Presentations
Presentation Stages

	1. 
	Introduction
	Greet your audience. Introduce yourself and the topic. Arouse your audience’s interest by providing a “hook”. This can be done by:
a) explaining why the topic is important

b) explaining why the topic is interesting

c) providing evidence indicating that the topic is important or interesting, i.e. giving examples, interesting facts, visuals, etc.

	2. 
	Overview
	Provide an overview of your talk and stick to it during your presentation. This will help the audience understand main points and you will sound organized.

After giving the overview of your presentation, let your audience know how you are going to handle questions.

	3. 
	Body of the presentation
	Give the presentation in a clear, logical way. 

Stick to the overview. It is a formal occasion, so don’t use colloquial language. Use signposting. Always introduce visuals before commenting on them in detail. Do not read your presentation.

	4. 
	Summary
	Give a summary of what you have said – in other words, re-state the key points of your talk.

	5. 
	Conclusion
	Provide some sort of definite ending to the whole presentation. An effective way to do this is to state what follows from the presentation. Also, it’s useful to relate the end of your presentation to your opening statement, reminding the audience of the aim of your presentation.


Remember that the introduction and the conclusion are crucial for making your presentation a success. These are the stages that your audience will remember best, so they must be convincing and given by heart.
The Introduction
	Saying Hello
	

	Good morning ladies and gentlemen.

It’s a pleasure to be here today.

OK, let’s get started. 

Good morning, everyone.

Good morning, everybody.

Welcome to my presentation.

Perhaps we should begin.
	

	Introducing Yourself
	

	Let me first introduce myself. 

I am… from....

My name is…

I work as a…
	

	Introducing the Topic
	

	As you probably know, the subject of today’s seminar is… 

I’d like to tell you about the principle and benefits of…

My aim is to…

I am here to give you some tips on how to...

In this seminar we will focus on…

My presentation will be devoted to the issue of…

I’d like to introduce… and explain…

What I’m going to talk about today is…
	

	Attracting Listeners´ Attention
	

	I personally believe that…

For example, have you heard that…

Have you ever heard about…

If you want to know more about this topic, you are in the right seminar now.

Let me start with a question:…

A recent survey revealed that…

You may not believe it, but…
	


The Overview
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As you should know, the first stage of a presentation is the introduction. After the introduction, it is absolutely necessary to provide the audience with an overview of your talk. If you stick to this outline during the entire presentation, your listeners will understand you better. They will be able to follow the logical development of your talk and the links between your main points. Clear, logical organization leads to better understanding. By sticking to the overview, you will also have better control over the entire talk and you won’t feel so nervous. Moreover, making the structure of the presentation clear is one of the ways to minimize the number of possible questions.

Useful Language for Overviews
	My presentation is divided into three main sections.

My presentation will be divided into four main parts.

Firstly, secondly, thirdly, finally… 

Right, first of all, I… Then/After that/Next/Finally…

I will start by… -ing  /I will start with… (+ a noun)

Let me begin by… -ing  

Let me begin with… (+ a noun)

Firstly, I’d like to…

I’ll start by touching on…

Let me first give you an overview of what I am going to talk about.

After that, I will explain…

Then I will limit myself to…

… and focus on it in more detail.
	

	I'm going to…
…take a look at…
…talk about…
…tell you something about…
…give you some facts about…
…concentrate on…/focus on…
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After giving the overview of your presentation, let your audience know how you are going to handle questions. It is probably easier and less stressful if you have questions at the end of the presentation. Then you can speak knowing that you won’t be interrupted. A simple sentence such as “Please feel free to ask questions at the end of the presentation” is generally enough. Remember that if you don’t have a clear questions policy, your presentation might end in failure no matter how carefully you have prepared its content.

Some Useful Phrases for Inviting Questions
	Questions AFTER the presentation

(you are STRONGLY ADVISED TO USE this)
	Questions DURING the presentation

(you are advised NOT TO USE this)

	I’ll be happy to answer your questions at the end of my presentation.

