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OcCHOBbI MOArOTOBKU U
npoBeaeHUS

npeseHTauunmn
Ha aHMMUUCKOM 43blKe
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~Qopmar npeseHTaumMm Ha aHrMUNCKOM S3bIKe
~[logroTtoBka npeseHTaunm
~Mopgenb nosegeHus
~CTpyKTYypa npeseHTauum
~Yactu npeseHTauum
»QOdopmnenne crnangos
~Ipacuvkm n Tabnuupl

~Ceccus BOMPOCOB 1 OTBETOB
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~Presentation is the practice of showing and
explaining the content of a topic to an audience or
learner.

~Tpe3eHTauusa (ot aHrn. presentation) — crnocob
HarnsgHoro NpeacTaBneHns HdopmMauum ¢
MCMNOMNb30BAHWEM ay[0BU3YyarbHbIX CPEeacCTB.
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CbopmaT I'Ipe3eHTaLI,MVI

~CTPYKTYpHasa cxema
~BU3yanbHasa UHpopMaLuns
~npaBura aTukeTa
~513bIKOBblE OCODBEHHOCTH

~onpegeneHHas uenb nposegeHud
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‘It takes more than three weeks to
prepare a good impromptu speech”.

Mark Twain
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nOﬂFOTOBKa npe3eHTau,vm

AHanma:

1) 3avuem?

2) Ons koro?

3) Ine?

4) Kak gonro?

5) Kak, kakoro suga npeseHrayus?

6) Yto roBopUTh?
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Llenn npeseHTaumnm

~HdopmMumpoBaHme
»Oby4yeHne

~YoexaeHune
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CprKTypa npeseHTau,MM

Tpu 4eTKo pasnuinMble YacTu:
~BcTynneHue

~OCHOBHad 4YacTb
~3aKnyeHne

e

Bonpockl - OTBEThHI

=
=
4 ]

=
m
m
=
5.
G

g
]
.:_.
]
o
-
[T
=
=

ca




JocTpukosa M, 10, http://ivostrikova.com

IBC

~Introduction — tell them what you are going

to tell them.
~Body — tell them what you want to tell them.

~Conclusion — tell them what you told them.
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“You never get a second chance to
make a first impression.”

Will Rogers
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BcTtynneHue

~[lonpuBeTrcTBoBaTbL ayauToOpuIo
~lpencrtaButb cebs

~IlpencraButb TeMy npeseHTaumm
~O0bACHUTL BbIBOP TEMBDI
~Pacckasatb 0 CTpyKType npeseHTauumn

~TponHcopMupoBaTL 0 NPOOCIKUTENBHOCTY
npeseHTaumm

~Paznarb Oyknetbl U MHOPMaLWUOHHbIE FTNCTbI

~['lponHdopmMmmnpoBarb 0 ceccun «BOMNpocC —
OTBET»
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~W — Welcome audience

~| — Introduce yourself
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~S — Say what the topic is
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~E — Explain why audience will be interested

Marion Grussendorf
“English for Presentations”
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Useful Phrases and VVocabulary for
Openings

Welcoming the audience

» Good morning/afternoon, ladies and gentlemen.

* Hello/Hi everyone.

« First of all, let me thank you all for coming here today.
* It's a pleasure to welcome you today.

* I'm happy/delighted that so many of you could make it
today.

* It's good to see you all here.
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Intfroducing yourself

* Let me introduce myself. I'm Ann Brown from ...

« For those of you who don't know me, my name is ...

+ Let me just start by introducing myself. My name is ...
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Giving your position, function, department, company

- As some of you know, I'm the purchasing manager.

« I'm the key account manager here and am responsible for...
* I'm here In my function as the head of ...

* I'm the project manager in charge of...

Introducing your topic

- Whatl'd like to present to you today is ...

« I'm here today to present...

» Today's topic is ...

» The subject/topic of my presentationis ...

* In my presentation | would like to report on ...
- In my talk I'll tell you about...

« Today I'm going to talk about...

« I'll be talking about...
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Saying why your topic is relevant for your audience

* Today's topic is of particular interest to those of you/ us
who ...

« My talk is particularly relevant to those of us who ...
* My topic is/will be very important for you because ...
+ By the end of this talk you will be familiar with ...
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Stating your purpose
* The purpose/objective/aim of this presentation is to ...
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* Qur goal is to determine how/the best way to ...
* What | want to show you is ...

* My objective is to ...

* Today I'd like to give you an overview of...

