For Stationery — Letterhead and Envelopes:

1. Complete the appropriate order form and email it directly to
printing.services@unh.edu and cc to purchasing@keene.edu.

2.  UNH Printing will send a PDF proof directly to you for review, edit and
approval before printing.

3. Approved Order will be sent to you on the next delivery truck from UNH.

4. Purchasing will receive a monthly bill and will pay with an internal
transfer. Your order form will serve as approval to pay.

Name Tags -- will continue to be ordered through Anco Signs but
rather than working through Marketing & Communications, you
will now be able to order directly.

1. Complete the attached KSC Badge Order form and email it directly to
ANCO at sales@anco-nh.com.

2.  Enter a requisition for a Purchase Order.

3. Once Purchase Order is received at ANCO the order will be placed in
production. Tags will be sent to you directly.

Forms:

KSC Letterhead form

KSC Business Card Order form
KSC Badge Order form

KSC Badge pricing

UNH Envelope Order form



mailto:printing.services@unh.edu
mailto:purchasing@keene.edu
mailto:sales@anco-nh.com
https://www.keene.edu/office/purchasing/assets/documents/ksc-letterhead-form/
https://www.keene.edu/office/purchasing/assets/documents/ksc-business-card-order-form/
https://www.keene.edu/ksc/assets/files/34105/ksc_badge_order_form.pdf
https://www.keene.edu/ksc/assets/files/34106/ksc_badge_pricing.pdf
https://www.keene.edu/office/purchasing/assets/documents/envelope-ordering-info/