There will be time for questions after the presentation.

After the presentation, you will be invited to ask questions.
	Please feel free to interrupt me if you have questions.

If you have any questions during the presentation, don’t hesitate to interrupt me at any time.


The Body of a Presentation
!!! Remember that what you are saying is new to your audience, so it is a good idea to:

1. make the structure of your talk clear. As explained before, you can ensure this by giving an overview of your presentation at the beginning. But sticking to this outline is not enough to keep your audience with you. During the actual presentation, you should also let your audience know when you are moving to a new point. You can do this by saying something like "right", or "OK", but you can also use some other expressions mentioned below.

2. introduce a visual to the audience and give them enough time to absorb the information on the visual. Pause to allow them to look at the information and then explain why the visual is important and which part of the visual you would like to focus on in more detail. Again, you can use the phrases introduced below.

	1 Making the Structure Clear

	Beginning

Let’s start by + -ing / Let’s start with + noun

Let me begin by + -ing / Let me begin with + noun

Before we focus on…, let me… 

First, let me explain…

Changing the topic

I'd now like to move on to…

Let me move on to …

Now, I'd like to look at…

Now, let’s focus on…

Referring back

As I mentioned before, …

As I said at the beginning,…
I’d like to go back to… 

We’ve just seen… 

On the previous slide, you could see… 

As I’ve said, …

As was shown on the previous slide,…
Referring forward

We’ll come to that later.

I’ll talk about this later.

This will be a subject of another seminar.


	


	2 Introducing Visuals and Commenting on Them

	Introducing visuals

In this picture, you can see…

This graph (clearly) shows …
If you look at this (in more detail), you will see…
I'd like you to look at this…
Now, let’s look at … 

Now, let’s take a (closer) look at…
Now, let’s have a look at… 

Here, you can see …in more detail…

Commenting on visuals

As you can see (from this table/graph), …
This clearly shows …
If you look at the diagram carefully, you can (clearly) see…
From this, we can understand how / why…
This area of the chart is interesting…

I’d like you to look at … in more detail.
Let’s look at this more closely.

I’d like to draw your attention to …

…, as shown in the picture.

You can see it in this diagram. 

We can see from this diagram that…

	


Dos and Don’ts of PowerPoint Presentations
1. Always check whether your equipment works properly.
2. Never leave your ScreenSaver on.
3. Always use large fonts. Use no font size smaller than 24 points, preferably 28 or 32 point size for a text, with titles being 36 to 44 point size. 
4. Never use dark fonts on dark backgrounds or light fonts on light backgrounds.
5. Never use annoying/animated/busy backgrounds.
6. Never use silly animations.
7. Always speak clearly.
8. Always use sans-serif fonts such as Arial or Helvetica.
9. Always avoid serif fonts such as Times New Roman or Palatino, as they are sometimes more difficult to read.
10. Always use the 6 x 6 Rule for bullet points. One thought per line with no more than 6 words per line and no more than 6 lines per slide.
11. Always limit the number of graphics on each slide.
12. Never use more than four colors on one chart.
13. Always check the spelling and grammar.
14. Never read the presentation – either from your cards or from the slides. 
15. Always give a brief overview at the start.  Then present the information.  Finally, review important points.
16. Never turn your back on the audience.  
17. Never pack your slides with full sentences. The best PowerPoint slides are those which are useless without the speaker’s explanations. 

Summary and Conclusion

	Let’s say I have just finished the main part of my presentation. Can I shut down my laptop, say good-bye and leave?


	Of course not. You definitely have to provide your audience with a summary of your talk.

	What is a summary?
	It’s repeating the key points of your talk, in other words, re-stating the main ideas you have just presented.

	Why is giving a summary important?
	It reminds the audience of the material covered during the talk. It also helps them to remember the gist of it and thus gives them a feeling of deeper comprehension of your talk. Last but not least, it gives them a chance to recall the questions that might have come to their minds during the main body of the presentation.

