Presentation Basics
The Big Rule: Tell them what you're going to tell them. Tell them. Tell them what you told
them.
In other words, your presentation should have three parts: an introduction, body, and
conclusion.    Let's look at these three parts and see what you should include in each.
The Introduction
The purpose of the introduction is not only to introduce your topic, but also to interest your audience in the topic.
1 Grab the audience's attention by somehow involving them in your topic. You can do this by asking a question, offering an interesting fact, using a quotation or telling a short story.   (The question "How many people here have a home computer?" is a lot more interesting than "Today I'm going to tell you about the Internet.")
2. You should preview the content of your presentation by offering a brief outline of what you will be discussing. You may also want to include why you choose this topic to present on.
welcome your audience
introduce your subject
outline the structure of your presentation
give instructions about questions
The Body
The body of your presentation should support your introduction by offering facts, opinions, and reasons to support your topic   It should contain at least three ideas with supporting details to illustrate your point.
The body is the 'real' presentation. If the introduction was well prepared and delivered, you will now be 'in control'. You will be relaxed and confident.
The body should be well structured, divided up logically, with plenty of carefully spaced visuals Remember these key points while delivering the body of your presentation:
· do not hurry
· be enthusiastic
· give time on visuals
· maintain eye contact
· modulate your voice
· look friendly
· keep to your structure
· use your notes
· signpost throughout
· remain polite when dealing with difficult questions
Conclusion
The conclusion should restate the main points without giving examples. Think of it as a brief summary which emphasizes what you want the audience to remember. You can finish with a recommendation, a personal thought, an observation, or a question.  Your closing statement (the last statement) should pull your presentation together.
Use the conclusion to:
1. Sum up
2. (Give recommendations if appropriate)
3. Thank your audience
4. Invite questions
The Big Rule: Tell them what you're going to tell them. Tell them. Tell them what you told them.
Oral Presentations: Do's & Don'ts
1. Be organized! The more organized and focused your presentation is, the more relaxed you'll feel.
2. Breathe! (It helps you relax.)
3. Don't try to cover too much material. Remember you only have 3-5 minutes.
4. Do speak clearly, slowly and at an appropriate level for your audience.
5. Use vocabulary that is appropriate for your audience.   If you use new vocabulary, make sure you explain it and write it on the board.
6. Do make eye contact with all members of your audience
7. Do move around.
8. Do use hand gestures.
9. Do allow the audience to ask questions at the end of your presentation.
10.
Don't read your presentation. You can use short notes, but reading a presentation is
unnatural; also, it makes it very difficult for your audience to follow.
11  Do practice your presentation with a partner or in front of the mirror 12. Do remember to thank your audience (and introduce the next speaker)
Conclusion: A Checklist for your Presentation
You owe your audience and yourself a good presentation, but creating an effective presentation takes planning and practice, so some final pointers
Start preparing early; don't wait until the last few days to prepare
· prepare it early, let it rest a little bit and come back to it
· practice your entire presentation-including your slides
· if you can practice it before a group of colleagues or friends
Think about Your Audience:
· who are they and why are they here;
· what are their interests;
· what do they know; what do they want to know; what is a worthwhile investment in their time
Be clear about your purpose:
· are you informing or persuading;
· tell them what you are going to do, tell them, tell them what you told them,
· what do you want the audience to know, feel, or believe afterwards
Use an Effective Introduction:
· orient the audience; explain why it is important; set the tone,
· establish a relationship between the speaker and the audience; establish credibility;
· avoid weak introductions such as apologies, jokes, rhetorical questions
Organize your presentation clearly and simply:
· Prioritize topics and allocate time accordingly
· stick to only 3-5 main points;
· have a well thought pattern (examples are problem/solution, chronological, cause and effect, topical); use transitions to move smoothly from one point to the next
Use supporting materials to flesh out main points
· Use examples, statistics, expert opinions, anecdotes Compose for the Ear, not for the Eye:
· use simple words, simple sentences, markers, repetition, images, personal language ("You" and "I")
Create an Effective Conclusion:
· summarize, set final image, provide closure; don't trail off, don't use trite phrases
· don't just present data or summarized results and leave the audience to draw its own conclusions
•
you have had much more time to work with your information than your audience; share your
insight and understanding and tell them what you've concluded from your work
Sound spontaneous, conversational, enthusiastic-
· use key phrases in your notes so you don't have to read, use the overhead instead of notes;
· vary volume, don't be afraid of silence, don't use fillers like "um"...
· Practice, Practice, Practice
Use Body Language Effectively: relaxed gestures, eye contact; don't play with a pen or pointer,
•
don't block visual aids
Use Visual Aids to Enhance the Message
•
you will probably need to use overhead transparancies in your presentation but to be effective,
they must be designed and used properly
· use visuals to reinforce and clarify, not overwhelm;
· keep visual aids uncluttered; use titles to guide the audience
· if you use tapes or disks, make sure the equipment is compatible
Analyze the Environment:
· check out size of room, placement of chairs, time of day, temperature, distractions
· check out AV equipment ahead of time; have a spare bulb
Cope with Stage Fright by Remembering: it's normal; it can be helpful, everyone feels it
The Language of Presentations
