
1 Preparing ycur presentation
4 1 Presenting ls communicating some ideas or Trle55ages

to an audience in order to achieve something,
2 identify your key rnessage5,
3 Three to five
4 You need to know: Who are they? What are they

concerned with7 What do they need to know?
8 H" menrions the fotlo,ainq:

Stand up and practise your presentation two or tllree
timeS.

Practise different ways of presentinq your materia .

Think about how to arrange the seating in the room,
,- hec 

^ 
a||' 1e -e, hr-ico| eqJ'p-neal,

11 D,ifferent ways presenters control their nerves: find a quiet
place; Lalk or listen to music; wear an item of clothinq to feel
confident; do plet,t.. ancl breathP dPPpl)_

Recognizing the value of what you are presentinq: ťel/
yourself why it's tmportant that y:our audtence takeíu*,lv
your message; believe in ťhe value of what you're presentíng.
The key point to remember: it i;n't about yau, it's about
your audience.

3 lt'5 jmportant because it makes the presentation easier
to ío||ow, lf someone has stoppe d listening they can
re;oln the presentation, Secondly, if the prěsentation is
easy to follow, the audience trusts the presenter more,

4 Te|l the audience directly, make physical changes and/
or a]low a ong pau5e.

5 ,1 
Keep it simple.

2 use the core structure,
3 SignaI the beginnings and ends ofeach sect]on.

7 Andrew says the presenter includes all five criteria on the
checklist jn 6 and gives a good performance, The onJy
point for improvement is to avoid reoetition.

Language focus
1 lntrod uction : Now today l'd like to talk to you about . , .; |'m

rtr_oing to go through three potnts.; First af all, l'll talk abaut . . .,' p, ondl) t lt - 6,pr. .. Ana Fnat\ t Aont la li\Cu
Messages: 5a let's start with ... That more or less covers ,..;
This brings me to my second poin[.; Let's move on ťa the last
point ...; Let's leave thať there for now, shallwe|
Conclusron: That is the end of my presentation . _,

3 lntroducrng the message: 5o let's startwith ...
Ending a rnes5age: That more or less covers ...;Let's leave
that there for now, shallwe?
Moving from one message to lhe next: This brings me to
rny second point.; Let's mave on to the last point . ..

4 ntroducing the messa9e: Now let's look at ...; Now l'd like
to constder ., l'd like ta begin by (examininq) . . .

Ending a message: That's enough about ...;That covers all l
wanted to say about ,..

Moving from one rnessa9e to the next: ltloving on .,.;That
was my first point. Next ld like to . ,.;Turning no* to ...

5 1 l'd like to begin by
2 now let's look at l now ld like to consider
3 moving on / ]et's move on
4 Thats enough about/That covers all l wanted to say

about
5 let's leave that there for now, shall we?

61e 2a 3e 4c 5b
7 1 Firstly/ First of al] /To begin with /To start offwith

2 Next / Secondly
3 haally / lastly / thirdly
4 to recap / to sum up
5 ln conc|usion /To conc]ude

3 lntroducing your presentation
3 1 Some people in the aud ence have sa]es conferences,

2 Save lT

3 Her company is responsible for the day to day running
and security QPG's computer systems,

4 Germany
5 They make sure there are no viruses and no one ls

reading company information who shouIdn't be,

Language focus
'l 1 data projector

2 whiteboard
3 screen
4 microphone

2 1 e theatre-style
2 d circle
3 c cabaret

3 Suggested answers:

5 flipchart
6 lectern
7 ]aser pointer
B ]aptop

4 b horseshoe (or U shaped)
5 a boardroom

'l Thls is a small group and you want discussion. A circ]e
or horseshoe (u-shaped) seatlng arrangement wlii
work well for this.

2 This requires a large more formal space so a theatre-
style arrangement is probably the best.

3 Because you want discussion 9roups, a cabaret-sty|e
arrangement will work well.

4 The boardroom arrangement includes a tabIe for
peooIe to DLt the'l 1ole5 and dt n, oT.

{ 5)2 1'5| imp.ess,on 6 d.1e_ool.- 3 vlsua] a ds 7 body Ianguage
4 eye contact 8 navigation
5 key message 9 recappinq

2 Structuring your presentation
31i 2T 3t 41 5l 6.7l BI
4 a = lntroduction

b = conclusion
c = Messages l, 2 and 3

5 1 200/a

2 Three times
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6 ]t allows you to work anywhere,
7 The use of social networking for keeping in touch and

for marketing,

B How many of you use sites like Facebook and Twitter?
What about your chiIdren and their friends?

