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1. Purpose of This Procedure

This guide provides step-by-step instructions for creating and managing an Outlook e-mail

distribution group while protecting recipient privacy through the use of Blind Carbon Copy
(BCQ).

In addition to practicing sound privacy protection standards, the Knights of Columbus
requires the following restrictions requiring membership information.

[ certify that [ am a member in good standing with the Knights of Columbus and will
not copy, merge, disseminate, distribute, transmit or make available the enclosed
information to anyone not involved with the Knights of Columbus or to anyone for
non-Knights of Columbus-related business and I will take the appropriate measures
to protect the information. These materials are solely intended for the use of
Knights of Columbus members in the conduct of Knights of Columbus business.
Unauthorized distribution or reproduction for non-Knights of Columbus business is
strictly prohibited.



2. Creating a Contact Group
Step 1 - Open Outlook and click on the People (Contacts) icon.
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Step 2 - Click 'New Contact Group' and name the group appropriately.
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We didn't find anything to show here.




Step 3 - Click 'Add Members' and select contacts from your address book.

Step 4 - Click 'Save & Close' to finalize the group.



3. Sending Email Using BCC
Step 1 - Click 'New Email'.

Step 2 — Enable the BCC field under the Options tab if not visible.

~ Untitled - Message (HTML)

File Message Insert Options Format Text Review Help

B colors @ @ \E' ["] Request a Delivery Receipt @I % %

Fonts :
Bcc Encrypt ~ Use Voting [ Request a Read Receipt Save Sent De_lay leect
h Ii‘ Effects ~ - Buttons ~ Item To ~ Delivery Replies To
Themes Show Fields = Encrypt Tracking [ IMore Options &

( From v | fhenrich@ptd.net

\
ot ]
\
\

Subject

Step 3 - Enter the distribution group in the BCC field.

Step 4 - Compose your message and click Send.
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4. Updating the Distribution Group

It is important to keep the Distribution Group updated as membership changes throughout
the fraternal year. It is recommended that the group be reviewed and updated not less than
quarterly. The Financial Secretary is able to provide updated Roster information from
Supreme Council which can be used to update this group.

To Add a Member: Open the group, click 'Add Members', then Save & Close.

To Remove a Member: Open the group, select the member, click 'Remove Member’, then
Save & Close.



5. Best Practices and Security Standards

» Always use BCC for group communications.
* Never place distribution lists in the "To' or 'CC' fields.
We have an obligation to protect e-mail information whenever possible.
* Review membership quarterly for accuracy.
See separate “K of C - Group 1” and “K of C - Group 2” lists of e-mail addresses
* Remove former members promptly.

 Protect login credentials and administrative access.



