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SPH Poster Printing Requisition 

(revised 07/11/08)
Date Submitted:



Date Needed by:      
Name:



E-mail:



Phone Number: 

Status (faculty, student, post-doctoral, staff, alumni):



Training Status:  FORMCHECKBOX 
 Post-Doctoral 
  FORMCHECKBOX 
 PhD
 FORMCHECKBOX 
 Masters
 FORMCHECKBOX 
 N/A
Division (CHS, Epi, etc.):

Date of Conference:      


Name and Location of Conference: 
Size of Requested Poster: 

Poster Title:    
*Charges (see below):
Poster Charge:
Poster Tube:
Lamination: 

Email this completed form to Julie Kong (jckong@uic.edu). Upon review, she will forward the form to the SPH Poster Printing Service staff who will contact you for an appointment.
Charges:

SPH Faculty, Staff, and Post-Doctoral Associate
$50.00/poster
$5.00/poster tube (optional)
$25.00/lamination (optional)
SPH Students
Two free posters/academic year (Summer, Fall, Spring terms); thereafter, $50.00/poster
One free poster tube/academic year; thereafter, $5.00/tube. 
$25.00/lamination (optional)
SPH Adjunct Faculty, Departmental Affiliates, Alumni (The following service is available for research activities that are not primarily housed at SPH.)
$100/poster
$5.00/poster tube (optional)
$25.00/lamination (optional)
Note:  All posters must be submitted as a PowerPoint slide with a white background. 
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Checklist for Poster Printing 

Date Poster Information is Submitted:       
Name:     
E-mail:      
Phone Number:      
Division (CHS, Epi, etc.):      
Name of Conference:       
Date of Conference:      
 FORMCHECKBOX 
 The program used to create the poster is PowerPoint (IBM-Compatible). Version used is minimally PowerPoint 2000.
 FORMCHECKBOX 
 The background for the poster is white.

 FORMCHECKBOX 
 The poster has been sized to the correct proportions. (Note: PowerPoint goes up to 56 inches only. Therefore, a 4x6 poster requires a page set-up of 24 inches by 36 inches).  Incorrect page set-ups will result in problems such as overlapping text or misaligned graphics and charts. Contact Nicole Thomas  (nthomas3@uic.edu) for questions on proportions. 
 FORMCHECKBOX 
 All information on the poster has been checked for spelling and grammatical errors.

I understand that if the poster requires revisions AFTER printing, I will be responsible for a charge of $25.00 for a second printing.

__________________________________________________

Signature (to be signed before the poster is printed)
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PROCESS AND POLICIES FOR REQUESTING SPH POSTER PRINTING SERVICES 
(Effective June 1, 2006, rev 07/11/08)
The goal of the SPH Poster Printing Services is to produce professional posters at nominal cost to SPH faculty and students for research conferences.

SPH faculty, students, and staff who are interested in having a poster printed should complete the SPH Poster Requisition form available on the SPH Research website. (http://www.uic.edu/sph/research.htm).
Poster Printing Requests

The priority for the SPH Poster Services is to support the research/practice activities of faculty and students.  Thus poster production is limited to these endeavors and will automatically include the SPH logo.  Posters for other activities can be accommodated under special circumstances.
Charges for Poster Printing
SPH Students – Two (2) posters (maximum size of 60 inches in height) will be printed free of charge within an academic year (Summer, Fall, Spring terms).  Thereafter, the charge for printing is $50.00/poster.  
SPH Faculty and Staff - $50.00/poster
Adjunct Faculty, Departmental Affiliates, Alumni - $100.00/poster (available for research activities that are not primarily housed at SPH and do not include using the SPH logo.)
Reprinting a Poster from Original Request
The final format is the responsibility of the requestor. Twenty-five dollars ($25.00) will be charged if the client wants to reprint a poster due to format problems, unclear graphics, and/or content errors on the part of the client not performing a final check prior to submission of the poster. 

Lamination Charge
$25.00/poster
Poster Tubes

SPH Students - One free poster tube will be provided to students within an academic year (Summer, Fall, Spring terms).  Subsequent poster tubes will be $5.00/tube.

SPH Faculty, Post-Doctoral, Adjunct Faculty, Departmental Affiliates, Alumni, and Staff - $5.00/poster tube

Turnaround 
Posters will be produced within 4 business days once the poster presentation is submitted and checked for proper format by a staff member of the SPH Poster Printing Services. (*The number of days for producing posters may be increased based on high volume requests for meetings such as American Public Health Association annual meetings, Society for Epidemiology Research, etc.).

Last minute “rush” jobs (less than 72 hrs) will be accepted ONLY if staff can accommodate them.
Process

1. Complete the SPH Poster Requisition form. Required fields include the name of the submitter, e-mail, unit, status (e.g. faculty, staff, student), date of request, requested date of delivery, title of presentation, conference location, poster size, and cost. 
2. E-mail the Poster Requisition form to Julie Kong (jckong@uic.edu)

3. A member of the SPH Poster Services will contact you to set up a mutual meeting time to go over the format of your poster.
4. Submit your poster with the “Checklist for Poster Printing Form”.
5. If the customer requires modifications after the poster is printed, the customer will be charged $25.00 per poster.
6. Submit your files as PowerPoint (.ppt) (IBM-compatible) either via e-mail, CD, or flashdrive.. Do not use spaces/hyphens in your file names. Alpha-numeric characters and the underscore feature ("_") are acceptable. Please use this file format in naming your file:  lastname_firstname_shorttitle.
7. Backgrounds should ONLY be white. Colored backgrounds will not be accepted.

