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 Vocabulary Builder 



Presentations 



First few words 
Welcome everyone warmly. 

Thank the organizers. 

Maje a reference to here and now to relax 

the audience and show your human 

side. 



First few words 
Good morning everyone and thanks for 

coming. I´m very happy to be here. It´s 

always a pleasure to visit. 

And say something nice about the place 

where you are. 

 



First few words 
I hope that after the coffee break no-one 

will fall asleep during my presentation! 

Before I begin, I´d like to thank the 

organizers for inviting me here today. 

Can everybody see the screen? 

Can you here me at the back of the 

room? 



Presentations 
Can you practise 

starting a 

presentation? 

[1] 



Questions? 
The audience need to know whether 

they should ask questions during or 

after the presentation. 

My presentation this morning will take 

around 20 minutes, and that will leave 

plenty of time for questions at the end. 



Presentation areas 
And it might be helpful to mention the 

different areas you will cover. 

I´ve divided my presentation into three 

parts. First I´ll give you an overview 

of… Then I´ll look at… And finally I´ll 

talk in a little more detail about… 



Starting the presentation 
Start with something to get attention: 

A question 

A visual, surprising statistic 

A story 

A quote, etc. 



Starting the presentation 
The title of my presentation is… Why 

did I choose the title? Because… 

Today I´m going to talk about… This is 

an issue that affects us all. 

Také a look at this picture. What does it 

tell you about? 

Somebody once said that… 



Developing a point 
To give you some background, let me 

explain… 

I´d like to stress one very important 

point. 

To give you an example of what I 

mean… 



Rhetorical questions 
A rhetorical question is one that you 

answer yourself. 

It is a way to get the interest of the 
audience. 

So what´s the problem? The problem 
is… 

So what´s the solution? The solution 
is… 



Rhetorical questions 
So what should we do? My answer is 

simple. We should… 

What exactly is Critical Path Analysis? 

CPA is… 



Changing the subject 
Signal clearly to the audience where one 

subject ends and the next one begins: 

I´d like to move on to my next point. 

That brings me to my next point, which 

is… 

OK, that´s all I want to say about… 



Referring to visuals 
Make sure any graph, chart, diagram or 

table is clearly labelled. 

Give the audience a few moments to 

study it. 

Then start talking about the details. 

Use referring phrases. 



Referring to visuals 
Have a look at 

this next slide. 

As you can see, 

… 

[2] 



Finishing 
It is common to end with a 

review/summary: 

OK, just before I finish, let me go over 

the main points again. 

So, to sum up/summarize, … 

That brings me to the end of my 

presentation. 



Finishing 
Thank you very much for listening and I 

hope you found it interesting/useful. 

Thank you for paying me attention. 

And now feel free to ask me questions. 

Are there any questions? 



Task 1 
Complete the phrases with these 

prepositions: up, at, of, on, for, back 

Good morning and thanks …..coming. 

Can you hear me…the end…the room? 

I´d like to move…to my next point. 

So, to sum…, our values are these. 

Going…to what I was saying before. 
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