9 Anytime during the presentation and at the end.

1 Use body |anguage and good eye contact to show you
are re|axed and confident, Another way is to we come
the audience, pause, Iook around and then begin.

2 Use anecdotes, stories, strong visual images and
interact with the audience.

3 The audience needs to know why it's useful for them,
4 'What's in this presentation for me?'
5 So they trust you and feel that you are qua ified to

speak to them.
6 lt makes you ook very professiona|,

7 What's going to happen and how it wiIl be presented.
B So the audience trusts you and Iistens more positively,
Andrew's anaJysis of 5abine is that she includes each part
of the ABCD mode but some parts are better than others:

attention:OveralI she does this welL by answering the
qUe5tionS in the audience's minds, with good use of body
Ianguage and eye contact and with interaction.

benef its: 5abine talks about the benefits from her own
point of view but she shou]d talk about benefits from the
audience's point of view.

cred ibility: Andrew thinks this is her main area of
strength, She shows understanding ofthe audience, she
exp|ains who she is and why she's there.

direction: She dea]s with thi5 by outIining the structure
and explaining when to ask questions.

Language focus
1iA 2B 3A 48 5A 6B 7^
2 1 work 2 based 3 responsible 4 invo|ves

5 deal 6 charge
3 Today, lam goinďlpspyetthree main areas. Ftrstly, l plan

to give yau an overview of . . . Then, l will explain how it
differs from ,.. And lastly, lintend to demonstrate how ...
M)t aim is to show .vou that . . . l hope that by the end of the
Dresentation .Vau Will ;ee that . .. l'll be showinq )tou some
examples ... The presentatton will last about thirty minutes
and l'll be taking questíons at the end.

The benefits are that the new software wi|| improve
security and be easy to use. Notice that the presenter
exp|ains the benefits by using'you'instead of '|'or'wel

41b 2a 3e 4c 5f 6d
5 2 giveyou an overview 3 gothrough 4 highlight

5 address
6 1 during 2 after 3 during 4 not at al| 5 after
7 Good morning and thankyou allfor coming / l understand

that it's a particularly busy period in the year for you all / sales
conferences l gather / so l'll keep this as brief as l can / l know
two of you here today from previous meeting; / buť for those
of you who don't know me / my name's Sabine Kolbeck / and
l represent the lT consultancy /'Save lT'.

4 Delivering your message
3 1 To carry out research to provide information about

cuslor]ers and the service.
2 The fa ] in customer retention, particuIarly the

cancel]ation of contracts within fourteen days, and
views on the ca ] centre, especially the issue of
unreso|ved customer enquiries and complaints.

3 Online
4 lt provides round the-c ock access to your business.

You can check your emails, read and send documents,
check company newsletters, and join in the onIine
office gossip. You can a|so use it for conference ca ]s.

5 Time is wasted on internal company communication
because the system is not integrated,

6 |t unifies communication to make it effective and
time-saving.

7 Decreasing sa]aries, redundancies, losing
co m petitiVe neSS.

8 They are expensive and out-of-date,
9 Staff wi|| share desks and can work from home. t

solves the space prob|em and soives the prob|em of
re ocatlon for staff who Iive a |ong distance away.

'l 0 |t isn't a problem, it's an opportunity,

4 Point; Explanations ) Examples ) Point
] Because your message can become |ost without PEEP
2 PEEP aI ows you to get contro| ofthe presentation

again and bring the audience back to the main point.

3 The dream approach asks the audience to irnagine a

better future and is good for promoting somethin9
which cou|d affect their future,

4 The disaster structure is used to influence peop|e to
accept change they don't necessari|y agree with, It's

good for presenting a difficu|t change.
5 The presenter needs to be careful to balance the

negative message With a positive one because this wi||
have greater influence.

6 Tell the audience what is important.
6 patricia: Andrew thinks she uses a very c]ear PEEP

structure which is appropriate for her main message,

sabine: She uses PEEP with a dream approach which
works we|| because she takes her audience on an
imaginary journey and then recaps the main point again
at the end.

marcUs: He uses a disaster approach but balances it with
optirnism, At the end, he restates the main point c ear|y.

Language focus
1 'l et's start With 2 For examp|e 3 A|so

4 nparticu]ar 5 naddition 6 Andso
a1 b2 c3,4,5 d6
2 ana|yse 3 recommending 4 remind 5 outline
What 'm saying is that,., What |'m arguing for is... What
'm recommending is that.,. One thing we must never
forget is that,., l'd ]ike to remind you that.,.

