
 

 

UC Berkeley Faculty Rental Regalia Ordering 

To RENT faculty regalia, please follow these instructions. 

1. You will receive an email from the Herff Jones Bay Area team at the beginning of the 
spring semester with the following information: 
a. Customer Number  
b. Order Number 
c. Shipping address and contact information. 

 
If you have not received an email, please email bayarea_admin@herffjones.com and 
they will get you set up with an ordering site. 

 

2. Once you have your customer and order numbers and your shipping address and 
contact information are confirmed, visit the Herff Jones UC Berkeley ordering portal: 

https://colleges.herffjones.com/college/ucberkeley/ 

a. Select “Rent Faculty Regalia” 
 

3. Once you have selected Rent Faculty Regalia, you will be brought to the faculty 
ordering portal. Enter your customer number and order number. If the faculty member 
ordered rental regalia from Herff Jones in the previous year, their name should appear 
in the Faculty Name dropdown list (see image below). 
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If the faculty member’s name does appear in the dropdown list, follow these instructions: 
 
1. Choose the faculty member’s name and click Continue. 

 
2. Review all information and if it is correct, click Confirm Order and Finished. A 

confirmation email will be sent to the email address on the order summary. 
 

3. If changes from the previous order are needed, click Edit and make necessary changes. 
Click Continue. 

 
4. Review the entered information and either click Confirm, or Back to edit again. 

 
If the faculty member’s name does not appear in the dropdown list, follow these 
instructions: 
 
1. Select –NEW FACULTY MEMBER– and click Continue. 

 
2. Enter their contact and sizing information under the “Cap & Gown Information” section. 

Note: the email address you enter will be the address where the order confirmation is 
sent. Click Continue. 



 

 

 
3. Under “Items”, select the items you wish to rent. (see image below for example): 

 
 

4. Select the State of their alma mater. 
 
5. Select their alma mater school name from the dropdown menu (this information 

determines the hood lining colors). 
 

Note: If the faculty member’s school does not appear in the 
dropdown menu, you may choose any school in any state that has 
the same or similar school colors. 

 
6. Under Full Title of Degree, choose their degree field of study for specific degree 

colored hood velvet, or choose “Philosophy_PhD_dark blue” for a PhD blue colored 
hood velvet. This choice can be based on personal preference or department/school 
tradition. (See image below for example of hood degree list with PhD Blue hood 
selected): 



 

 

 
 
7. Review entered information and either click Confirm, or Back to edit. 

 
Once completed, a confirmation email will be sent to the email address entered on the 
order. You will receive an email from the Herff Jones Bay Area team once your order has 
shipped. 

 
Order Deadline: April 8, 2026. 
 
ALL UC BERKELEY FACULTY RENTAL ORDERS HAVE A REQUESTED DELIVERY DATE 
OF MAY1, 2026. Department contacts will receive an email with tracking information 
when their order ships. 

RENTAL REGALIA RETURN 
Important: Promptly return all ClassRental™ apparel post-ceremony. Returns shipped later than 10 
days after the last ceremony incur fees. 

Shipping & Delivery: 

Herff Jones covers the cost of rental returns. 

Repack your rental apparel in the original cartons and reverse the top flaps of each carton, 
exposing the orange and white label with the Herff Jones shipping address showing. 

Coordinate the return with Flat World Global Solutions by emailing herffjones@flatworldgs.com. 
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Return Contact Information: 

ClassRental™ Returns Address: 

Herff Jones, LLC Cap & Gown Division  
1000 North Market Street  
Champaign, IL 61820-3009  

Contact for Rental Returns:  
Flat World Global Solutions  
Email: herffjones@flatworldgs.com 
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