
We are very excited to be offering your poster session at ARMA International’s 2009 Annual Conference and Expo in 
Orlando, Florida.  This document will clarify the expectations for Poster Sessions.   
 
Please feel free to contact us with any questions or additional suggestions you may have.  Our goal is to better inform 
both the participants and the facilitators about the Poster Sessions in hopes of offering the most valuable education 
possible. 
 
Thank you very much for your participation. 
 
Guidelines for Interactive Poster Sessions 

Poster Sessions provide an excellent forum for facilitators to present their content in an informal and interactive 
setting. This casual setting offers the chance for in-depth, one-on-one dialogue with facilitators.  Posters showcase 
speculative, late-breaking research and results while introducing interesting, innovative topics. These highly interactive 
sessions allow facilitators and interested participants to connect with each other and engage in discussions about the 
content presented. Their strong visual impact attracts participants, which often results in the formation of small groups 
of individuals interested in a particular topic. 

A poster is set up in a visual display format with a short abstract/summary, headlines, charts, graphs, images and 
information. Poster boards are 4' high x 8' wide, free standing and may be assembled with push pins, staples, or 
Velcro.  Each poster will be provided with a 6 foot table and two chairs.  You may utilize this table for handouts, 
examples, etc. 

Poster session setup will take place from 3:30 p.m. – 5:00 p.m. Thursday, October 15, 2009.  Set up your poster on 
the board assigned to you. Poster Sessions will take place Friday, October 16 from 8:00 a.m. - 10:00 a.m.  Posters 
may be left up throughout the day but are to be taken down by 4:00 pm on Friday. 

Getting There - From Idea to Presentation 
 

Before creating your poster session you need to consider the following issues:  
What will the participants know or be able to do as a result of viewing you poster?  

• What is your key message?  
• Is there a logical sequence in which your information should be presented?  
• Who is your audience, what do they know of your project/information? 
• How will your poster be displayed and how much space will you have? 
• How will you get your poster to the venue?  

It all starts with an idea 
You must turn your idea into a succinct message that is self-explanatory, eye catching, and communicates to the 
audience quickly.  Support it with a combination of images and short blocks of text.   
 
Know your message 

• What is the ONE thing you want your audience to learn?  
• Focus on your message throughout the poster. 
• If it doesn't reinforce your message, leave it out!! 

 
Know your audience 
Your audience determines the tone and content of your poster.  
The audience should shape your poster. 
 

1. Specialists.  You can assume a high level of knowledge, use jargon, and take other presentation shortcuts. 
2. Wide-ranging discipline. You can assume familiarity with the topic in general, but there are so many sub-

specialties that jargon is to be avoided and language simplified. 
3. Very general audience.  You cannot assume familiarity with any discipline and must explain everything in the 

most basic terms. 
 
 
 
 
 



Writing an effective abstract/summary 
Your abstract is a succinct description of your information. It should: 
 

1. Explain why your information is important - set the context and preempt the question "What’s in this for me?" 
2. Describe the learning objectives for your poster. What will the attendee know or be able to do as a result of 

viewing your poster session? 
3. Briefly summarize the key learning points for your poster. 
4. Concisely state main points, conclusions, and recommendations. This is what most people want to know. Be 

specific and tell them what they need to know and what you recommend! 
 
Creating an effective poster 

• Headings help attendees find key sections – learning objectives, summary, main points, recommendations, etc.  
• Balance the placement of text and graphics.  
• Use white space creatively to define flow of information.  
• Don't fight "reader gravity" that pulls eye from top to bottom, left to right.  
• Column format makes a poster easier to read in a crowd. 
• Prioritize your information. Decide what the most important element of your poster is and provide this first or make 

it stand out. 
• Consider what information your audience needs before they read each section of your presentation, e.g. begin 

your presentation by summarizing the aim of your poster and then provide a brief background. 
• The layout of your poster should reinforce the order in which your information is structured. Such as: 
 

 

Graphics 
• Graphs communicate relationships quickly.  
• Graphs should be simple and clean. 
• Stick to simple 2-D line graphs, bar charts, and (if you must) pie charts.  
• Avoid 3-D graphs unless you're displaying 3-D data.  
• Be sure to follow text guidelines (below) for graphs.  
• Use photos that help deliver your message.  
• Use art - but not too much - to attract attention. Focus on your data! 
 
 
 
 
 
 
 
 
 



 
Keep Graphics Clean and Simple 
As with everything else on a poster, your job is to communicate clearly and directly with your audience. You should 
work to eliminate anything that distracts from this.  
 

Bad! Better! 

1. The first graphic contains detail that does not convey information relevant to the main point being made.  
2. The second graphic looks cleaner and is easier to read and understand. 

