
Sending an Email to Multiple Recipients 
If you are sending an email to multiple recipients that know each other’s Email  
address, put their Email addresses in the “To” field, if you are not sure, put them 
in the “BCC” field. 
 
Use the BCC Field when addressing a long list of recipients, or a list of recipients 
that do not know each other. You may put your Email address in the “To” Field. 
 
Why?  You hide their email addresses from the other recipients.  
Most recipients do not want their email address known to all. 
-Look for a “BCC” Field and use it like a “To” field. 
-In many Email Clients the BCC Field is not readily visible but there is help. 
 
 
Here are examples of some Email Clients and how you can get “BCC” 
 

 
 
 

 



 
 
 
 

 
 
 
 

 



 
 
 
 
Use BCC and avoid this on the top of your Emails. 

 
 
Charlie Le Ber 


