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Texas Heart Institute

Visual Communication Services


Guidelines for Poster Production

Visual Communication Services (VCS) offers design and printing of large-format posters (up to 4 feet high × 8 feet wide) in color or black-and-white. Turnaround time is 10 business days; posters needing to be completed in less time may incur a rush charge. Please call 832-355-9558 to arrange an appointment or obtain a cost estimate.

How to organize a poster

Follow a traditional, research-based model that includes title, authors, institutions, abstract (if required), introduction or background, materials and methods, results (with any tables, graphs, and photographs), and conclusions.

What to submit

· Poster Guidelines. Each conference, society, or organization will have its own layout guidelines for poster sessions (e.g., the poster size, if an abstract is required, etc.) Please make a copy of the guidelines and include them with your order.

· Text and Tables. You will need to provide a digital file in either .txt, .rtf, or .doc format. Please submit the text and tables on floppy disk, zip disk, or CD-ROM, or send them via e-mail to mmayo@heart.thi.tmc.edu.

· Charts. We prefer original PowerPoint files but, will accept Excel and Microsoft chart files as well. If you use a specialized program such as SigmaPlot, please contact VCS for further instructions. VCS can also create original charts if you provide the data points.

· Graphics. You will need to provide original photographs or slides. If you must submit a digital image, please contact VCS for further instructions.

· Order Form. We will need the due date and billing information for each poster. Billing information includes the department name and number, and your phone, pager, and fax numbers. If appropriate, you will need to supply a billing address in place of the department information. Order forms are available at the reception desk in Suite C530, or on our Web site at www.texasheartinstitute.org/vcs. NOTE: Some departments require administrative approval before VCS can accept the order. Please obtain approval from your department administrator before you place your order.

Poster production

· All posters are submitted to the Scientific Publications department at the Texas Heart Institute where they are edited for style, grammar, consistency, and accuracy.

· The edited posters are then formatted in VCS and submitted to the client for review.

· Once finalized and approved, the posters are printed and returned in a sealed shipping tube. Velcro is available upon request.
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