Guidance for NSFM Board Outreach Email Templates
These templates are designed to support consistent, effective outreach to elected officials across your region. Each serves a distinct purpose and can be used independently or in sequence.
Template #1: Introductory Email
When to use:
· At the start of your term on the NSFM Board
· Following municipal elections, particularly with newly elected or re-elected officials
· When establishing or re-establishing regional connections
Purpose:
· Introduce yourself and your role as Regional Representative
· Clarify how you support and represent municipalities
· Open the door for ongoing communication and engagement

Template #2: NSFM Program Information
When to use:
· After initial introductions have been made
· When awareness of NSFM programs and services may be low
· As a follow-up to questions about municipal supports or benefits
Purpose:
· Highlight the breadth of programs and services available to members
· Encourage municipalities to explore and make use of NSFM offerings
· Position NSFM as a practical, value-added partner

Template #3: Staying Connected / Email Update
When to use:
· Mid-term or periodically to ensure consistent information flow
· If you hear that elected officials are missing key updates
· As a gentle reminder following elections or staff/council turnover
Purpose:
· Ensure elected officials are receiving NSFM communications
· Reinforce the importance of the Monday Memo and direct updates
· Reduce information gaps and missed opportunities for engagement
Template #1: Introductory Email
Purpose: Establish role, set expectations, invite engagement
Email

Subject
Introduction – Your NSFM Regional Representative Introduction

Good Morning/Afternoon,
My name is [insert name], and I am [municipal position]. I am currently serving as your Regional Representative on the NSFM Board of Directors.
In this role, I:
· Represent the interests of municipalities across our region, informed by discussions with local elected officials
· Provide active and thoughtful input at NSFM Board meetings, Members’ Meetings, events, and teleconferences
· Offer feedback on proposed policies, positions, and emerging issues
My contact information is included below, and I look forward to connecting with you during my term on the Board. Should you have any questions about NSFM or wish to share feedback, please do not hesitate to reach out.
Sincerely,
[Name]



Template #2: NSFM Program Information
Purpose: Raise awareness of member programs and services
Email

Subject
NSFM Programs and Services Available to Members

Good Morning/Afternoon,
My name is [insert name], and I am [municipal position]. I am currently serving as your Regional Representative on the NSFM Board of Directors.
I wanted to take a moment to highlight some of the programs and services available to members through NSFM, including:
· Carbon Surcharge Policy & Fund
· Councillor, Employee & Family Assistance Program
· Group Purchasing & Procurement Program
· Group Benefits Program
· Fund Navigation
· Home & Auto Insurance Program
· HR Services
· HST Offset Program
· Municipal Group Insurance Program
· Park’N Fly Discount Program
· Preferred Hotel Rates
· Sustainable Communities Challenge Fund
· Wellness Program
If you have questions about any of these programs or would like to discuss how NSFM can support your municipality, please feel free to reach out using the contact information below. I look forward to engaging with you during my term on the Board.
Sincerely,
[Name]



Template #3: Email Update / Staying Connected
Purpose: Ensure members are receiving key NSFM communications
Email

Subject
Staying Connected with NSFM Updates

Good Morning/Afternoon,
My name is [insert name], and I am [municipal position]. I am currently serving as your Regional Representative on the NSFM Board of Directors.
NSFM regularly communicates with elected officials through the weekly Monday Memo and through direct email updates. These communications are designed to keep you informed of key news, initiatives, and issues of interest to municipalities.
· Are you receiving the Monday Memo each Monday morning? If not, you can sign up here
· Are you receiving direct communications from NSFM? If not, please contact info@nsfm.ca 
If you have any questions or would like to discuss any aspect of NSFM’s work, my contact information is included below. I look forward to connecting with you during my term on the Board.
Sincerely,
[Name]


