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ENGLISH FOR PRESENTATIONS




Getting started

-Welcome audience
Introduce yourself
.Say what the topic 1s

.Explain why audience will be interested




Welcoming the audience

.Good morning/afternoon, ladies and gentlemen
.Hello/Hi, everyone
JFirst of all, let me thank you all for coming here today

J’m happy/delighted that so many of you could make it
today




Introducing yourself

Let me introduce myself, I'm ... from...
.For those of you who don’t know me
.As you probably know, I'm...

J’m head of logistics here at ...




Saying what your topic 1s

.As you can see on the screen, our topic today is...
.The subject of my presentation is...

.I'd like to talk about...

.I'm here to tell you about...

.My presentation 1s about...
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Explaining why your topic is
relevant for your audience /
engaging

.My topic 1s particularly relevant for those of
you/us who...

.Today’s topic 1s of particular interest to those
of you/us who...

.By the end of this talk you will be familiar
with. ..

.I’d be happy 1f my presentation offered you a
valuable 1nsight on...




Formal / Informal

.Good afternoon / Hi, everyone

.Today I would like to / Today I'm going to talk about
.Let me just start by introducing myself. My name 1s / As you know I’'m
It’s a pleasure to welcome you today / It’s good to see you all here
.In my presentation I would like to report on / What I want to do today is

.The topic of today’s presentation is / in this talk I’1l tell you about

I suggest that we begin now / OK, let’s get started

.I’m aware that you all have pretty tight schedules / I know you are all
very busy




Organization - timing

.my presentation will take about 20 minutes

.1t should take about 30 minutes to cover these 1ssues




Handouts

.Does everybody have a handout / report / scheme?
Please take one, and pass them on

.Don’t worry about taking notes, I've put all the
important statistics on a handout for you

JI’1l be handing out copies of the PowerPoint slides at
the end of my talk

-You are going to get a presentation summary via email




Questions

.There will be time for questions at the end of the
presentation

If you have any questions, feel free to interrupt me at
anytime

Feel free to ask questions at anytime during my talk
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Openings / getting audience’s %

attention

.Is market research important for brand development? /
Do we really need quality assurance?

.According to an article I read recently, the corona
virus will lead to a crisis of both offer and demand /

Did you know that fast food consumption has increased
by 600% in Europe since 20027

-Suppose you want to set up a call center. How would
you go about 1t? What would be your first step? (collect
feedback, consider team work or pair work)
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Signposting phrases

.In this part I’d like to tell you about / We are about to
examine an interesting graph

.This leads directly to the next part of my talk / before I
move on to the next point / this brings us directly to my
point, which 1s price

.This brings me to the conclusion of my second point:...

.As I mentioned before,... / As I said earlier,... / let’s go
back for a moment to...

JI’d like to sum up the main passages / Let me briefly
summarize what I’ve said so far




Saying numbers

.2m — two million

.1.6bn — one point six billion

.1/3, % — one-third, three-quarters

.235m?2 - Two hundred and thirty-five square meters
.98% - ninety-eight per cent

.$150,000 — one hundred and fifty thousand dollars




Approximating numbers

90,083

14.8%

£1.98m

$3.97

389 sqm
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(90,083) — We sold a little more than
/ just over 90,000 app subscriptions

.14.8% — nearly / around 15% of
customers expressed mild criticism

£1.98m — We will be spending
approximately / roughly 2m pounds on
this technology

.$3.97 — it will cost a little less / just
about 4 dollars per item

.389m2 — the new office i1s about /
almost four hundred square meters
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Introducing sensitive topics

.I think we first need to identify the problem
.Of course we’ll need to clarify a few points before we sta
-We will have to deal with a scenario of inflated prices

.The question 1s: why don’t we tackle the distribution proble
JIf we don’t solve this problem now, we’ll get into trouble so

-We should take care of the logistics by implementing the
transport sector




Emphasizing important points

1’d like to stress / draw your attention to the
following table

-What is really important to know beforchand, is how
much we are prepared to invest

.S0, where do we go from here?

It would be completely wrong to change our strategy
at this point




Visual tools

Fervorite Type of Movie

me

i3
Comedy Aciion Bomanoe Dromnme  Soil

fral r e} E




Explaining a visual: commenting a graph

.Decline, fall, go down, slump, B
plunge, decrease, drop

.Fluctuate, stabilize, remain

stable, stay the same R

JIncrease, rise, pick up, rocket,
climb, double, expand, reach a

high
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Talking about trends (past
simple & present perfect)

.The number of tourists has risen to 2.6 million
.The oil industry raised prices last year
.Our export business almost doubled between May and July

.The Chinese economy has grown rapidly over the past few
months

.The number of investors has declined since 1998 (ongoing
trend)

