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Step by Step 

1. The space you are allowed will determine the content of the poster. Find out how 
much space you are allowed! 

2. The standard format for a Poster Presentation is: 
o a Title page, telling others the title of the project, the people involved and their 

affiliation.  

o a Summary of the project. 

o an Introduction of the project. 

o a Theory or Methodology section that explains the basis of the technique that 

you are using or the

and justify any assumptions. 

o a Results section that you can use to show illustrative examples of the main 

results of the work. 

o a Conclusion section listing the main findings of your investigation an

Further Work section that should contain your recommendations and thoughts 

about how the work could be progressed. 

3. Gathering/Planning the information: You have to stand back and think about the 
What's, the How's and the Why's of the work. 

questions:  

o What is the objective of the investigation? 

o Has someone done the work before? 

o How have I gone about with the study? 

o Why did I follow this particular route of investigation? 

o What are the principles governing the techniq

o What assumptions did I make and what were my justifications? 

o What problems did I encounter? 

o What results did I obtain? 

o Have I solved the problem? 

o What have I found out? 

o Are the analyses sound? 

o From your list, note the common area

group them together. 

o Use color or number coding, or circles and lines to help you identify and 

categorize the information. 

4. Deciding on the content: Your decision should be based on at least 2 factors, namely: 
o What are you trying to achieve by presenting the posters? 
o Who will be attending the presentation? 
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5. Design: Poster design is a personal matter and different individuals will have different 
views on how best to present certain information. Nevertheless, here are some rules to 

guide you:  

o Plan, plan and plan!  

o Keep the material simple.  

o Use colors sparingly and with taste.  

o Do not use more than 2 font types.  

o Titles and headings should appear larger than other text.  

o Do not use all UPPER CASE type in your posters.  

o A picture is worth a thousand words... but only if it is drawn properly and used 

appropriately.  

6. Check your spelling!  
7. Maintain a consistent style.  
8. Arrangement of poster components should appear smooth: Remember that you are 

using posters to tell a story about what you have done and achieved. As in report 

writing, the way you arrange the sections should follow the "storyline".  

9. Review, review and review: Check your draft versions of posters for mistakes, legibility, 
inconsistency in style.  

 

Practical Tips  

 

• The difference between poster and oral presentations is that you should let your poster 

do most of the "talking" !  

• Before you rush away to put pen to paper or fingers to keyboard, spend a few moments 

or even hours to plan your presentation.  

• Clipart should only be used if they add interest to the display and complement the 

subject matter. They can also be "dangerous" as you may spend more time finding 

images and/or cartoons than concentrating on the content.  
• Ask your friends, colleagues or supervisor for their honest opinions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


