation. The resolution must include commitments to

· amend its purchasing policy to require Fairtrade certification for all coffee, tea, and sugar served by municipal food services managed by municipal administration
· identify future goals for sourcing Fairtrade certified products (details included in the Fair Trade Town Action Guide)
· designate a council or staff member to participate in a Fair Trade Town Steering Committee to ensure the municipality’s ongoing commitment to its Fair Trade Town status (See Fair Trade Town Steering Committee requirement for details.)
· publish campaign/designation information on the municipality’s website





List of key municipal authorities (such as councillors or administrative staff) and contact information:

	Name
	Role
	Contact 

	
	
	

	
	
	

	
	
	




Describe any sustainability initiatives already taking place in your community

	Initiative
	Group/department
	Contact

	
	
	

	
	
	




Describe your municipality’s existing sustainable purchasing policy. Include any key staff names and contacts:

	





Timeline for development
Once you’ve identified targets and opportunities in your community, it’s important to have a strong work plan for achievement. It can be tempting to try and do it all, but this risks early burnout and can disengage your partners and/or volunteers.

Be sure to identify the most important strategic targets that will help you achieve your goals. This may involve doing some initial outreach to find the most promising opportunities. Keep in mind that each partnership and commitment you develop may require ongoing engagement and maintenance. Be sure to have someone assigned to managing a particular project or engagement area, and that there are clear parameters.

Some targets to include in your timeline
· audit of local businesses and the availability of Fairtrade certified products
· volunteer recruitment
· development of communications resources
· events (and planning)
· communications with municipal authorities (keep in mind this may require setting up appointments)

Provide a list of milestones you hope to achieve, including preliminary timelines and strategies

	Milestone
	Date of completion
	Strategy for completion

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	








Additional questions

What initial potential concerns/challenges do you foresee in achieving Fair Trade Town status?

	





List any questions/feedback you have regarding the Fair Trade Town Program, its resources, or fair trade in general.
	






Additional comments
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