Introduction
(Good morning, afternoon, evening) It's a pleasure to be with you today
I'm happy to be here.
I'm glad to have this opportunity to . . .
It's an honour to have the opportunity to address such a distinguished audience
Today, I'd like to talk (to you) about. . .
My topic today is . . .
The focus of my remarks is . . .
I'd like to share some thoughts on (topic)
Welcome to Standard Electronics. I know, I've met some of you, but just for the benefit of those
I haven't, my name's ...
I'm in charge of...
Preparing the audience and introducing the subject
Today, I will be talking about...
First, I will talk about...
Then, I will move on to...
Finally, I will deal with ...
If you do not mind, leave the questions to the end
Let me start by . . .
First, let me tell you about.   .
I've divided my topic into (three) parts: (They are . . .)
I'd like to start by...
Let's begin by...
First of all, I'll...
Starting with...
I'll begin by...
I am going to talk today about...
The purpose of my presentation is to introduce our new range of...
I'm going       to present the recent...
explain our position on...
brief you on...
inform you about...
describe... The subject (focus, topic) of my talk (presentation, academic paper, speech)... I'm here today to review...
Reference to the audience
I can see many of you are...
I know you've all traveled a long way.
You all look as though you've heard this before.
Purpose/Objective
We are here today to decide (agree, learn about)...
The purpose of this talk is to update you on (put you in the picture about, give you the
background to...)
This talk is designed to act as a springboard for discussion (to start as a ball rolling).
-/
Length
Flltake ... minutes of your time.
1 plan to be brief.
This should only last ... minutes.
Main parts
I've divided my presentation into ... parts/sections. They are... The subject can be looked at under the following headings... We can break this area down into the following fields:
Firstly... secondly.. .thirdly... lastly...
First of all...then...next...after that.finally...
Thirdly...and then welcome to...
Finally/lastly/last of all So what I intend to do is to break down this presentation into three parts: first..., second and finally...
Finishing one subject-Well, I've told you about... That's all I have to say about... We've looked at.. So much for... That covers...
...and starting another
Now we'll move on to... Now we come to... Let me turn now to... Next... Turning to... I'd like now to discuss... Let's look now at... That brings us to... Let's leave that... Let's get back to...
Ordering
Firstly.. .secondly.. .thirdly.. .lastly...
First of all...then...next.after that...finally...
To start with...later...to finish up...
To start with I'll describe the progress made this year. Then I'll mention some of the problems
we've encountered and how we overcame them. After that I'll consider the possibilities for
further growth next year. Finally, I'll summarize ray presentation (before concluding with some
recommendations).
Thirdly...and then welcome to...
Finally/lastly/last of all
Let's start with
Analysing a point and giving recommendations
Where does that lead us? Let's consider this in more detail... What does this mean for ABC7 Translated into real terms...
Delivering the message
Let's start with the background (or rationale) As you probably know... I must emphasize ..
Referring to visuals
If you look at the graph
Please draw your attention to the chart...
To digress for a little
Back to my earlier point.. Right, Let's now move on to Finally, I would like By the way In passinf.
Giving examples
For example,
For instance.
Let me illustrate.
To illustrate,
A good example of this is...
As an illustration,...
To give you an example,...
To illustrate this point...
Such as
Generalizing
Usually, generally, as a rule
Contrasting
But, however
Comparing
Similarly, in the same way
Contradicting
In fact, actually
Highlighting
In particular, especially
Giving reasons/ causes
Therefore, so, as a result, that's why
Dealing with questions
We'll be examining this point in more detail later on...
I'd like to deal with this question later, if I may...
I'll come back to this question later in my talk...
Perhaps you'd like to raise this point at the end...
I won't comment on this now...
Do feel free to interrupt me if you have any questions.
I'll try to answer all of your questions after the presentation.
I plan to keep some time for questions after the presentation.
Please interrupt me if there's something which needs clarifying. Otherwise, there'll be time for
discussion at the end.
I should also say there'll be an opportunity to discuss issues at greater length after my talk.
So, let's throw it open to questions.
Can we talk about that on another occasion?
I'm afraid, that's not my field.
I don't have the figures with me.
That's interesting, but I prefer not to answer that today.
Does that answer your question9
Is that clear?
May we go on?
Summarising and concluding
In conclusion,
To conclude,
To summarize,
To sum up.
Before concluding, I would like to summarize the main points again..
Well, this is all for today
Any questions?
I'll be happy to answer them.
That's all I had to say.
Thank you very much for listening
Right, let's sum up, shall we9
I'd like now to recap...
Let's summarise briefly what we've looked at...
Finally, let me remind you of some of the issues we've covered...
If I can just sum up the main points...
Now, to sum up...
So let me summarise/recap what I've said.
Finally, may I remind you of some of the main points we've considered.
I'll briefly summarize the main issues.
Let me just run over the key points again.
Signalling the end
That brings me to the end of my presentation. That completely presentation. Before I stop/finish, let me just say... That covers all I wanted to say today.
Giving recommendations
In conclusion, my recommendations are...
I therefore suggest/propose/recommend the following strategy
So, I would suggest that we...
In my opinion, the only way forward is...
Thanking your audience
Many thanks for your attention.
May I thank you all for being such an attentive audience.
Thank you for your attention (for listening)
Inviting questions
Now I'll try to answer any questions you may have. Can I answer any questions? Are there any questions? Do you have any questions? Are there any final questions?
Greeting

