International Association of Professional Congress Organizers

Poster Presentations at an
International or National Congress

It is recommended that this be read in conjunction with the IAPCO document
Guidelines for the International Scientific Programme Committee

WHAT IS A POSTER PRESENTATION?

Poster presentations are a method of presenting scientific or technical data graphically in a
clear and concise way. They are an alternative to presenting data orally.

WHY ARE POSTER PRESENTATIONS WIDELY USED AT SCIENTIFIC
CONGRESSES?

As time slots for oral abstract presentations are limited, poster presentations enable the
scientific programme committee to accept more abstracts than if all papers were presented
orally. It is important to recognise that poster presentations represent an important part of
any scientific meeting.

WHAT TYPE OF POSTER PRESENTATIONS ARE POSSIBLE?

Hard copy display (traditional) or electronic format (e-posters)

Hard copy display poster

A hard copy display poster graphically shows the work on a large piece of paper (poster),
displayed on a poster board during the congress either for the duration of the event or for a
specified period of time.

E-posters
E-posters (electronic) are poster presentations in an electronic format with two technical
options:

e PDF format (ppt files, flash files) — static
e Database-driven tool — dynamic — with following functions
= Filter function for content
Real-time statistics
May include multimedia content
Control of access rights
Create PDF-Emails
Send comments to authors
Create bookmarks (interaction & convenience functions)
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SET UP OF POSTER EXHIBITION

Careful consideration should be given as to the most suitable format of presentation:

Set-up of hard copy display posters
Area

e Poster boards should be located in a central and easily accessible area of the
congress centre. They can also be combined with a trade exhibition to attract
delegates to both activities.

e It should be kept in mind that there should be a minimum of 3 metres of space
between the poster board walls/rows.

Poster Boards — number

e The scientific programme committee should decide on the maximum number of
abstracts they wish to accept as poster presentations. Posters should ideally remain
in place for the entire congress but may also be displayed only for a certain period
of the congress and then exchanged by the next set of posters. These periods can
last from several days to one day or half a day. The number of poster replacements
(or number of poster sets) influences the possible number of abstracts that can be
accepted as a poster. The congress organiser (PCO) will advise, taking into
consideration any venue limitations, on whether posters could be changed and how
often to accommodate a higher number of accepted abstracts. Posters are
allocated a specific board for the determined length of time.

Poster boards — size/lighting

e The size of the poster varies between 1 metre and 2 metres wide. Depending on
the poster boards, posters can be landscape or portrait generally A1 (594 x 841),
A0 (594 x 1189) or display board size (900 x 900 or 900 x 1800) poster.

e Attention: It is important to provide the poster authors with the dimensions of the
useable space, not the poster board measurements)

e Consideration should be given to any extra lighting required.

Poster/poster boards — numbering

e The posters should be grouped by topic. Each board should bear the identifying
consecutive number of the respective poster so that posters can be easily located.
This number (poster number) is decided upon the allocation of abstracts to the
poster exhibition. It can give indications about the abstract category, presentation
day, etc.

Examples:

e P/BUR7 (P= Poster, BUR = Category “Burns”, 7 = 7th Poster within this
Category)

e P/FRI/10 (P=Poster, FRI = displayed from Friday, 10th Poster)

e P-A-12-3 (P=Poster, A=set up during the first days of the congress,
12=Category 12, 3=3rd Poster within this Category)
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Poster exhibition — set up

e The congress organiser (PCO) should provide appropriate adhesive materials to
enable the author to mount his poster neatly and easily (pins, fixers, velcro etc).
Small steps should also be made available. Rubbish disposal areas and scissors
are essential. A map/floor plan to locate each poster when mounting should be
available.

Poster exhibition — presentation times

e The presenter should be instructed to stand by his board at pre-selected times and
care should be taken to set aside sufficient time for delegates to view posters. It is
advisable for time also to be allocated for posters to be discussed either in
workshop sessions by topic, or reviewed in plenary sessions.

e Consideration can be given to specific “walk-rounds” under guidance of an
appointed chair, to select and discuss specific posters at a given time as identified
in the programme. In this instance, some form of (portable) sound system/pa might
need to be considered.

Set-up of E-posters
Area

e Terminals should be located at strategic locations, especially in areas of the trade
exhibition to attract delegates to both activities. Consideration should be given to
screen size and quantity depending upon individual or group viewing.

