Creating Your Showcase Poster Exhibit – Do-It-Yourself Method
Using the PowerPoint Tri-Fold Template

Poster Creation At-a-Glance:
1. Create and organize your poster content. 
2. Create your poster. 
3. Print your poster.
4. Purchase supplies.

5. Assemble your poster.

1.
Create and Organize Your Poster Content 

· Identify best practices/case study main points. Highlight the areas you want your poster to exhibit including project aim, analysis, change ideas, and before and after results.
· Create your poster title and tagline.
2. Create Your Poster Using the Tri-Fold Template 
· Tri-fold PowerPoint Template. To edit: Right-click and choose “Edit Slides” from the menu. The template is formatted to fit onto a 36” x 48” tri-fold display in three separate panels, with a half inch margin around each panel. 
· Select the template/slide that you like best for your poster, and delete the others.
· Use your project documentation such as a 5X5 summary, A3, or other continuous improvement documentation to identify content for your poster.
· Format background and line colors, bullet points, and fonts, and add meaningful graphics or charts to create a unique and interesting poster. Do not reformat the SIZE of the three large existing textboxes within the template. They are sized to fit onto the sections of the tri-fold displays when printed and cut.
· The template is formatted to the size of the finished poster, therefore, if you try to print the slide on 
8.5” x 11” paper, you will need to select “scale to fit paper” on the print screen before sending the document to print.
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If you want to see how big fonts and pictures will appear once printed in poster size, go to the “View” menu, select “Zoom” and switch to 100%.

· At this point, look at the quality of any pictures you’ve added. If the picture is grainy or distorted at 100%, choose a photo with a higher resolution. 
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3. Print or have your poster printed using your organization’s print-shop or external vendor.
For an external vendor:


Check on the vendor’s file requirements (USB drive, CD or upload/email file).
· Ask them to make the finished size of the poster 35” x 45”. We recommend using their SATIN paper (not the glossy). 
· The template is formatted to fit onto a 36” x 48” tri-fold display in three separate panels, with a half inch margin around each panel. 
· Have the vendor or your organization’s staff use a large format cutting table to separate the poster panels. You can also use a yard stick and very careful cutting.

4. Supplies Purchasing & Pricing – “Do-It-Yourself” Method
You can purchase the supplies from several vendors. Here’s the description for ordering purposes.
	
	STAPLES

	Foam Display Board 36” x 48” - WHITE
	Flipside Foam Project Board, 36" x 48", White, Pack of 10 (FLP3004810)



	Foam Display Board 36” x 48” - BLACK
	Flipside Foam Project Board, 36" x 48", Black, Pack of 10 (FLP3050810)



	Spray Mount, Repositionable Adhesive
	Scotch® Spray Mount™ Repositionable Adhesive, 10.25 oz. (6065)


5. Assemble your Poster
Use the Spray Mount to adhere each of the three sections of your poster directly onto your display board. The spray adhesive will not bleed through, stain, or wrinkle the paper like glues might. If overspray gets on the poster, do not use water to remove it; water will remove the printed ink from the glossy surface of the poster. Spray Mount is repositionable but becomes permanent when dry.
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