.01l costs have fallen steadily since January

.Between January and March the orders have been fluctuating




Language focus

.Present Perfect tenses

.Conditional sentences




present perfect and past simple
present perfect simple: have/ has + past participle {worked, sean, etc.}

| past experieices 1421
1 Teeem 1o Loosilon, Bair | havien s Beem po Osfoml.
H.u—!.mu.'l. e lome voir ceedic cand ®
Sully has never mwer Bill's ecwiie

I reconl past actions

1w cat iy fsger!

i lgie” S0t aram has |uasi Tedi!

with vet and adready (for cmphasis)

I"vealready seen this Blm twice, Can't we warsh another o
"'.'l:r biruilicr lkasa't foaned @ e 'F.||n|.'|- e aeall ||'|l|'r|-'||l|_l.
Have yis Tiinhsbisd ynie lrigiewinek :.n.-li' i, PHL Y e

I We use the present perfect for past experivnces, when we don't say exacily
whon they happemed,
= We often use ever amd sever when we ask or talk about past
experiences. They go before the mainverl
2 We use the present perfect for recent past actions, often with i
» fant pives before the main verb.
A We also mse the presenr perfect wich vel and miready,
» jiremty bs vsed in 3 senremoes and goes before the main verls
= veris used wish [Z)sentences and [F1 b goes g the eod of the phrase.
* For brregular past participles see Irregular verbs p 65,

past simple {(worked, stopped, want, had, atc))

|:|||.':¢' Bl ana remd lasi avar ;1.1 430
What vinse did you wake wp this morning?
| didm’e Bave time oo domy homework

® Llee rhe frasa ".il1l.1'|||,' iof Nimished pasr actions
(e wie say, ask,or know when they happemed).

prasant perfect of past simple?

My beom g Nadrid swive 3 o -“'3
{= ki r|.-|_|.'|.il'|_I LT TURT TR

| sicemn plieee b 1R Gl 3003

|= il P specl fic siccaslions]

I'we hﬂugh: FE TR TR

(= Lilvn't say exactly when, where, ere)

| hnu!hr itlasr Sacurdav. |= | sav whin)

# Llse e ] I-u,-r&-.'l [ MOT the s shinple)
i talk alisi st experenies ard recent past
scnions when we don't specify a cime.

s |leerhe fraise llnrpluHI:':il the present perfect)
to1 ask or rzlk alour Mnished actione in the past,
when the time i mentioned or pnderstoosd,
We nften use a past fime expression, o.g. vesterday,
[inaf week, etc.




g Complete the mini dislopues with
the present perfect form of the vesh
in brackess and an adverb from the lst.
Y can e chie adverhs more than once.

ghaaldy eses Sl oEver  pet

(]

i

A Why are vousmiling?
B v s fomonad a €50 noee! (i

A vl a flight ciline? (Book)

B Yes, of course, ve done i loads of rimes,
A When are you going o buy a meeorbike®

b Right or wrong? Tick o or cross Xehe
senrences. Correct che WIOnE Lentences.

I've mever Isen in debr. &

Hiwi misich las vimir new catmeri cost® X
How meuch did worer mew comera cose?

| Drcam has josr inhericed €5,0000 froum a
relanive,

2 Did vonsr siseer pay vonl back ver?
3 Wi booked our holiday ontine a monigh age
4 When have vom bowgha that leacher jacket?

B Sanii sy €1 AMHL jeEie) e O
A L the ebectricity Hil ¥ () 5 They've finished paying back rhe boan lass
/ 1 i r ' L
A — 5 : rmonith
[ 1] ”‘ill,l-n-rr_l. | {Ilrulll
A YOT parents v money® [l | B W haven's paid the gas 6l ver,

B s, b | il i Back assoom as | conld,
A How dows cBay work?

B Ldon's know. | W {uiwc] B P'misure | haven't borrowed any money
A Whar are vou celebraring? froiim vami last week
' B . i |
: :-'I;-I!r Baaawin's yuni gl aiy iaoney® st U Dapent iy subary really quickly List monl
Ll m salary. I bougha a new tabled 10 Hiave you seen the Bagan filmoon T
|.|'f|| 11.1|-|.'||.. |1|_'||'|'|.|.|1 '||.'!-I|.'I'|:|.'I!.'§'
A Would you like a colfee? o« .16

B Mo thunks |

M s ever wiisledl g B o sy ismn
samething?

faie | lave)




present perfect + for/ since, presant perfect contmuous
prasant perfect + far/ shce

| lam "ve lenemen e ach oiBeer [oreen vears &7

lulichas had o b since sle s e a1 uiiiversiny
A o bong have von workes] benes

15 Simae 19

A M Romg i vorut iroilies hail his ssotords e
B FFoir absest o vicar

* WU e et et Paeriec] o Jorair Sece W 0h MDD =R in virhs [ H Y
ki, kb, e, | 8o Ll alvine sooiet lisg which stanted in the past and is
wtilll b o,