Terminals — number

e There are almost no limitations on the maximum number of abstracts that can be
presented as electronic poster presentations, however the exact electronic format
should be agreed upon by the scientific programme committee.

e As for the number of terminals the congress organiser (PCO) will advise on the best
method of e-poster presentation, taking into account the space available, either
within or outside of the trade exhibition, and the budget available. Having confirmed
the format of e-posters, the congress organiser (PCO) will advise on layout and
cost.

Terminals — set up

e E-Posters terminals can be freely configured to host keyboard, mouse, regular
screens or touch screens and can be set up as a communication centre including
tools such as chat functions, the possibility to contact poster authors via email, etc.

e Clear instructions as to the use of the terminals must be provided.

e Technical assistance should be available in the event of malfunction and also for
guidance.
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E-Poster — presentations

Unattended Loop Presentation in theatre format

e A small room containing an appropriate number of seats (according to the size of
the event) should be provided. Careful planning of aisles and gangways is essential
as there is a continuous movement of people.

e The appropriate equipment (screen, projector etc.) should be ordered and technical
assistance available

e E-posters should be installed into a continuous loop format. These should be
divided by sessions into subjects and incorporated into the programme.

e The e-posters will run continuously throughout the session, a specific time allocated
to each poster before, automatically, moving on to the next.

e Clear instructions as to the session timings should be available outside the room.

e The audience is free to wander in and out of the session; there is no chair or author
present.

Open forum stage presentations

e An open area, potentially within the trade exhibition, should be set aside, containing
chairs and a top table. The top table should house the chair of the session and the
appropriate e-poster author.

e The appropriate equipment should be ordered and technical assistance available.

e The e-poster is displayed, questions from the floor are directed to the author,
facilitated by the chair of the session. An allocated time, for example, 2-minutes, is
scheduled for each author/presentation.

e The presentations should be divided by sessions into subjects and incorporated into
the programme.

e Clear instructions and signage as to the session timings should be available at the
open area.

CONSIDERATIONS
Hard Copy Display Poster

Large floor space requirements & associated costs

Rent of poster boards, possibly with lighting

Need for staff to man the area and need for fixing materials
Waste management

No-show issues (empty poster boards)

Interaction / networking & group viewing

Recognition among peers (social esteem)

Electronic Poster

Technology requirements (hard and software)

Posters can be viewed before and after the congress

More possibilities of displaying data (videos, etc.)

Scientific content is stored — long-term archiving

Standardization of presentation format

Allows last-minute changes

New sponsorship opportunity

Better control of registration with better forecast on potential no-shows.
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POSTER PREPARATION

The preparation measures of both formats are similar with the exception that for e-posters
there is eventually access to online poster creation systems.

When being notified about the acceptance of their poster, poster authors should receive
preparation and set up guidelines. Clear instructions must be provided by the congress
organiser (PCO).

It is recommended to include that
e the presentation of the poster is subject to congress registration, in order to push
registration.
e access to all poster presentations is limited to registered participants of the
congress only. The organiser(s) can not accept any liability for the passing on of
login data, or forwarding of posters to 3rd parties.

Hard Copy Display Poster

Advice should be given to the author on the best size and format of the material to be
displayed and what it should contain. This can be in the form of text, photographs, graphs,
drawings, etc. The abstract title and names of authors and co-authors must be included.
Minimum required information:

e Poster number

e Times of set-up and dismantling

e Size of poster

Electronic Poster

Authors have to be informed about how and until when (deadlines!) they are expected to
submit their electronic poster.

If there is no online submission system, the PCO has to provide the required format (e.g.
PDF-file), maximum file size and limitations concerning the content (can pictures and tables
be included, required structure of the content, etc.)

In case an online submission system has been set up, authors have to receive the
following information:

Link to the submission system

Login information plus login guidelines (case sensitive, ...)

Submission deadline

System requirements

Contact details for technical support

It is recommended to include the following agreements into the poster submission system:
e The organiser is permitted to process, present and publish the poster/electronic
poster during and after the congress.
e The poster author agrees that all authors are aware that their names appear in the
presentation.

Reference Guidelines
All IAPCO documents and guidelines can be obtained from IAPCO or from the IAPCO
website to assist in the planning of your event.
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