Good morning, ladies and gentlemen
Welcome
Welcome to my presentation.
Topic
The topic of my presentation is
Aim

Th aim of  my presentation today is...
Points

The main points I will be talking about are, firstly.
Questions
1st Point

Firstly I'd like to talk about...
Importance 

This is an important point because...
Visual Aid

I'd like to illustrate this by showing you this graphic
Signpost

That's all for my first topic
Conclusion

I'd now like to conclude by summing up and making recommendations
Purpose

The purpose of this presentation was to
Summary

The main points I talked about were.
Recommend
Therefore I recommend   .
Questions7
Now I'd like to invite any questions you may have
An example presentation text using these phrases:
"Good morning, ladies and gentlemen. Welcome to my presentation. The topic of my presentation is how to get a high grade in English assessments on presentations. The aim of my presentation today is to inform you of the phrases you can use in a presentation. The main points I will be talking about are, firstly, what to say in the introduction, secondly, what to say in the main points, and finally, what to say in the conclusion Finally, I'll be happy to answer your questions at the end."
"I'd now like to conclude by summing up and making recommendations. The purpose of this presentation was to inform you of the phrases you can use to get high marks in English assessments on presentations. The main points I talked about were: firstly, what to say in the introduction, secondly, what to say in the main points, and finally, what to say in the conclusion. Therefore I recommend that you learn these phrases and use them in your presentations.
I'd now like to invite any questions you may have."
(End of presentation.)