2 |t is vita] that We speed up production to meei
demand,

3 What is essentiaI is that we update our T system next
yea r.

What l arn suggesting is that we open a new sa|es
office in ndia.

2

3
4
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5 One thing that we must consider is that the new lT
sysrem w'il be expensive.

6 2 So |'ve exp|ained why
3 as you can see
4 To sum up, I believe this proposaI

5 Let's return

5 Using visual aids
3 1 Background, Approach, Findings

2 Why so rnany complaints? Why so many cance| ations?
3 4010 responded.
4 The region with the difficu|ties.
5 The survey's 1rdirgs,
6']'represents the response'not at a|| |ike|y'and'1 O'is

'extremeIy IikeIyl

7 Overa||, customer5 are fair|y 1lke|y to recommend QPG.
8 Red and ye||ow represent the regions with increasing

numbers of customers.

5 Andrew mentions the following as being good advice':

Designing slides:
Use the Ru|e of Five; pictures and diagrams are effective;
keep graphs and charts simp|e.

Using vtsual aids:
Look at the audience; waIk up to the screen; don't turn
your back on the audience; announce a slide; control
when your audience reads the handout.

7 Patricia usesthe RuIe of Five inthefirstsIide but hastoo
many words in the second s ide and it couId be more
visual, Andrew likes her flowchart, 9raphs and charts. They
include the key information and the figures are easy to
read with a |arge font.

ln terms of her use of visuaI aids, Patricia maintalns good
eye contact. She could improve how she points at the pie
chart and how she manages the handouts. She is good at
guiding the audience through complex information and
erplains the graphs well.

Language focus
1 1 summarize 2 indicates 3 illustrates/represents

4 break .,. down into 5 indicates/i||ustrates
2 i summarizes 2 indicates 3 represents 4 break

5 ilIustrates

3 2 result/consequence 3 because 4 caused
5 resu|t/consequence 6 due 7 Consequent|y

4&5

f increase (verb, noun) rise (verb, noun not in text),

go up (verb)

ý fal| (verb, noun), go down (verb), decrease (verb, noun)
decIine (verb, noun)

9 stand at (verb), remain / stay the same (verb),

ho|d steady (verb)

61by 2in 3from 4to 5at

6 Concluding
3 1 To give an overview ofthe background, approach and

results ofthe survey.
2 They looked at specific data and more gIoba feedback,

3 |n their handouts.
4 No, he isn't.

5 No, he thinks it's reaIistic.

6 Streamlining departments and improving and
modernizing workin9 practices.

7 |ntegrating mobiIe techno|ogy and the importance of
social networking in relation to their working Iives.

B Yes, the audience can ask her questions.

4 1 Why? Because audience attention levels jump high at
the end.
Holrz?Announcethe ending with a phrase Iike'|n
conclusion'or change your physica position.

2 ln other words'tell them what you told them!

3 what is this called? A call for action
Why is it useful? |t gives the audielce a purpose at the
end.
What can you ask them to do? Encourage them to do
Somethin9, even something sma l.

4 What is this called? Coming fulI circ|e.

Why is it useful? |t provides a satisfyin9 endin9.
6 Based on Andrew's feedback, this i5 the comp|eted

analysis form from 5.

Announced the end: Patricia (physicaIly),

Marcus (physica||y), Sabine (verba||y)

Recapped their messages: Patricia, Marcus, Sabine

Asked the audience to take action: Patricia (encourages
them to read the report), Marcus

Reminded the audience of things said at the beginning:
Sabine

Asked for questions: Patricia, Marcus, Sabine

Language focus
1a7 bl c) d 5 e3 f 6 g4
3 1 b Well, l've come to the end of my presentation.

2 c MLaim was to giveyou a good overview...; e We have
seen how ...; g We have also looked at ...

3 d . .. vou can stud:t this in further detail in your handouts.
4 f Thank)tou verv much for lilening.
5 a lf )toud like to ask me an)t questions now,...

4 1 l have reached the end of my presentation.

2 That brings me to the end of my talk,

3 | have one last thing to say before finishing.
4 |t is near|y time for me to end my ta|k,

5 That is aImost the end of my presentation.

5 2 in fina| 3 return 4 To start 5 At end 6 ending
61d 2e 3c 4b 5a
71make 2take 3making 4taking 5have
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Answer key

Handling questions
1 Can't answer: People didn't answer this question and

the frndings aren't conc|usive.

