
How to Order 
 
Orders may be placed in person at our on-campus location, by mail, by email, by fax, or 
through our online store. All customers will be required to pay at least a $10 deposit at the 
time of ordering and must proofread the typesetting before printing will be completed. To 
order online, please contact us at 413-545-2718 to set up your account.  
 

In Person 

Orders may be placed on campus at Print Services, 139 Whitmore Administration Building. 
Our hours are:  Monday- Friday, 8:30 am to 5:00 pm. For more information please call 413-
545-2718 and ask to speak to the Graduation Announcement Coordinator.   
 

By Mail 

Please contact Print Services if you wish to order your announcements through the mail. 
The graduation announcement brochure, including an order form, will be sent out to you. 
Return the completed form with your deposit to the Graduation Announcement 
Coordinator, Print Services, 151 Whitmore Administration Building, University of 
Massachusetts, 181 Presidents Drive, Amherst, MA 01003-9313. 
 

By Fax or Email 
Complete the provided pdf order form.   Orders may be faxed to 413-545-3377 or emailed 
to print@admin.umass.edu. Once the order is received, we will calculate the cost of your 
order and contact you for payment details.  
 

Online Submission 

To order online, please contact us at 413-545-2718 to set up an account. After your account 
is activated, you can visit our online store at www.printstorefront.com/umass. Selecting the 
Graduation Announcements category, followed by your desired typestyle, will bring you to a 
Product Customization page. Here you can use our drop-down menus to add your name, 
degree and major into the standard undergraduate or graduate verses or use the fully 
customizable option to create your own unique announcement. A pdf proof will be 
generated allowing you to view the announcement before submitting the order. Continue 
following the steps on screen to add the item to your cart and check out. This submits your 
request for a quote, which we require to ensure that proper shipping charges are applied to 
your order if necessary. Please note that for security reasons we are unable to take credit 
cards online but instead have provided you an option to indicate a credit card payment. The 
Graduation Announcement Coordinator will then contact you by telephone. 
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