
 

Poster Presentations for Student Symposium 
Heather Kalb, Ph.D. 

West Virginia Northern Community College, Wheeling, WV 26003 
 

Here are general guidelines for preparation of a poster with on campus printing.  This 
document was prepared for a basic scientific poster presentations.  Please follow more specific 
guidelines that your individual faculty may give you.   

Posters are prepared as a single slide designed in PowerPoint.  The recommended size is 30 
inches tall by 30 inches wide.  If your teacher gives you different directions to follow, please 
refer to your teacher.    

 

1. Open a blank PowerPoint slide, go to “Design”, select “slide size” on the far right side, select 
“custom slide size”, set it to 30 in wide and  30 in tall (Figure 1). 

 
Figure 1 Image shows the "design" view and you can see the select size option on the far right side has been selected.  Also notice 
how this Figure 1 caption is set up and referenced in the text. 

 
2. Use Times New Roman font or other professional appearing font.   

 
3. Select a non-distracting background color or pattern.  Busy backgrounds distract from the topic 

you are presenting.   
 

4. Title, Name, address/school goes across the top.   The title should be 55-70 font size with your 
name and address a slightly smaller font.  The title should be descriptive of your project. 
 

5. A good font size for the general text is in the range of 25-35.  If you have more text than space, 
you might need to make your font smaller.  If you have less text, then you make your font a 
little larger.  The goal is to fill up all of the space on your poster.   
 



6. Three equal columns of text works best.  The columns should be the same widths and lined up 
across from each other so the horizontal lines match up as well.  Getting the columns set up 
and formatted can be tricky.   I recommend leaving space in your original columns for your 
images and then adding your images and captions over the original column.  

 
 
 

7. Text should have full justification meaning that BOTH the left and right side of the paragraphs 
should be straight (green arrow pointing to the “straight” right side, Figure 2).  This looks much 
more professional when using column format.   To do this, select “home”, in the “paragraph” 
section chose left and right justify which is the button with lines of equal length going left to 
right. This button is highlighted in yellow (Figure 2).    
 
 

 
Figure 2 Notice the left and right justification for each column.  Columns are also the same width and the lines of text match up as 
you move across the page. Note the primary captions which are centered bold, Major words capitalized and the sub-captions which 
are left justified and in italics. 

 
 

8. It is recommended that you divide your paper into labeled sections with caption headers. 
Examples of this might include Methods, Results, Significance, Homoeostasis, Imbalance, etc. 
It will vary based on what exactly you are presenting.  Any captions and sub-captions need to 
have consistent formatting througout your poster (examples: centered, bold, italics, font size, 
etc) (Figure 2).   



 
9. Use paragraphs.  Remember one idea per paragraph.  No one ever wants to read long 

paragraphs.   While English teachers may not like single sentence paragraphs, it can be 
common in a scientific presentation.   

 
10. If you did an original research project, then you will also have a table of descriptive data. 

Tables have Table caption headers not Figure caption headers.  When you do original research 
and have data to present – you typically present averages, range (max-min), sample size or 
number of replicates, etc.  Ask your instructor for examples of what your data table should 
look like. 

 
11. If you are presenting original research, then you need to include a graph(s) showing your 

results.  Graphs are one type of figure. They are numbered sequentially – Figure 1, Figure 2, 
etc and include a short descriptive statement.  Additionally, they are referenced at the end of 
the sentence just like tables (Figure 1). 

 
12. Figures are any type of image.  In addition to graphs, actual pictures and diagrams can be very 

helpful in presenting your topic.  With a 30” by 30” sized poster, you should have at least one 
picture that not only relays important information but also provides relief from all of the text!   
When you are discussing the topic that is portrayed in your figure you use a reference at the 
end of the sentence that refers your reader to the appropriate figure (Figure 1).  Remember to 
cite where you got your figure from unless it is original work.  

 
13. Remember 30 inches is 2.5 feet in size.  A picture that takes up a third of your poster is going 

to be a very big picture and the resolution may not be very good.   
 

14. You will include the complete literature cited section.   The citation format will depend on 
what your teacher prefers.  In biology, students will use the APA formatting style. 

 
15. When you are done, critically examine your poster and have your family and peers examine it.  

a. Is the topic clearly presented?  
b. Do the figures help tell a coherent story?  
c. Are the figures and tables an appropriate size and clearly able to be seen.  Typically, 

you do not need figures that are 12 inches in size.  Larger size often results in pixilation 
and difficulty reading.  

d. Does it look professional?   
e. Is it legible?  
f. Are there any mistakes in grammar and spelling?   
g. Lastly, double check that you have the appropriate 30” by 30” (or other requested) 

dimensions set up correctly. 
 

16. Save your PowerPoint slide as both a Powerpoint slide and a PDF file with your name and 
send to your teacher.   Posters can be printed in the morning.   Be sure to submit your poster in 



time to be printed for the symposium you are attending.    The PDF version is what will be sent 
to the copy center (copycenter@wvncc.edu) on campus for printing.   

 
What mistakes in formatting can you find in this poster?  Does this poster look nice? Is 
it easy to read?  Is formatting consistent?  Note this paper is a presentation of original 
research and uses the typical scientific format for data presentation.   
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How does this poster look in comparison to the previous?   

 

 
 
 
 
 
 