2 No:The comrnents were aIl either negative or neutra]
and Patricia was presenting an overview of the survey,

3a Yes: But after you have taken action based on the
frrst survey.Then you can assess the success ofthe
changes.

3b No:The findings are conc|usive and you can generate
too much data with this kind of survey,

1 Nothing. ]ust Iisten.

2 Show you are 1istening by making good eye contact
and avoid negative signaIs (fo|ding your arms).

3 To check you have understood and to he|p |arge
audiences where not everyone can hear,

4 Te|| the questionerthatthey have asked a good
qUe5tion,

5 |t re|axes the nervous questioner and stops you
seeming defensive with the aggressive questioners.

6 To make the questioner fee] more comfortab|e,
7 No, you only use one or two of the EVE techniques and

not With every qUestion,

Brief responses.

When you have to give a lot of explanation.
Be honest, lf you can't answer, iet them know.

Either answer the questions one-by-one or ask which
question they'd 1ike you to answer first and then ask
them to remind you of the rest,

3 |'m afraid I disagree with your view that we should
reIocate our factory to Asia. Past experience 5u99ests
to me that re]ocations are genera||y expensive and
cost as much a5 they save,

Bringing it alive!
1 Everyone in the room and everyone who works in their

teamS,

2 How the company is perceived in the market and on
long term profi tabiIity.

3 Because they were asked a question about their c|aim
to be green on the website. They nearly cou|dn't
answer the qUestlon or give exampIes of how they
Were a 9reen Company.

4 A new'green'agenda.
5 BO%o

6 RecycIing bins for everythin9
7 16,200 rnegawatts of power per hour per year.

8 Simp|e to implement, cost effective and good for you
and our customers.

4 lnteraction: answer a question; raise their hands; discuss
an issue in pairs,
lmagination: creating stories; reaI life examp|es or
comparisons and anaIogies; irnagine the future or
remember the past; rhetoricaI questions; repeating things
three tirnes,
Attitude: use of body language and eye contact;
sounding interested; using big |anguage.

6 lnteraction: Richard uses interaction to emphasize the
commercial va|ue of being green. He asks the audience a

qLesIio1 and gers |hei, viows,
lmagination: He stimulates the audience's imagination
by te ing a story and encourages them to remember the
past. Later he asks them to imagine the future. He a|so
uses rhetoric by repeating things three times,
Attitude: He changes position, makes eye contact and
sounds as if he means what he says. He aIso makes use of
'big'Ianguage.

Language focus
1 1 had rehearsed

2 seemed
3 asked
4 was

5 didn't know
3 possible answers

1 The potentiaI market for this product iS ei9ht mil ion
people. That is equivaIent to the popuIation of London.

2 Our company produces one tonne of plastic waste
each month. That is equaI to the p|astic found in
20,000 two-|itre drinks bottIes.

3 One wind turbine produces about five mi||ion units
of e|ectricity a year.That is the same as the energy
needed for one thousand househo|ds per year,

51d 2a 3c 4e 5b
6 2 incredib|y 3 shocked 4 dreadfuL 5 unacceptable

6 absolutey 7 depressing 8 exce||ent

č
3

ó

9

10
,l 

1

6 Listen: Patricia IiStens we . She doesn't interrupt and her
body |anguage is genera y open, The on|y exception is

wlth Anna, where she is slightly defensive.

Echo / Value / Empathize: Patricia echoes Matt's questions
and empathizes with him. She has prob|ems with Anna's
question. She echoes Anna's question but she shou d
ernpathize as we||, Her responses are short and not
sensitiVe.

Respond:She hand es the fina| mu tip]e question from
Marcus we by separating out the questions,

Language focus
1 1c 2b 3e 4a 5d
31c 2a,ó 3e 4d
4 f Have l understood you correctly? 1

g 1 can understand your concern.3
h Let me be sure |'ve followed you correct|y. 1

l Does that answer your query? 4
j i can see that would be a probIem, 3

k That's an important point - thanks for raising it.2
5 1 put up 2 catch 3 c|ariíy 4 repeat it

5 eIaborate
6 possible answers

1 | take your point about the investment costs but it
seems to me that these investments are essentiaI for
our Iong term surviva|.

2 l can seewhatyou mean aboutstaff bonuses but in
my view bonuses should be performance-re|ated and
on|y be glven when employees have earned them.

6 came
7 won
B dhad
9 had nearly Jost

l0 had paid