* Today I'll be showing you/reporting on ...
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Structuring

* I've divided my presentation into three (main) parts.

* In my presentation I'll focus on three major issues.

Sequencing

* Point one deals with  pointtwo  and point three ...

+ First, I'll be looking at ..., second ..., and third ...
* I'll begin/start off by .... Then I'll move on to ...

* Then/Next/After that...

* I'll end with ...

Timing
* My presentation will take about 30 minutes.
« |t will take about 20 minutes to cover these issues.

* This won't take more than ...
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Handouts

» Does everybody have a handout/brochure/copy of the report?
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.

« 'l be handing out copies of the slides at the end of my talk.

| can email the PowerPoint presentation to anybody who wants
it
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Questions
« There will be time for questions after my presentation.

« We will have about 10 minutes for guestions in the guestion
and answer period.

« If you have any questions, feel free to interrupt me at any time.
» Feel free to ask questions at any time during my talk.
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OcHoBHas yacTb

~PasgennTb Ha TPU - NATb MHROPMAaLMOHHBLIX

bnokoB (message, key message)

~YeTko 0603Ha4YaTb Havyarno U KOHel Kaykaoro
onoka

~BbloennuTtb Kno4YyeBbie MOMEHTbI

~lcnonb3oBarb NUHKEPSI
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Body

~[loBTOPUTL TEMY

~OBbACHUTL LEenn 1 3aga4vn

~QB03Ha4YMTL Havano nepeou (...) YacTu
~Bblaenntb Kno4YeBble MOMEHTbI
~[lpnBecTn gokasarenbCcTBa

~0O003Ha4YnTb KOHEL, NepBon (...) YacTu
~/cnonb3oBartb UHTEPaKTUBHbIE 3NIEMEHTHI

~CurHanuaunpoBarb 06 OKOH4YaHUU OCHOBHOM
4yacTu
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[1okasaTtenbCcTBa rMmaBHbIX Uaeun

~MHeHne aKcnepToB

~MHeHne norpebuTtenen

QT

http:/fivestrlkova.ct

~Lndopbl 1 dhakThl

~CTarncrtuka
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lcebreakers — VIHTepakTUBHbIE SNTEMEHTHI

~[lobpoBorey
~PoneBasi urpa
~Mo3arosou LWTYpM
~Onpoc

~cTopun, aHeknoThbl
~KpeaTtuBHble naeu
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Useful Phrases and Vocabuilaryfor the Body

Saying what is coming
« In this part of my presentation, I'd like to talk about...
* S0, let me first give you a brief overview.

Indicating the end of a section

= This brings me to the end of my first point.
» So much for point two.

+ So, that's the backgroundon ...

» That's all | wanted to say about...
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Summarizing a point

- Before | move on, I'd like to recap the main points.
» Let me briefly summarize the main issues.

+ I'd like to summarize what I've said so far...
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Moving to the next point

» This leads directly to my next point.

« This brings us to the next question.

+ Let's now move on/turnto ...

- After examining this point, let'sturnto ...
+ Let's now take a look at...

Gomg back
As | said/mentioned earlier., ..
+ Let me come back to what | sald before ...

- Let's go back to what we were discussing earlier.
- As I've already explained.,...

« As | pointed out in the first section, ...
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Referring to other points

| have a guestion in connection with/concerning payment.
» There are a few problems regarding the quality.

- With respect/regard to planning, we need more background
information.

« According to the survey, our customer service needs reviewing.

8
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Adding ideas
In addition to this, I'd like to say that our IT business is going very well.

Moreover/Furthermore, there are other interesting facts we should take a look
at.

Apart from being too expensive, this model is too big.

Talking about (difficult) issues

| think we first need to identify the problem.
Of course we'll have to clarify a few points before we start.
We will have to deal with the problem of increasing prices.
How shall we cope with unfair business practices?
The question is. why don't we tackle the distribution problems?
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Rhetorical questions
What conclusion can we draw from this?
So, what does this mean?
S0, just how good are the results?
So, how are we going to deal with this increase?
So, where do we go from here?
Why do | say that? Because ...
Do we really want to miss this opportunity to ...7
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3aksroyeHne

~»OB03HaUNThb Nepexoq K 3akmoYnuTENbHON YacTu

~Chnenarb BbIBOblI U3 KMHOYEBbIX MOMEHTOB
npeseHTaunm

~IpennoxuTb NyTU pelleHns nocTasBneHHbIX
npobnem

fﬂpep,nommb ayauTOpuUn 3aaBdTb BOINPOCHI
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Useful Phrases and Vocabulary for Conclusions

Indicating the end of your talk

* I'm now approaching/nearing the end of my presentation.
« Well, this brings me to the end of my presentation.

