Geeeting, Name, Position

* Good morning. My name’s (…). I’m the new Finance Manager.

* Ladies and gentlemen. It’s an honour to have the opportunity to address such a distinguished audience. 

* Good morning. Let me start by saying just a few words about my own background. I started out in … .

* Welcome to Standard Electronics. I know I’ve met some of you, but for the benefit of those I haven’t my name is … .

Title / Subject
* I'd like to talk (to you) today about ... .
* In my presentation I’d like to review… .

* In my presentation I’ll be proposing… .
	* I’m going to
	present the recent ... .

	
	explain our position on ... .

	
	brief you on ... .

	
	inform you about ... .

	
	describe ... .


* The subject of my presentation is ... .

* The topic of my presentation is ... .

* The subject of my talk (paper, speech) is ... .
Reference to the audience
* I can see many of you are aware of ... .

* You all look as though you've heard this before.
Setting the time
* My presentation will last for about five minutes.

* I know that time is short, so I intend to be brief.
Dealing with questions
* Please, stop me if you have any questions.

* If you have any questions, I’d be pleased to answer them at the end of    the presentation.

* I’d be glad to answer any questions at the end of my talk.

* If you have any questions, please feel free to interrupt.
* Please, interrupt me if there is something which needs clarifying. Otherwise, there’ll be time for discussion at the end.
Outline / main parts
* I’ve divided my presentation into four parts/sections. They are ... .

* I’m going to develop three main points in my presentation:

Firstly, ... .

Secondly, ... .

Thirdly, ... .

Finally, ... .

* The subject can be looked at under the following headings: ... .

* We can break this area down into the following fields:

Firstly/first of all ... .

Secondly/then/next ... .

Thirdly/and then we come to ... .

Finally/lastly/last of all ... .
*I’ll be developing three main points. First(ly)…, Second(ly)…, Lastly (And I’ll finish with…).

Introducing your first point
* To start with, then, I’d like to consider…

* First of all, I’d like to look at…

Finishing the point
* That’s all I have to say about…

* These are the main points on …

* So that’s the general picture for… and now let’s look at…

* That completes my overview of… so now I’d like to move on to..

Starting a new point
* Now let’s turn to…

* I’d like now to consider…

* Next we come to…

* The next point I’d like to make is…

* If I could now turn to…

* Now, turning to…

* Let me now turn to/move on to…

Referring to what you have said
* As I said at the beginning…
* I told you a few minutes ago that…

* In the first part of my talk I said…

Referring to what you will say
* I’ll come to that later.

* I’ll return to that point a few minutes later.

Rhetorical questions
* What’s the explanation for this?
* What can we do about it?

* How will this affect us?

Highlighting information

1. stressing an auxiliary verb. – It is costing much money.

2. do, does, did. – We do see a need for change.

3. changing the normal word order.

e.g. We are suggesting… - What we are suggesting…
        I’m proposing… - What I’m proposing…

Ending
Signaling the end
*That brings me to the end of my presentation.

*That completes my presentation.

*Before I stop / Finish, let me just say…

*That covers all I wanted to say today.
Summarizing
*Let me just run over the key points again

*I’ll briefly summarize the main issues

*To sum up…

*Briefly…
* So to summarize…

* At this stage I’d like to go over/run through the main points I made.

* So now I’d just like to summarize the main points

Concluding
*As you can see, there are some very good reasons…

*In conclusion…

*I’d like to leave you with the following thought / idea.

Recommending

*So, I would recommend that we…

*I’d like to propose… (more formal)

*In my opinion, the only way forward is…
Closing
*Thank you for your attention

*Thank you for listening

*I hope you have gained an insight into…
Inviting questions
*I’d be glad to try and answer any questions.

*So, let’s throw it open to questions.

*Any questions.
Критерии оценки 
Presentation 
After each presentation, rate the following aspects of the presentation 
from 1 to 5 (1 = unacceptable, 2 = fair, 3 = average, 4 = good, 5 = excellent).

Presentation 1
0-3     (0,6 - «1»; 1,2 - «2»; 1,8 - «3»; 2,4 - «4»; 3 - «5»)
	The following aspects of the Presentation
	1
	2
	3
	4
	5

	Aspect 1. Visual: interesting, clear, strong, logical
	
	
	
	
	

	Aspect 2. Speaking skills: fluency; coherence (ideas fit together well forming a united whole within a text); lexical resource; grammatical range and accuracy; pronunciation (individual sounds, sentence stress, intonation)
	
	
	
	
	

	Aspect 3. Speaking sub skills: discourse management (listening, responding); expressing attitude and opinion (suggesting and recommending); speculating (agreeing and disagreeing);  asking and answering; logical cohesion (ideas fit together well forming a united whole within a sentence).
	
	
	
	
	

	Total Presentation: [Score (aspect 1) + Score (aspect 2) + 

Score (aspect 3)] / 3
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