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liffi Talking points

Before you watch, consider these questions.

How do you like to end your presentations?

Does the ending make a big difference to a presentation? How?

While you watch other people talkin9 about the questions above, compare their
experience with yours.

'!ffi The presentations

3 While you watch the end of three presentations given to a group of managers at the
company Quartz Power Group (QPG), answer the questions about each presenter.

Presenter 'l : Patricia Reyes - Market researcher

Topic of presentation: The results of a survey carried out for QPG

1 What was the aim of her presentation?

2 What have they looked at during ihe presentation?

3 where can her audience find more detailed information?

Presenter 2: Marcus Stevenson QPG's Managing Director

Topic of presentation: Plans for a company reIocation

4 ls he worried about the chaIlenges in the next few weeks?

5 Does he think the schedule is difficult?

6 what does he think the benefits wi|l be?

Presenter 3: Sabine Kolbeck - lT consultant

Topic of presentation: The potential use of mobile technology and
sociaI networking at QPC

7 What were the main points that Sabine ta|ked about?

8 Can the audience ask her questions?
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'_tr§,# The expert view

4 Andrew gives five pieces of advice for ending a presentation. While you watch, make notes
about why he thinks the advice is a good idea.
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For a summary of how to conclude your presentation, read the article on page 56.

'!ffi Analysis

5 While you watch the three presentations again, tick (/) if each presenter did the following.

patricia Marcus Sabine

Announced the end (either verbally or physically)

Recapped their messages

Asked the audience to take action

Reminded the audience of things said at the beginning

Asked for questions or comments

'}.ffi The expert feedback

6 How does Andrew's analysis of the presentations compare with yours?
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Language focus

.ffi Concluding your presentation

1 Read these expressions from Patricia Reyes's conclusion. Number them in the order you
think she says them (from 1 to 7).

a lf you'd |ike to ask me any questions now, then |'d be happy to try and answer them.

b We||, l've come to the end of my presentation. _
c My aim was to give you a good overvlew of the background, the approach and the resu|ts of

the survey.

d As l said before, you can study this in further detaiI in your handouts.

e We have seen how íar-reaching the research is in terms of numbers.

f Thank you very much for Iistening. _
g We have also looked at the more general and global feedback.

Now watch her conclusion and check your answers in l.

Underline any expressions in l that

] announce the end ollhe talk

2 recap the key messages and refer to previous parts of the presentation

3 ask the audience to take action

4 thank the audience

5 invite questions.

Announcing the end of your presentation

4 Andrew mentioned the importance of announcing the end of your presentation. Notice
how Patricia does this: 'Wel[ l've come b rhe end of my presentation.'

put the words below in the correct order to form sentences that announce the end of a
presentation.

] reached I have end the of presentation my

2 the talk brings me that end to oí my
End with a quotation
presenters sometimes
end a presentation with
a quotation by a famous
person. Here are some
phrases for doing this:

ld like to leave you with a
quote from Btll Gates,

As Einstein once said,'. . .' .

ln thewords of warren
Buffett,',.,' .

To quote Coco Chanel,'. . .' .

3 have l one finishing |ast say thing,to before

4 nearly it time is me for end my ta|k to

5 is that end of presentation the aImost my
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Recappin9 and reminding

5 At the end of a presentation, the speaker summarizes what they have said.
Look at this example:
'So, to recap, this morning l've told you about the background to our research, and l've also ouťlined
our approach.'

Read the sentences below that conclude or sum up a presentation,Two ofthe three
phrases in italics are correct, one is incorrect. Delete the incorrect answers.

1 So in bief / in short /shortý here are the three main changes we must make . . .

2 ln conclusion / ln final /To conclude, there are three things we need to achieve.

3 Beforefinishing,Ietmejustreturn/summarize/sumupwhatlhavesaidovertheIasthour.

4 At the beginning / Earlier /To stdrr, l toId you the history of my company . . ,

5 At end / Finally /To end with, |'d like to Ieave you with a final thought . ..

6 Let me make a few concluding / ending / fincl remarks before leaving you ..

Asking your audience to take action

6 ln his conclusion, Marcus summarizes and asks the audience to take action:
'So that is the end of my presentation and the next thing you need to do is put the plan
into action.'

Look at the sentences below. Match the two parts to make sentences that call for action.

1 So what l recommend is that we ... a ... forward a proposai for the future.

2 Given the issues that l've just mentloned, b .,. cal ing on you a|| to work together.
where ", c ... a few recommendations for future lines of enquiry.

