
INSTRUCTIONS FOR USING THE CAMPAIGN TOOLKIT 
 

🧭 How to Use the Interactive Image 

1. Open the interactive image in your web browser 

Download the image and open in your browser. For the best experience, use Microsoft 

Edge, Chrome, Safari, or Firefox. 

2. To view a sample letter: 

• Right-click on any green thought bubble 

• Select “Open link in new tab” 

• The sample letter will open in a new browser tab, leaving the interactive image open 

for continued use 

• The sample letter may be downloaded by clicking the icon 

3. To view a blank template: 

• Right-click on any blue thought bubble 

• Select “Open link in new tab” 

• The blank template letter will open in a new browser tab 

• The blank template letter may be downloaded by clicking the icon 

       Tip: On tablets or touchscreens, tap and hold the thought bubble until link options appear, 

then choose to open in a new tab. 

 

📋 Letter Templates 

Below are clickable icons that let you access each template directly: 

Icon Template Name Description 

  
Plain Letter Template 

A clean, no-background version ideal for copying and 

pasting directly into an email. 

  
Branded Template 1 

Features a background design of a tree—best downloaded 

and sent as an attachment. 

 

Branded Template 2 
Features a background design of City Hall & the scales of 

justice—best downloaded and sent as an attachment. 

     Click on any icon or template title to open the file

https://ln5.sync.com/4.0/dl/d0aaaf270#q4bee6nu-7zpvymrw-pcndfrdn-f5j2b9is
https://ln5.sync.com/4.0/dl/3eac78760#baijs5ws-skku9cgp-eggdgnwi-ir9h76e9
https://ln5.sync.com/4.0/dl/efa1b6440#pdaud44c-emj8pb96-9knj27k3-w8fqkgv6


✨ How to Customize Your Letter 

You can work with these templates in two ways:  

1. Edit directly in Word 

• Click the link to open the file 

• Edit your letter, then go to File > Save As to save a new copy 

2. Copy content for inspiration 

• Open a sample letter linked to any of the green thought bubbles  

•  Copy any passages you like 

• Paste into your preferred template and revise as needed 

 

✉️ Sending Your Letter 

When you’re done: 

1. Use the mail-to link provided 

2. Your email app will open pre-filled with recipient addresses and subject 

3. If using: 

• A plain template: paste the letter directly into the email body 

• A styled template: attach it as a file to preserve formatting  

 

 

        mailto: Link 

 

💡 Using a Different Email Application? 

 
If your device opens a different email app by default, simply copy the To, Subject, and Body 

from the opened message. Then, open your preferred email app, click “Compose”, and paste 

the content in. 

mailto:mayor@mississauga.ca;stephen.dasko@mississauga.ca;alvin.tedjo@mississauga.ca;chris.fonseca@mississauga.ca;john.kovac@mississauga.ca;natalie.hart@mississauga.ca;joe.horneck@mississauga.ca;dipika.damerla@mississauga.ca;matt.mahoney@mississauga.ca;martin.reid@mississauga.ca;sue.mcfadden@mississauga.ca;brad.butt@mississauga.ca?cc=natalia.kusendovaco@pc.ola.org;natalia.kusendova@pc.ola.org;silvia.gualtieri@pc.ola.org;sheref.sabawy@pc.ola.org;rudy.cuzzettoco@pc.ola.org;rudy.cuzzetto@pc.ola.org;deepak.anandco@pc.ola.org;nina.tangri@pc.ola.org&subject=900%20Lakeshore%20Development%20Proposal&body=Dear%20Mayor%20Parrish%2C%20Members%20of%20City%20Council%2C%20and%20Mississauga%20MPPs%2C%0D%0A%0D%0A%5BYour%20letter%20begins%20here%20if%20you%20are%20pasting%20it%20directly%20into%20the%20email.%5D%0D%0A%0D%0A---%0D%0A%0D%0AIf%20you%20prefer%2C%20you%20may%20instead%20attach%20your%20completed%20letter%20to%20this%20email.%20In%20that%20case%2C%20please%20replace%20the%20body%20of%20this%20message%20with%20a%20brief%20note%20such%20as%3A%0D%0A%0D%0A%22Please%20find%20my%20letter%20attached%20for%20your%20review.%20I%20appreciate%20your%20attention%20to%20this%20important%20matter.%22%0D%0A%0D%0AEnsure%20that%20your%20attached%20letter%20includes%20the%20same%20salutation%20above%2C%20and%20is%20signed%20with%20your%20name%20and%20contact%20information.%0D%0A%0D%0AThank%20you%20for%20taking%20the%20time%20to%20share%20your%20voice%21
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