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HANDICRAFT AND FOOD PRODUCER APPLICATION FORM
Organization Name:  

Mailing Address:

Email Address for Organization:


Telephone including country code:


Fax number(s) including country code:  


Web site URL:  


Contact person (key organizational contact, person authorized to make decisions, represent your organization and enter into legal agreements on its behalf)
Name:  


Title:  


Telephone including country code:  


Email Address:  


Product and/or Marketing contact person (person with whom we should communicate about product issues to whom we should send sample and purchase order)

Name:  


Title:  


Email Address:  


Legal description of your Organization (Check One):

For Profit Corporation 

Non Profit Corporation

Partnership

Single Proprietorship 

Governmental Organization

NGO


Other (Please Explain) 


Year Established:


Mission Statement:

Goals of your Organization 
What are your top goals for the next 2 years:


Management and Board of Directors:

Do you have a Board of Directors?
Yes
No
Are you a member of any Regional, National or World Fair Trade Organization?
Yes
No

If yes, which Organization

Financial Information
Please include with this form your most recent annual report, income statement and balance sheet as well as a summary of the value of your export sales.

Was last year a 
Profit 
Loss

Employee Information
Number of employees:

Number of  in-house production employees

Number of management, professional and office employees

Number of men employed
 Number of women employed 

Annual Payroll

What benefits do you provide for your employees?

Artisans and/or Farmers Information

Number of artisans and/or farmers who worked on orders from you in the last calendar year:

Total paid to artisans and/or farmers in the last calendar year
:

Age Range of Artisans and/or farmers

Number of Male Artisans/Farmers
Number of Female Artisans/Farmers 

Number of minority, economically disadvantaged, mentally or physically handicapped or marginalized Artisans and/or farmers
(Please Explain)


Types of production units from which you purchase products (Check all that apply)

Cooperative

Family Workshops

Individuals

Family Owned Farms

For Profit Factories

Collectives

Other (Please Explain)



How do you pay Artisans and/or Farmers who receive orders from you

Piece Rate

Hourly Wage

Monthly Salary

Official Legal National or Regional monthly or hourly Minimum Wage in your area

What benefits or services do you provide to Artisans and/or Farmers who receive orders from you 

How often do you visit the organizations or groups from which you make purchases?

Do you provide advance payments to Artisans and/or Farmers when you place an order with them?


Yes  
No 

 If yes, what percent of the value of the order do you advance?


Do you pay the Artisans and/or Farmers for the total value of their products less any advance given, when they deliver the order to you?
  Yes
 No 

If no, when do you pay the Artisans and/or Farmers for orders delivered to you?
:
Handicrafts Product Information

What product categories do you currently offer


Do you currently have a designer on staff:
Yes
No

What basic materials are used in producing your products

Are these basic materials imported?
Yes
No

Do you often experience shortages of basic materials?
Yes
No

Do you feel your materials are sourced in an environmentally sustainable manner?
Yes
No

If yes, please explain

What environmental challenges have you identified in production and how are they being addressed?

Food Product Information
Please list the food products you currently offer (for example: sugar, rice, olive oil)

Please list food products you offer which are processed (for example:  chocolate bars, energy bars, jams)

Are any of your food products certified Organic?
Yes
No
If yes, by whom (please attach a copy of your certification)?

If no, are you working towards Organic certification 
Yes
No

If yes, when do you expect to be Organic certified?

Do any of your products contain genetically modified organisms (GMO’s)?
Yes
No
Do you have food products for which Fair Trade Standards have been developed?
Yes
No

If yes, which products?

Has your organization been registered by the Fair Trade Labeling Organization (FLO)?
Yes
No

Are any of your food products currently Fair Trade Certified by Trans Fair USA, for sale in the U.S. Market?

Yes
No

If yes, which products?

What is your organization’s relationship to the Farmers that produce the food you sell?

Who owns the land on which the products are produced?

If  there is a processing facility, who is the owner?


How does your organization contribute to the social and economic development of people in the organization and the community?

Explain how you protect the soil, water and air through the use of responsible farming methods 

Have your food products been tested for purity and safety?

If so, please indicate where your products are tested and how often.

Are you registered with the United States Food and Drug Administration (FDA) to export food to the U.S.? 


Yes
No 
If yes, please provide your registration  number


Do your food products currently have brand names? 
Yes
No

If yes, please list the brand names


Are your products processed and packaged in your country 
Yes
No

Are your packages and labels printed in your country?
Yes
No

What is your annual production capacity for each food item?

Are your food products available year round?
Yes
No

In no, please list availability

Where are your minimum order sizes, if any?

Have you in the past or are you currently working with any NGO’s to develop Fairly Traded Food products?


Yes
No
If yes, which products are they and with whom?


How many weeks would be required from the time we might order a product until you could ship them?


Terms of Business (please note all product prices should be quoted FOB identifying the port or airport of departure).
Have you ever exported before?
Yes
No
Please list your 4 largest export customers, including country.

What port of departure do you use, whether shipping by sea or air.


If shipped by sea, have you shipped break bulk only or have shipped containers?

Would you be willing to consolidate shipments with other organizations if it can be arranged?

Yes
No

Have you completed the paperwork required by the U.S.Government for entry of products into the United States?
Yes
No

If yes, please specify who and where you shipped to in the United States.

Following are fair trade principles and practices.  We need to understand how you implement these principles in your organization.
1.  Creating Opportunities for economically disadvantaged artisans, farmers or workers 

Please describe how your organization identifies and assists economically disadvantage artisans, farmers or workers in improving their lives:

2.  Transparency and Accountability

Please indicate how your organization practices these principles.  What information is shared with partners, employees and artisans?  Are annual sales and profitability numbers made available to key stakeholders including artisans, farmers, workers and employees:

3.  Payment of a Fair Price
How do you determine what is a fair price.  How do your payment rates compare to the minimum wage and cost of living in your area?

4.  Ensuring no Child or Forced Labor

How do you assure that there is no child or forced labor used in the production of you products?

5.  Commitment to Non Discrimination, Gender Equity and Freedom of Association.

How does your organization demonstrate its commitment to these values?  What percent of your management employees are men and women?  Do you have a nondiscrimination policy, if so please attach it to this form?

6.  Ensuring Good Working Conditions

Please describe the working conditions in your offices including lighting, heat, air conditioning, fans, ventilation, access to bathrooms, presences of hazardous materials, smoke or fumes, and safe drinking water.  If you have your own production facility please describe those facilitates also?  If you buy from outside vendors or workshops, do you inspect their workshops for safety and health conditions?
Yes
No
Do you support improvements when they are necessary?

7.  Environment
Do you have an environmental or eco policy?
Yes
No
If  yes, please attach it to this form.

Please describe what steps you are taking to protect the environment and reduce any negative impact of your business operations on the environment.  Please describe plans to expand your environmental programs if you have any.

Name of person completing this form

Signature

Title

Date

This is a MS Word document and you should be able to open it and fill in your responses.  Alternatively you may complete your response separately and return with the form or fill it out by hand.  Please feel free to add additional pages if there is not sufficient room on the form for you responses.
Please email your completed form plus a digital product catalog and wholesale FOB price list to:
producerapps@serrv.org
Thank you for taking the time to complete this form.  We understand that with your signature you attest that all of the information provided here is true and correct.  
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