
Poster Submission Procedure
2024-2025 Deadline: 12:00 p.m., Thursday, April 3, 2025

Students are advised not to contact the Print Center directly regarding 
the status of their poster. All inquiries should be directed through the 
department’s/section’s designated representative, who will be emailed when 
ready to pick up.

1.	 Posters must be sized 24 inches by 36 inches.

a.	 If a poster sized differently (i.e. 8.5x11, 23x35, etc.), it will be printed AS IS on a 
24”x36” sheet. No trimming, mounting, enlargement, or reduction services will 
be provided by the Print Center.

b.	Posters larger than 24”x36”must have prior print approval by Shawn Ellerbroek.

2.	 No poster is allowed to have more than 50% ink coverage.

a.	 Shaded boxes with text is approved, but total ink coverage cannot be more 
than 50% of the poster.

b.	If any poster has a full color or full black background on the entirety of the 
poster, it will not be printed. The student will need to edit the poster promptly 
or the department will be charged directly instead of Undergraduate Research. 

4.	 The Print Center is not responsible for proofing, editing, or correcting ANY poster.

3.	 Save only PDF versions of the poster, with the student or presenter as the file name,  
to the Share Point drive in your designated folder by the deadline. JPG, PNG, or 
other file formats will not be accepted.

Undergraduate Research funds will cover the cost of one (1) 24”x 36”  
poster per presentation, with the following requirements.

The deadline must be enforced to ensure all posters are printed in time. 


