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Please submit completed application forms with supporting documentation via email to info@cftn.ca, info@assoquebecequitable.org and action@fairtrade.ca.

Applicant information

	Name of municipality
	

	Official population

	

	Date of submission

	

	Preferred date of declaration
	

	Fair Trade Town Lead

	(name)
	(phone)
	(email)
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Town commitment to fair trade
Write a short story (250) which describes how, why, and since when your town has been involved in fair trade. Additional documents demonstrating your activities and/or programs can be added in annex.

	




























Requirement #1: Fair Trade Town Steering Committee
	
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 municipality 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 steering committee 
Please include a list of members with contact details, roles, and any organizations they may represent.

	Name
	Affiliation
	Committee role
	Contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Steering committee goals
Please include a list of goals for maintaining and increasing commitments to the awareness and availability of Fairtrade certified products in your community. 

	Goal
	Details
	Timeline

	
	
	

	
	
	

	
	
	



Please submit a copy of the Fair Trade Town Municipal Contract and 1-year Plan with your application. 

Requirement #2: Product Availability

	
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 towards designation. 





Number of retail and grocery locations:

	Number required
	Number achieved

	
	



	
Number of restaurants, cafés, and other food service locations:

	Number required
	Number achieved

	
	



To demonstrate achievement of the Product Availability requirement, the steering committee will need to submit a product availability form which includes the following information:

store names and locations where Fairtrade certified products are sold
list of Fairtrade certified products sold for each location, including brand names
contact information of selling location (phone number/email)

A product availability template is available at fairtrade.ca/town and http://cftn.ca/fair-trade-town-resources. You will need to submit a copy of the completed form with your application. 
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Requirement #3: Public Awareness and Education 
	
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. 




Media engagement
Please submit electronic versions of press releases sent and a current list of media contacts for your community.

	Press release
	Date

	
	

	
	

	
	



Media coverage

	Title
	Publication
	Link

	
	
	

	
	
	


Please submit electronic scans of any hard-copy news coverage. 

Community events

	Date
	Event name
	Details

	
	
	

	
	
	

	
	
	


Please submit electronic versions of any relevant images and other marketing or information materials associated with events. 

Online community resources

	Name
	Description
	Link

	
	
	

	
	
	

	
	
	


Requirement #4: Community Support
	
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




Based on the formula above, what is the minimum number of community partners required for designation?

Objective: _______ 

Number Attained: ________


Identify community groups, workplaces, schools, or universities that 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 (Name, email, phone #)
	Nature of support

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Please submit links or electronic copies of any collaborative materials that demonstrate a group or business’s support. 




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




Purchasing policy 
Please include a copy of the resolution, or state the exact wording of the municipality’s commitment.

	




Additional motions
Please include a copy of any additional municipal council motions related to Fair Trade Town designation, or state the exact wording of the municipality’s commitment.

	




Name and contact for municipal council or staff member to participate in the Fair Trade Town Steering Committee

	Name
	Contact

	
	








Additional Information
Has there been any further fair trade–related initiatives taken on in relation to the event that has not been included in the fields above? If so, please describe them here. Include any contests, communications, activities, personalities, partnerships, presentations, etc. and include any related documents with the application. 
Please share any valuable lessons you learned in your campaign. Information provided here will help to improve the Fair Trade Town Program and support for other campaigns. 

What strategies were most effective?
What aspects were most challenging?
What resources were most helpful? 

	





Additional comments:
	





We, the undersigned, believe that the facts stated in this document are true.

This form should be signed by: two members of the Fair Trade Town Steering Committee and one representative of the relevant local municipal authority (who may also be a member of the steering committee).
	
	Committee member
	Committee member
	Local authority

	Signature

	
	
	

	Name

	
	
	

	Position/organization

	
	
	

	Phone number

	
	
	

	Date

	
	
	

			For Fairtrade Canada, CFTN and AQCÉ administration purposes only
[bookmark: Check1][bookmark: Check2]Fair Trade Town designation approved: 	|_| Yes 	|_| No  


	Signed
	(Fairtrade Canada)
	(Date)

	
	(CFTN)
	(Date)

	
	(AQCÉ)
	(Date)
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