T e kwoum pack arkor o ere e, (= thiey ooy ven vears agivand chey
S ks o oheer 1oy |

¢ W e o fonag 7+ peresetnd perioet b ask bt asunfinished periml
af cimae |Freses the pase uncil mise)

* Weiise foF & period of Lime, e for miv eeeki, of sinoe + O poiet of time,
£ dbie |90,

o | Roen' s che prresent simple wiik for | sinee, BT They baose machestler
e g Dt

present perfect contrwcum: have / fas been 4 verh + -ing
‘LA

I i beng Rave vou been lexrmimg English®

ick has heen warking here sinee .'||||r||

Uhey"ve Been going out logei®er o abinul iliree vears,
3 Winir eviss are reil. Have ywm been erving?

o v been ourting nwans

== - A_ 1Ll

[ B

Fue || hawa|
Yo e [V hw] tann warking e
Hee /G /o' (HE has!
Wl [V ) for bwo yesrs,
Ty v | Thery havel
| hatdiai L | hdtéim naoli
yen, hawan't
bdan wekingg hiv o
e ! S 1 hasn't
W hayest ﬂ;ﬂ'ﬂ.ﬂ
Tl Falii 'L
Have you been working  ver, i,
Jherwfortwoyears?  (here. ihaves't.
Has =ro bean YEl, o,
here for Twa years? shohas  she hasn't

Wo use the presemr perfecs comeinuinig with tor

anil sivee wirh agrlom verbs @ g. lrors, work, o

cie b e Rk alvriin actioms whikch stagredl i 1B st

and are siall Erue o

* [Con’s use the presear conrinmms wich for |
RO, METT fomm et e for fer e

W can alw use the present porfeut Ccomdinunus feor

vermimu g o repeareil sereea whach have bwin

baappenimg very recenchy | The aovioees have usually

sl [inielicah

j.:' eyl @ Tiva
Viiork wred L arm offen uses in sl er presect
perfect ampls or present perfect comtinuous
with the samp meanicg.

Fiak e hivg anoe 15810
v bamn fiving here sincp 1600




a Correce the mistakes. b Make sentences with the present perfece simple or
present perfect oontinuous (and for | soce if necessiary),

Hurey is unempbived sinee Llast vear, L 3 I :
Lse the [resent |1|;.-rh:-r|: comtinucs if pm'-ilh'l;'.

Hurr_'l.'nl.l.uu e mu'.lulul': |_1.'|."|1' sinee dired Yiar,
1/ woirk for a chariry | eighr vears
Py biseay wasrkidng fier a chariey for eighe yedrs

Wietve head ovr mew Flar sinee sis months.

Hi Jackse! How' are you® | dom't see vl for ages!
wi [ know cach other | we were chillren

the chiblcrem | |1L:.:|.'n|-=rn|'||u'e-:r gamics | pan s

1
T
Emily leas Been a volunnees for ren years ago, *
3 wouie sksner [ huve chan hadesevle | a biong thine?
4
g

i

1

A& Hiovw bsng are voul knaecimg your hashand ¢

&

5 Pauldoesn't eat anything since vesterday becanse he's ill.

6 Tt haen't rained sinee rwo asmnrha Iy limve her i the firsz |.'|u:|' LLLER I I

7 How koeng has your parents been martied? iy inmerner conmecrion | nt waork [ vesterday
B They e having their dog since they goe maressl, b how bong | vou | wait?
| haven's had any emalls from my brorher for L 7 1{ heateacher [ three years

Chiristmas A i snow | Five o'clock this morming

My grandisiother Hves b the sanwe hoase all lier lire. 0 Sain | et sty erongh | recetidly

10 v | live in London [a long sime?




Trends (adjective and adverbs)

.There was a sudden increase in prices
-We noticed a moderate fall in August
.This was followed by a gradual decline
-We can’t help but noticing a dramatic fall

.Sales increased slightly in November

-Over the past few years the number has dropped significantly

.Last month the sales went up sharply

.This rocketing sales scenario explains well the investors’ excitement




Introducing options & suggestions

Jf we speed up the registration process, we’ll be able
to get more people on board

Jt would be great if we had more resources to allocate
to the marketing department... maybe in the near
future there’s going to be a margin for that




first and second conditionals
farst canditional

I 15T have time, I'Il write my CV woaight ‘451

If yisu don's work hard, you won't get promoted.

I 1fhe does well at school, e can go jo a good universary.
| miight (may) go back 1o 1:-:|-IJ=E,|: if lean't fimd  job.
1f yous apply for that jols, you must prepare an
up-to-date CV,
H they Fail their exams, they should take them again.

