PRESENTATIONS

Starting the presentation
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	Greeting the audience
Good morning                      Good morning ladies                  Good afternoon

                                              and gentlemen                            everyone

                     I’d like to welcome                    Thank you all for

                     You                                             coming




	Introducing yourself

                                              Let me introduce myself

My name’s …                          I’m … (your name)                 My name is …

And I am from                          of … (company name)            and I am the …

                                                                                                  of


	Stating the purpose of your presentation

I’m here today to                  I’d like to speak                    What I’d like to do

talk about…                          briefly about…                      today is…

                      In my presentation this                       The purpose of my
                      morning, I’ll be … (…ing)                 presentation is …




	Giving a brief outline of your talk

I’ll be talking about … main                                     I have divided my talk

areas                                                                           into … main parts

            Finally …                                                        I’ll begin with

            First of all …

            Secondly …                                                    And then I’ll deal with

            Finally …                                                        After that …

                                                                                    And then I’ll move on to …




	Drawing attention to important points

extremely                  highly                       highly                     totally

important                  significant                dangerous               unacceptable




	Referring to visuals

I’d like you              As you can                If you could            The figures

to have a                 see from …               look at …                in this table show …
look at

I’d like to draw your attention to


	Highlighting advantages and disadvantages

ADVANTAGES                                                                DISADVANTAGES

What are the advantages?                                           There are some disadvantages

I tend to favour … because …                                    The disadvantages are …

The benefit of … is …

Other advantages are …




	Changing to another topic

I’d now like to                          Let’s move on to …         This leads me to my

consider                                                                            next point




	Referring to other parts of the presentation

Referring back:                                                             Referring forwards:

I’d like to go back to a point                                   I’ll come back to this point

I mentioned earlier                                                   in a moment

As I’ve already said                                                 I’ll deal with … later




	Rhetorical questions

What is / was                 How will              How can we            What are the

the reason for this?       this affect …?       explain this?           implications for …?



Finishing the presentation
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	Summarizing

To sum up …                          To summarize the                     At this stage, I’d

                                              main points of my talk …           like to run through



	Concluding
Finally …                      I’d like to conclude by                Thank you for listening

                        I’d like to thank you                  That brings me to the

                        for your attention                       end of my presentation


	Inviting questions

Now, if there are any                If you have any              If there are any

questions, I’ll                           questions, I’d be            questions, I’ll do

be pleased to                             happy to answer            my best to answer

answer them                             them                              them




Greet the 


audience and introduce yourself





State the purpose of your presentation





Give a brief outline of your talk





Conclude, thank audience and invite questions





Summarize





Deal with questions