Text 
• Minimize text - use images and graphs instead! Keep text elements to 50 words or less.  
• Use phrases rather than full sentences.  
• Use an active voice.  
• Avoid jargon (depends somewhat on audience).  
• Use a Sans-serif font (e.g., Arial, Tahoma, and Helvetica). Easier to read. 
• Text should be large - at least 36 point for title panels; 24 point for text.  
• Text in figures should also be large.  
• Title should be at least two inches tall. 
• Clearly and prominently display the title and facilitator(s) name(s). Lettering should be at least 1-1½" (120 

point) high.  

Color 
• Use a light color background and dark letters for contrast.  
• Avoid dark background with light letters - very tiring to read.  
• Stick to a theme of 3-4 colors, no more.  
• Overly bright colors will attract attention, but wear out readers' eyes.  
• Consider people who have problems differentiating colors - one of the most common is an inability to tell green 

from red. 
 
Software Tools  
You can create your poster using a variety of software including Microsoft Word and Publisher, however, we would 
recommend using Microsoft PowerPoint. 

• Microsoft PowerPoint is a good, relatively easy-to-use tool for creating posters. (See Instructions on last page).  
• Adobe Illustrator and InDesign work well, but are more complex and expensive.  
• Microsoft Excel can create and export graphics for PowerPoint - but you'll need to clean them up.  
• Adobe Photoshop is great for manipulating images. 

 
 
 
 
 



 
Edit & Evaluate 

• Edit! Edit! Edit! to reduce text.  
• If it's not relevant to your message, remove it!  
• Have colleagues comment on drafts. Print a small version and circulate it for comment, or hang a full-size draft 

with pens and invite people to critique it.  
• Evaluate your work. (See Poster Evaluation at the end of this guideline). Are your objectives and main message 

obvious? Will readers be able to contact you?  
 
Presenting Your Poster Effectively 

• Have a plan for what you'll do at the meeting.  
• Session handouts will be provided online and electronically to attendees on a CD-ROM, if turned in prior to the 

deadline of August 7. Prepare additional handouts or take away’s for approximately 100 attendees to facilitate 
interaction, offer additional detail, and/or provide reference material. 

• Bring an ample supply of business cards and relevant documents. 
• Arrive early at the display site.  Bring a poster hanging kit with you. 

1. Push-Pins. These work most of the time. Good for cork boards, some fuzzy walls, and even some woods, if 
you have heavy-duty pins. Bring some heavy-duty pins for thick or hard surfaces and light-duty pins for thin or 
soft surfaces. 

2. UHU Holdit. This is a removable putty adhesive. Good for glass, block, wood, metal, and most other non-
fabric surfaces. You pull off a little piece, stick it to the back corners of your poster and push your poster 
against the mounting surface. 

3. Velcro Tape. This has Velcro on one side and a sticky adhesive on the other. Use for fuzzy fabric surfaces.  If 
you carry Velcro tape, you should also have scissors to cut it. 

4. Masking Tape. Bring single or double sided. Good for non-fabric surfaces. Will even work on some fabrics for 
short periods of time. 

• Hang your poster square and neat. 
• Bring copies of a handout for your readers. It should include a miniature version of your poster and more detailed 

information about your work, in an illustrated narrative form. Consider doing this on an 11x17-inch sheet of paper, 
folded in half. This allows three pages of information, in addition to the miniature of your poster. You want people 
to remember you and your work! 

• Put handouts, business cards, reprints nearby - on a table or in an envelope hung with the poster. 
• Consider leaving a pen and pad inviting comments from viewers. 
• Make sure you are at your poster during your assigned presentation slot. 
• Have a 3-5 minute presentation prepared for people who ask you to walk them through the poster. 
• When making such a presentation, don't read the poster. Instead, give the big picture, explain why the problem is 

important, and use the graphics to illustrate and support your key points. 
 
Evaluate the Results 
Incorporate what you've learned into your next poster. 



 
Example of an ARMA Poster.  The text of this poster is too small making it difficult to read.  The titles for the 
sections are not prominently displayed.  There are no handouts, or signup sheets for additional resources. 
 



 
Example of a Poster. This example uses large fonts and bold colors that are easy to read.  The graphics are 
engaging and this poster draws the attention of attendees. 



 
Another example of an ARMA poster.  The title and section headers are prominently displayed.  
 

 
Poster example.  This poster is cluttered, containing too much information and text that is difficult to read.  Be 
succinct and to the point with your poster. 



 
Poster example.  Single slide electronically produced posters are easy to set up and visually appealing.  Be sure 
to use fonts large enough for participants to read from a distance. 
 