3 Ifyou ge an ineerview, think carefully about what to wear.

W mse rhe first comdisional po talk aboit a possible fusure

situation afid WS comsequence.

| The firee conditional normally uses i + present simple,
will | wou't + infinitive.

2 We can also wse vther modal verbs inmead of will, e.g. cam,
midghe, may, must, or should

1 We can also se an imperative nstesd of will,

P Linless

We can uas pnless nstead of if. nat in conditicnal
sentences.

| won't come uniess you comu o, §= | won't come if you

don’t come Lo

second conditional

I 151 had more money. | wosldn's need even g work. (20461
If they offered you a part-time job, woald you accep it?

2 I might meet more people il ] Hved b o ball of residence.
Youi conld apply for a scholarship if you god a place to
study in the US.

3 If he was {were) bere, he'd know what tado.

I'd take it back to the shop if | were you.

We sise the second coadirional to talk ahout a hypotheial or

imaginary situation, or ote that we don 1ehink is a possibilicy.

1 The second eonditional normally uess if « past simple,
waiild | wouldnT + infinirive.

2 W can use might or could instead of wosdd.

3 When we use beinthe if clause, we can use was or wene after
I T he | shae | b
However, in the phrase i T were yoi, which s often used 1o
ive advice, anly werr is used. NOT iffweryow

O First or secand conditional
The condtional we use depencs on how likely the
condition s Compare:

I ! harve miane time, Nl oo & [Fthink it's a real possibility
that Ml have time)

If | had more tme, I'd do it (| thirk it's unlikely or
impossible that 1l have mare Bme)




-.-“
n |.£::|I:|-;:} the correct form.

11 po to university, ' swdy ,EE_:H-%CHEHIEHHI*.

I shee hasl lier own car, she dosen't | vwouldo’t need o
harrow yours,

[T hed | Laave a good degree, I'll get a bedter jols

You waoaldn't always e late for wock B you ger [ ot an
warlier bus.

We can't belp you nnless you tefl | tolf us what the
problem is.

I you fiusa | foeend vour phone, you can seol mea iext later
Yoo lf | Youw'll ssve time f you did yoor shopping online.
| wan't | wowldn's go there winless | really lad i,
They'd enjoy life more if they didw't | don’t study all

the tirme.

IF yous can't | couldn't firsd the strect, just give me a ring.
If [ enrmed | e mniore, | oonld afford to go oo an

canic holiday,

b Complete the sentences wich thie verhs i brackers,

T wolan 't want to do rescarnch i01 dida't enjoy working

On Iy oW, (not wang)

f1__ T LAy ar I.II'Ih'-l:r'liI}'. I

probably do a PhD or o master's degree. (dec de)

I yous i’y spensd 50 much on clothes, you

e T puw ey all the rime.

not have goj

| think nyy sieres and ber boyfriend

soan, if they can aflford o pay for the wedding.

ipee married)

I ] bisve timie over the sammer, |

for an internship. (apply)

I think Andy might get a scholarship il he
o working hard. (keep)

Wwe a bigger house, we could rent

a couple of rooms to students. {Iniy)

1 |hiH||1rd‘:ll_j-|::_n' iy jols myore i 1

awlul colleagues. (no luave)

anch

It getajob, Lwon' retake my
exams. (can)
My tutor says | miast artend all the seminars oF |

o Fail, (et weani)

I'd get more job offersifl
betzer qualified. {be)
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Usetul phrases to sum up...

I’1l just run through the three different options
-We’d suggest...

.Now I’d be happy to answer any questions you
may have

-We’d therefore recommend that we...

.Before I stop, let me point out the two key-concepts
we should really bear in mind

-Well, this brings me to the end of my presentation




Using your voice (and non verbal
language) effectively

.We all know that this 1s an extremely difficult market
(it’s more than just difficult)

.We all know that this is an extremely difficult market
(you and I agree on this)

-We all know that this 1s an extremely difficult market
(but they don’t)
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Let’s try to read these examples! "

.I"d like us to work out a strategy (1 — just us
and nobody else, 2 — a plan 1s important)

.This 1s not the only option (1 — there might be
others, 2 — I have a better one)

.Sales this month have been quite good (1 — but
not brilliant, 2 — we are happy)

.There hasn’t been a dramatic increase 1n
production costs ( 1 — but there has been an
increase, 2 — the increase was in staff costs)




conclusions

Keep it simple
.don’t overload your slides
.don’t read, interact

.Get to 2, 3 main points

.Sum up to help memorization and highlight key
concepts




Seguici sui social

n /portafuturolazio




Le slide possono essere richieste inviando una email a info@portafuturolazio.it

Grazie per I'attenzione
www.portafuturolazio.it
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