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Greeting the Audience

Good morning/afternoon/evening.
Hello everybody.

It’s very nice to be here.

I’'m very pleased to be here with you.
It's a pleas  cuotngioawsionce  dAY.
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* My name’s John Doe and I'm from XYZ
Ltd. I'm here today to talk to you about

* | am Jane Doe and | represent ABC Co.
I've come here today to explain ......

* | think you all know me. I'd like to talk
to you about.... .-

S
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* I've divided my talk into three parts. | plan to
speak for about fifty minutes. I'll be happy to
answer your questions at the end of my talk.

* My talk will focus on three areas and will take
about thirty minutes. Please feel free to
interrupt me if you have a question.

* In the first part | will look at .....
The second part will deal with ..... Cs
In the final part I'll ...... %‘?
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I'd like to start now by looking at ....
To begin with, I'm going to .....
Moving on now to my next point : .....
Let’s turn now to ......

Could you please look at the screen for a
moment?

I'd like to show you an example of what |
mean.

As I've already said ....
I'll go into this in more detail at a later stage.
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* I'd like to end now by thanking you for
your attention.

* That'’s all | have to say about this
subject for now.
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* I'll be happy to answer your questions
now.

* We have some time for questions and
comments.

* If you have any questions, I'll be

pleased to answer them now. @
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* That’s an interesting comment. Thank
you for that.

* That’s an interesting question. I'll try to
answer.

* I don’t think | can answer that just now
but I'll find out for you.
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How do I start?

‘You could introduce your talk or presentation formally.

Today I'm going to talk about...

1n this presentation, I like to tell you 3 litte bt abo...

‘Altematively, you could grab your audience's attention by starting with a question or a
challenging statement. Use pictures or objects.

S0, how much do you know about. 2

Have you ever asked yourself wh)
What I'm going to tel you about todsy will change the way you think about.
Pass around the picture/object. What do you think it is?

How do I organize the
presentation?

Make it short. Write down the points you want to make, edit them down to, say, four, then
decide which order you are going to make them in.

Introduce each point with an expression from the list below.

The first/key thing to say about.
The main point to make about.
What you really need to know about B
Now let's look at..

Let's tum to/move on to ..

Anather interesting thing to s3y about is
Finally, 149 like to 53y a few words abou...

What do T say?

After introducing the point, add information briefly in two, three, or, at the most, four
sentences. Use markers lie the ones below to construct long, well-balanced sentences.
Anywsy,...; Naturall,..; OF course,...
Despite,...; HOWEVe, ..; Although,...; Wheress.

Consequently, ... ; In adltion,..,; MOTEOVeT,...; Furthermore, ..
Incidentally, .. ; By the way, ... ; Its worth noting that...

How do I finish?

Conclude the presentation by briefly summarizing what you have said, or the points you have
made. You could end by asking for comments or questions.

In condlusion,.. ;To sum up,
50, rEMEMbEr that......J5 all BbO....... _and.
S0, there are three things to remember about _

'Does anybody have any questions?





Useful hyperlinks:

http://speakspeak.com/resources/general-english-vocabulary/presentation-language-phrases
https://www.tolingo.com/sites/en/service/business-english/presentation-phrases