8. Photo images should be set at 125-200 dpi in JPEG format. Do not use .TIF in PowerPoint.
9. Images that contain cartoons, illustrations, scanned text, drawings or charts should be

225 dpi in GIF format.

10  It is recommended to use the “insert” feature in PowerPoint for images. Please remember to include your images in a file when submitting your poster.
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11. Posters should be legible at 3 to 4 feet and the title should be legible from at least 6 feet away from the poster. Use simple fonts such as Arial or Times New Roman (upper and lowercase letters) at a minimum of 14 points. Generally, a font of 20 to 24 is recommended. ** The exception is the font size for the section “Literature Cited” if there are several citations. A smaller font size can be used in this section.**
12. Use 1-inch margins. 
13. Charts and graphs should be copied and pasted into Powerpoint since these are not images.
14. The image of the SPH logo should be affixed at the top left-hand corner of your poster. You can download the image at www.identity.uic.edu. Go to “download logos”, select “UIC College logos”,  select “School of Public Health”, select “College without Full University Name”, and select “RDBL jpg.” You can save the image file onto your local drive.
15. The submitted template should follow the below format:
[image: image5.jpg]UIC SCHOOL OF
PUBLIC HEALTH

Title (centered formatted in “sentence case”)
Names of Investigators, Division, (centered)

University of lllinois at Chicago, Chicago, lllinois (centered)

Introduction

This section will be short
and composed mostly of
a hypothesis or reason for
the research. Background
information for posters is
usually at a minimum.

Materials and
Methods

Include a brief description
of data sources and
analytical methods used
to address your research
question(s).

Figure 1. (example)
idjdjjdjdjidjid
dhdidjjdjdjjd

Results

This will be the largest
portion of the poster.
Arrange your results in a
logical order according to the

point(s) you want to get Zg::;é)
Aacross; kdkdkkkdk
Table 1
kdkidjkldjkld!
dfdfdfdfd
dkikdldkfj
dfafcjfdk
Figure 4.
(example)
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Figure 2. dkdkdkkd
(example) dkkdkkdkk
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Conclusions

This section is usually more a
conclusion with discussion left for
the publication. Recap the results
and how they fit the hypothesis,
emphasizing the major points.
Don't try to fit all your research on
one poster.

Literature Cited

This section can be a smaller font
especially if there areseveral
papers to cite.

Acknowledgements

If your work is funded, indicate the
source here. Also, if faculty, staff or
other students assisted you but are
not co-authors, they should be
mentioned here.




SPH Poster Printing Services

Tips and Tricks for Developing Good Looking Posters

Overall Look

· Make sure your formatting is consistent throughout the poster.  If you have an extra space underneath one headline, make sure it is the same underneath all the headlines. 

· Remember that PowerPoint slides can only go up to 56”, so if you have a larger size (like a 4x6 poster, which is 48”x72”) make it half size and it can be doubled when it comes time to print it. 

Font 

· Use a consistent font, color, and size for all the headlines (though not necessarily subhead lines if your poster has any).  

· Using a dark font color will make your text show up well against a white background (yellow on white makes the text very difficult to read).  Bright or light colors will not stand out.  Using a dark color (navy blue, burgundy, forest green, etc.) will be easier for the reader to see. 

· For font size, we recommend that you use at least 20pt font, although 14 is legible and for sections such as Literature Cited, the font size can be smaller if needed.

Text Organization

· Put your information into columns on the poster.  This makes it much less overwhelming and easier to read.

Images

· Look at any pictures that are to be included at full size (e.g. if you’re making a 4x6 poster at half size, look at the pictures at 200%).  The pictures may look fine on your screen at 33%, but could be pixilated when they are printed out full size.

· The SPH logo is required, and the best way to get it is to download it from http://www.identity.uic.edu/  Go to “download logos”, “UIC College logos”, “School of Public Health”, “College without Full University Name”, and select “RDBL jpg”.  If you try to just copy and paste the logo from somewhere else, it will most likely look pixilated. 

Spacing

· Use the ruler on the side of the PowerPoint slide (this can be added by going up to View and clicking on Ruler).  If you have a lot of text boxes, pictures, or graphs, you might also want to use the Grid and Guides option.  All the tops of the top text boxes and all the bottoms of the bottom text boxes should be aligned so that the border of the poster is consistent around the entire poster.

· Try to keep the spacing between sections equal at least within a column, and keep the spacing between the columns consistent.  The spacing does not have to be large (¾” looks fine), and do not go too large – a space of more than 2” between the columns makes the poster look like there isn’t enough information on it.

· Right and left justifying your font makes the poster look more professional.