« That covers just about everything | wanted to say about. ..
« OK, | think that's everything | wanted to say about...

» As a final point, I'd like to ...

« Finally, I'd like to highlight one key issue.
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Summarizing points

- Before | stop, let me go over the key Issues again.
« Just to summarize the main points of my talk ...

* 1'd like to run through my main points again ...

« To conclude/In conclusion, I'd like to ...

« To sumup (then), we ...
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Making recommendations

* We'd suggest...

* We therefore (strongly) recommend that...

* In my opinion, we should ...

+ Based on the figures we have, I'm quite certain that...

Inviting questions
« Are there any questions?
* We just have time for a few questions.

* And now I'll be happy to answer any questions you may
have.
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Effective conclusions

Quoting a well-known person

* As ... once said, ...

* To quote a well-known businessman, ...
* To put it in the words of...

Referring back to the beginning

Remember what | said at the beginning of my talk
today?

Let me just go back to the story | told you earlier.
Remember, ...
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“‘People who know what they're talking
about don’'t need PowerPoint.”

Steve Jobs
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OdopmrieHune cnangos 1

~LUPUMPT U TEKCT
~UBET U OOH
~aHumMauums
~3BYKOBbl€ 3(POEKThbl
» PUCYHKM U rpaduka
~anarpammbi
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LIBETOBbLIE CXEMbI

~http://www.snhook.ca/technical/colour contrast/
colour.html

~http://colorschemedesigner.com/

» https://kuler.adobe.com
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“‘Why Most PowerPoint Presentations Suck and
How You Can Make Them Better”

Rick Altman

Sde " ngese
Boomerang (6ymepaHr) 6 !l
Spiral (sbineT no cnupanu)
Swivel (BpauwieHne)
Fly (BbineT) 4-5
Zoom-out (oTganeHue) 3
Wipe slowly (nnasHoe yaaneHue) 2
Wipe quickly (6sictpoe yaaneHue) 0

Fade (BbiuBeTaHue)
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OdhopmneHue crnanaos 2

~«l'lpaBuno wectu»

» OQMHaKoOBbIe YacTu pedn B CriMckax

~3Ha4numast nHopmMmaums B CriMcke

~EonHoobpasne ohopmneHuns (LLpUdT, doH,
LUBET U T.4.)

~TekcTtoBasi UHoOpMaLIUA BaXXHee BU3yarbHOM

~[locneaHnn cnang — KOHTakTHbIe AaHHbIe
Npe3eHTyrLLero

=
=
4 ]

Q

=
m
m
o
23
G

g
]
.:_.

]
o
-
[T
=

25

—
w
—




Bocrpurosa W, 10, http://ivostrikova,.com

BuayanbHble NOMOLLHUKM

~Flip charts — busHec-npeseHTaUUM ANS ManbiX rPynn; meHee
dbopmanbHble U HedopmarsibHble BCTPeYM.

~QOverhead projectors/interactive boards — nna menkux
KomnaHun, 20-50 yenosek.

~Slideshows — PP, Keynote, LibreOffice u ap. —
YHMUBEPCANbHOCTb ANS ManbiX v bonbLlnx rpynn.
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~Handouts — ana manbix rpynn (OHW HKX OelweBbl, Bally
NnpeseHTauM MOryT B3aTb OMOW).

Bo

» Props — onA KMHeCTeTUKOB (CyBeHUpPbl, PEKBU3UT Ha AOATYIO U
nobpyro namaTb).
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['padomkn n Tabnuusl 1
bar chart graph pie chart organigram
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[padpurkm n Tabnupbl 2

~Co30arb NMOHATHLIN U NEerkun ans noHMMaHus
rpacouk

~Ha4yatb ¢ 06bsACHEHUA KOHTEHTa rpaduka

~BbloenuTb KroveBble MecTa/TouK1 Ha rpaduke

»QOBOBACHUTL 3HAYMMOCTb KMKHYEBbLIX MOMEHTOB

~lcnonb3oBatb Knulle, OObACHAS ANHAMUKY
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Useful Phrases and VVocabulary for Visuals

Introducing a visual

+ Let's now look at the next slide which shows ...