3 l'd |ike to finish uP bY making .,, d ... put this p|an into action immediately.
4 These changes wilI invoIve everyone, so |'m ... e ... do we go from here? Let me propose a possibIe
5 Before |eaving you, l'd like to put ... so|ution.

lnviting questions and thanking

7 Presentations usually end by thanking the audience and asking if there are any questions.
Look at this example from Sabine's conclusion:
'So thankyou allfor making time to consider these ideas ... l'd be delighted to answer any
questions or respond ťo any comments you might have ...'

Complete the sentences below, using the correct form of have, make, or take.

1 Thank you very much for your attention, Wou|d anyone |ike to ask any questions or
any comments?

2 Thank you a|| for Iistening. Now, l'd be happy to any questions you might have.

3l'mafraidwe'reoutoftimesol'lI havetoenditthere.Thankyoufor_theeffortto
come here today. lf anyone has any questions, |'|| be around for the nexi ha|f hour.

4 Thank you once again for _ the tlme to consider these ideas. Now, l'd |ike to open
up the floor for questlons.

5 So that just about covers everything.Thanks for |istening. Does anyone _ any
questlons?
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presentation task
lmagine that you are giving a presentation at a management meeting to agree
budgets for the following year.

Your presentation is about the need to increase the budget for staff training in
your department. At the beginning of the presentation, you gave an example of
someone who was not trained properly and the negative consequences of this
for your company. Then you spoke about
. the importance of training in your department
. the key area of training thai peop|e need in your area of business
. how this training might be de|ivered (e.9. face-to-face, onIine, etc.).

Think about what you would say about each of the points above for your
department, Now prepare the conclusion for this presentation. Remember to
. announce the end ofthe presentation
. refer back to the beginning and recap your three main points
. make a caIl to action
. thank the audience and ask for questions or comments.

your conclusion should take no more than two minutes.

Alternative task:
business pitch

ln Unit 3, you began a
presentation to a company
which was interested in
using your company's
product oř §ervice. Now
present the conclusion to
that talk. As Andrew said, a
callfor action is particularly
important for a marketing
or sales presentation, so
don't forget to include this
in your conclusion.

Coming full circle / Referring back to the
beginning

At the beginning of the presentation, I explained
... . I hope you can now see how we can
move forward ...

Earlier we saw ...'We can now see ...

Thanking your audience
Thank you for listening / taking part.
Thanks for coming.
Finally, I'd like to thank you all for coming /

making the effort to come here today ...
Thank you for making the time to consider

these ideas. I hope you have found them
usefui ...

Asking for questions
Are there any questions?
Does anyone have any questions or comments?
I'd be happy to take your questions now.
\Ve have a few minutes left for questions.
Feel free now to ask questions or make

comments.
I'd like to open up the floor for questions.

Bďoo l ;d / finish, i'd iik. to say ...
Bé6ore wé eňd, máy l iust say ...
Before l iake your questions, l'd like to ...

_Ť=Ii+§tilrt"5: 9*áďenď,ot preserrtation.

''r,eĚ afiw words about ...

..Raa;ĚúifiB*e r andiummarizing

. T_§eré,arelthre9.1qey r.intg,I would like us to
_..',,.ilim€mbeť' .r]., .' ,:, ',tb.,srl ,up|wghave identified three issues ...
, To féeáp,,today we,have covered four important

'#*:- u.l".i. key points ...
,hich I would like you to

, Řke áway from this presentation, it is ...
,Calling for action
The next thing you need to do is ...
Over the next few days, I'd like you to think

about the ideas we have covered so that ...
Please take these ideas and try them out for

yourself ...
These are my recommendations: ...
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Analysis

Use this analysis form as a checklist when you prepare your presentation. lf you are working
with other people on a course, ask someone to complete it for you while they watch your
presentation.

Answer questions 1-7 about the conclusion. (Note that a No answer does not necessarily
mean there is a problem but consider if there is something missing from the conclusion.)

1 Did ihe presenter announce that the presentation was about the end? Yes / No

2 Did the presenter recap the key messages? Yes / No

3 Did the presenter refer back to the beginning of the presentation (come full circle)? Yes / No

4 Did the presenter call for action or encourage the audience to do something as a result
of the presentation?

5 Did the presenter thank the audience?

6 Did the presenter invite questions or comments?

7 Did the presenter make a lasting impression?

Add any further comments or su99estions about:

strengths

Yes / No

Yes / No

Yes / No

Yes / No

areas for improvement

self-assessment

After your presentation, spend a few minutes thinking about your performance and make
notes about the questions below.

1 What did l do well?

2 what do l need to work on for next time?

3 What have l learned from watching other people's presentations?