 



 
Poster example.  This poster is well organized, but the font is too small. 
 



 
Poster example.  This poster is well organized, but the font is too small. 
 



Poster Evaluation 
 
Use this evaluation to quickly evaluate the appearance and organization of your poster. This evaluation does not address 
the quality of the information. 
 
Overall Appearance  
0   Cluttered or sloppy appearance. Gives the impression of a solid mass of text and graphics, or pieces are 

scattered and disconnected. Little white space. 
1 Pleasant to look at. Pleasing use of colors, text, and graphics. 
2 Very pleasing to look at. Particularly nice colors and graphics. 

White Space  
0   Very little. Gives the impression of a solid mass of text and graphics. 
1 OK. Sections of the poster are separated from one another. 
2 Lots. Plenty of room to rest the eyes. Lots of separation. 

Text / Graphics Balance  
0   Too much text. The poster gives an overwhelming impression of text only, OR not enough text. Cannot 

understand what the graphics are supposed to relate.  
1 Balanced. Text and graphics are evenly dispersed in the poster. There seems to be enough text to explain the 

graphics. 

Text Size  
0   Too small to view comfortably from a distance of 1-1.5 meters. 
0.5 Main text OK, but text in figures too small. 
1 Easy to read from 1-1.5 meters. 
2 Very easy to read. 

Organization and Flow  
0   Cannot figure out how to move through poster. 
1 Implicit. Headings (Introduction, Methods, etc.) or other device implies organization and flow. 
2 Explicit numbering, column bars, row bars, etc. 

Author Identification  
0   None. 
1 Partial. Not enough information to contact author without further research. This includes missing zip codes on 

addresses. 
2 Complete. Enough information to contact author by mail, phone, or e-mail without further research. 

Learning Objectives  
0   Can't find. 
1 Present, but not explicit. Buried at end of "Introduction", "Background", etc. 
2 Explicit. This includes headings of "Learning Objectives", "Aims", "Goals", etc. 

Main Points  
0   Can't find. 
1 Present, but not obvious. May be imbedded in monolithic blocks of text. 
2 Explicitly labeled (e.g., "Main Points", "Conclusions", "Results"). 

Summary  
0   Absent. 
1 "Summary", "Results", or "Conclusions" section present. 
 



Using Microsoft PowerPoint to Create a Poster 

Introduction  

These instructions are for creating what's called a "single sheet" or "strip" poster using Microsoft PowerPoint and using an 
ink-jet plotter for output. The plotter paper is just over 36 inches wide, the maximum width of your poster is 36 inches. The 
maximum length allowed is 54 inches. The paper can be arranged in either portrait (36" wide x 54" high) or landscape (54" 
wide x 36" high) mode.  

Setting up PowerPoint  

Note: These instructions might vary a bit among versions of PowerPoint.  

First, open a new file and choose the blank page as your layout.  

To design a large poster, you must identify the size of your paper. You can do this by going to the File / Page Setup 
menu -- enter the width and height you want, within the limitations given above. It should choose Portrait or Landscape 
automatically, based on the height and width you enter.  

Once you've completed this, press OK. PowerPoint may display a message that the size exceeds that of the current 
printer -- just say OK to continue. You will now see a blank page in the appropriate dimensions. If the rulers are turned on, 
you'll see that it's the size you setup.  

Creating Your Poster  

You can treat this extra large page just like a PowerPoint slide -- write text, import items, create graphs and so forth. The 
difference is that for all but the largest font sizes, you will have to zoom in on the section you want to work with. 
Depending on which version of PowerPoint you have, zooming in may cause a "Slide Miniature" to appear -- this gives 
you an overview of your page. There is really no difference between what you've done before on standard sized slides 
and what you can do here -- there's just more space to do it.  

Printing a Small Version  

To see how your poster looks on paper, you can actually scale it to fit on a standard 8.5x11 inch sheet of paper. I 
recommend that you do this, because:  

1. It's a good way to print and check your work, without wasting a huge sheet of paper  
2. If you can't read it on the 8.5x11 page, your font is too small 
3. It makes a great handout 

To scale to 8.5x11, go to File / Print: 

PC: Make sure your regular printer is selected. At the bottom of the dialog box is a checkbox that says Scale to fit paper 
-- check it and go.  

Mac: In the dialog box, you will see a pull down menu on the left hand side, a line or two down. It probably says General. 
Click on that and select the pull down item that says Microsoft PowerPoint. Look for the box that says Scale to fit paper 
and check the box. Then, continue with your printing.  

Printing the Big One  

To print the actual poster, you will have to go to a printer or copy center.  
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