* To illustrate this, let's have a closer look at...

- The chart on the following slide shows ...

- | have a slide here that shows ...

- The problem is illustrated in the next bar chart...

« According to this graph, our net profit has doubled.
* You can see the test results in this table.

- As you can see here,...
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Explaining a visual

* First, let me quickly explain the graph.

* You can see that different colours have been used to indicate ...
- The new models are listed across the bottom.

- The biggest segment indicates ...

- The key in the bottom left-hand corner...
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Highlighting information

» |I'd like to stress/highlight/emphasize the following point(s).
- I'd like to start by drawing your attention to ...

* Let me point out that...

« | think you'll be surprised to see that...

- I'd like you to focus your attention on ...

» What's really important here is ...

- Whatl'd like to point out here is ...

+ Let's look more closely at...

ST

Describing trends

» Sales increased slightly in summer.

- Consumer spending fell/declined sharply.
* Interest rates have risen steadily.

« Food prices went up significantly.

- There was a sudden increase in prices.

» |n August, we saw a moderate fall.

- This was followed by a gradual decline.
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Explaining purpose

* We introduced this method to increase flexibility.

* The purpose of this step is to expand to foreign markets.
* Ouraimwas to ...

Explaining cause and effect

* What's the reason for this drastic decrease?

* The unexpected drop was caused by ...

* This was because of...

* As a consequence/Consequently, sales went up
significantly.

* As a result...

* The venture resulted in a sharp fall in share prices.

« QOur new strategy has led to an increase of 10%.
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Ceccus BOHpOCOB N OTBETOB (Q&A)

~npeaBapuTernbHas NoaroToBka

+ onpenenuTe Bpemsa u MecTto ang Q&A
* COCTaBWTbL CMUCOK OXOAaeMbIX BOMPOCOB U OTBETOB Ha HUX

~Ha4allo

- “What questions do you have?”
« "“Who has the first question?”

o
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»COBCTBEHHO BOMNpPOCHbI U OTBETHI

* CInyLlaem
* MOBTOPAEM
* OTBeE4YaeM

~3aknoyeHne Q&A 1 Bcero BbICTYIJ1EHUA

- “Well, our time is over. Thank you all. But you might be wondering ...”
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Bonpochkl - OTBETHI

FBbICJ’IYLIJaTb N NMNOHATBE BOMpPOC
F'HBDECDODMYHHDOBaTb BOrMpoc cBOUMKU CIiOBaMU

»OBbACHUTL NMPUYUHY, NMOYEMY OTITOXEH OTBET Ha

BOMPOC
~YecTHO nNpu3HaTh, ecrnu He 3HaeTe OTBET Ha BONPOC

ry,D,OCTOBepHTbCFI, 4YTO Balll OTBET Ha BONPOC OblII

NOHATEH
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Useful Phrases and Vocabulary forthe
Question Session

Clarifying questions
+ |I'm afraid | didn't (quite) catch that.
« I'm sorry, could you repeat your question, please?

« S0, If | understood you correctly, you would like to know
whether...

* S0, in other words you would like to know whether...
« If | could just rephrase your question. You'd like to know. ..
» Does that answer your question?
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Avoiding giving an answer

« |If you don't mind, could we discuss that on anotheroccasion?
» I'm afraid that's not really what we're discussing today.

« Well, actually I'd prefer not to discuss that today.
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Admitting you don’t know
« Sorry, | don't know that off the top of my head.
« I'm afraid I'm not in a position to answer that question at the moment.

« I'm afraid | don't know the answer to your question, but I'll try to find
out for you.

Postponing questions

« If you don't mind, I'll deal with/come back to this point later in my
presentation.

+ Can we get back to this point a bit later?
- I'd prefer to answer your question in the course of my presentation.

« Would you mind waiting until the question and answer session at the
end?
« Perhaps we could go over this after the presentation.
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« Summarizing after interruptions

- Before we go on, let me briefly summarize the points we've
discussed.

+ S0, now l'd like to return to what we were discussing earlier.
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»Caunt TED http://www.ted.com/

~bnor Pagucnasa NaHoanaca
http://blog.radislavgandapas.com/

»Caunt gna Beb-gnsanHepos U ap.
hitp://www.smashingmagazine.com/

~»Caut n bnor Garr Reynold
http://www.presentationzen.com/

~Cant Olivia Mitchell
http://www.speakingaboutpresenting.com/
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~»Bbnor Anekcea Kantepesa
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