
 
 
Ontario State Membership Retention Process. 

Step 1.  Go to www.kofc.org 

Step 2. Click on 'click on the blue box that says 'sign in'' 
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Step 3. Enter Username & Password, click on sign in 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

 

Step 4 click on member billing 

 



 
 

 

 

 

 

Step 5 click on live 

 

 

 

 

 

 



 
 
 

Step 6 click on Printer Center-MB 

 

 

 

 

 

 



 
 
 

 

 

Step 7 click on billing 

 

  



 
 
 

 

Step 8- Click on & Create First Notice 

 

 

 

 

 

 



 
 
 

 

Step 9.   

a. Add addendum message  

b. Delect Delevery Preference  

c. Create file copy 

d. Click on generate notice 

 



 
 
Step 10. Send out notice based on your selection above. 

 

Step 11.  30 days after the first notice was sent out click on and create Second Notice.  

a) Activate councils retention committee. 

b) Add addendum message  

c) Delect Delevery Preference  

d) Create file copy 

e) Click on generate notice 

 

 

 



 
 

 

 

 

 

 

 

 

 



 
 

 

 

Step 12 

a) Continue to utilize council retention committee 

b) 30 days after the second notice was sent out click on and create Knight Alert 

c) Save a pdf or electronic copy to your computer. 

d) Print letter and have signed by GK 

e) Mail letters out.  THIS IS A MUST 

 



 
 
 

Step 13. 

a) Continue to utilize council retention committee 

b) 15 days after the Knight Alert was sent out click and create Intent to Retain 

c) Save a pdf or electronic copy to your computer. 

d) Print letter and have signed by GK and FS 

e) Mail letters out.  THIS IS A MUST 

f) Send copy to Ontario Memebership Retention Director at membershipretentiondirector@ontariokofc.ca with SO47 
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Step 14 Once Membership Retention Director approves the suspension, he will send the intent to retain to Supreme with a CC to the FS. 

Step 15 60 days after Once Membership Retention Director approves the suspension send form 100 to Supreme to process the suspension. membership@kofc.org> 
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