	Which verb tense would you use for the summary?


	Summaries use the past simple tense.

	What if I forgot to give the summary?


	Without the summary, the presentation would be incomplete. The audience would feel that something is missing. They probably wouldn’t be able to recall the main ideas of your presentation. What is more, you would lose not just your current audience, but also your potential future listeners. If someone asked your audience about the content of your talk, your listeners might not be able to give a really complete answer.

	What is the difference between a summary and conclusion?


	While in a summary you repeat the main points of your talk, conclusions go a bit beyond that. Usually, you conclude your talk by stating something that follows from your presentation. Conclusions provide some sort of definite ending to the whole presentation – like a punch line to a joke. So remember that both first impressions and last impressions are important.

	What should I say in conclusion?
	There are several ways to conclude your talk successfully. 

For example, you can give a message that logically comes out of the ideas presented in your speech. This could be a commentary, the lessons learned, some recommendations, or future predictions. 

Also, you can relate the end of your presentation to your opening statement, reminding the audience of the aim of your presentation. For example: The aim of this presentation was to give you some tips on giving successful presentations, and I hope you found the information useful for your work. 

Or you can quote someone famous: As X said, …

Just remember that some kind of concluding remark is really necessary. And one more thing, don’t forget to invite the audience to ask questions.


Summary
That brings me to the end of my presentation. Before finishing the presentation, let me sum up the key points I’ve talked about. At the beginning of the presentation, I tried to explain…
I mentioned…

After that, I discussed…

Next, I continued with…

I touched on…

So, to summarize:…

Let me now summarize the key points of the presentation. I've talked about…
Before we finish, I would like to sum up what I’ve talked about today.

Before concluding, I’d like to summarize the key points again. First, I talked about… Then I explained…

So, what are the important points I’ve made?

Conclusion

I hope that my presentation made the issue of … clearer and helped you to…

I strongly believe that in the future,…

If you’d like to know more about …, help yourself to the information brochures over there or go through the following links.

Thank you very much for coming. 

Thank you very much for listening.

Let me end by saying …

I’d like to finish my presentation with ...

In conclusion, I’d like to say …

I hope you found this presentation useful.

Inviting Questions

If there are any questions, I would be pleased to answer them.
Now I will be glad to answer your questions. 

Now, if you have any questions, I’d be happy to answer them.

Now, do you have any questions? 

If you have any questions, I’d be pleased to answer them.

If you don’t have any questions, thank you for coming.
Dealing with Questions

	Rewording questions

	Well, the question is … Is that right?

	Getting the questioner to rephrase

	I’m afraid I don’t quite see what you mean. Could you repeat that?

	Appreciating each question

	Thank you for this question.

	Admitting you don’t know the answer

	I’m not sure I’m the right person to answer that question.

	Referring to an expert

	I’m afraid I don’t have that information, but I’m sure Mr / Ms / Mrs … will be able to answer you.

	Postponing an answer

	I don’t really know the answer to that. Could we discuss it later?

	Unnecessary questions

	Well, as I said / as I mentioned before, …

	Irrelevant questions

	This question concerns a different topic, I’m afraid.

	Dealing with criticism

	I understand your point. However, …


Oh, I forgot to mention this in the presentation. So thank you for this question.

Well, I believe I’ve already explained this. But never mind, I’ll say it again.

Well, it depends on…

I’m afraid I don’t understand your question. Are you asking about…?
Well, if you want to know …, I don’t really know. I’m afraid I don’t have these facts here, but what I can do is find out and let you know later. 

I need to think about that one. Could we come back to it later?

I don’t really know the answer to that right now. Could we discuss it later?

Tips for Handling Difficult Questions
Think of some possible questions in advance. Find answers to them.

If you don't know the answer to a question, say you don't know.

Get the questioner to rephrase the question if you don’t understand it.
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