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Poster Printing Information
This document includes directions for printing your poster and having it billed to the Undergraduate Research Initiative.  Only posters that have been pre-approved for funding via the Undergraduate Research Initiative can use the procedures outlined in this document.  If you have not yet received approval, you may obtain a request form at www.hunter.cuny.edu/ugresearch. 
Please read this entire document carefully before directing questions to UGresearch@hunter.cuny.edu. 
Overview
· Poster must be printed through Hunter College Classroom Technology Services, Audio-Visual Office,  Room 333, 212-772- 4945.  The Undergraduate Research Initiative cannot reimburse you for printing your poster through another vendor. 
· Printing costs $80 for a standard 42 x 54 inch poster; other poster sizes are available
Process 
Along with your notification of approval for poster funding from the Undergraduate Research Initiative, you received a Hunter Poster Request form. To print your poster, complete the following steps:
· Deliver the Hunter Poster Request form to the Classroom Technology Services Office at Hunter College, Room 333, Hunter North.
· When you go to Classroom Technology Services, bring the poster in a computer file, on a USB drive. Do not email this file to their office.

· Classroom Technology Services office will first print a small version of the poster for you to examine. When you are happy with the poster, they will print the large poster for you.

· Poster printing typically takes about 3 days, but it may take more or less time to print your poster, depending on how busy the office is at the time you drop off your request. 
Poster formatting
· Posters must be in Microsoft Word, Powerpoint, Adobe Photshop or PDF.  PDF files are preferred.
· Please see the Hunter Poster Request form for more detailed formatting instructions.

