Preparing and Making a Presentation

	Introducing yourself to an audience

	Greeting:
	· Good morning/afternoon/evening ladies and gentlemen.

	Introduce yourself:
	· First off, let me introduce myself. My name is ……

………… from …………………………………….

	Excusing your English:
	· Please excuse my rather poor English.

	Preparing the audience:
	

	Introducing the subject:
	· I’m going to be talking about ………. …………….

	Summarizing the difference point:
	· I’ll start with ………………………………..… then go on to ………………………………… and finally, I’m going to …………………………..

	Mentioning the opportunity for question:
	· I hope you won’t mind if we’ll leave questions to the end.

	Delivering the message:
	

	First point:
	· The first point is ……………………………………

……………………………………………………... 

	Second point:
	· The second point is ………………………………...

………………………………………………………

	Last point:
	· And finally, ………………………………………...

………………………………………………………

	Closing the presentation:
	

	Summarizing the main point:
	· Before closing I’d like to summarize the main point again. ……………………………………………

	Closing the presentation:
	· This brings me to the end of my presentation.

	Thanking the audience: 
	· Thank you for your attention.

	Mentioning the opportunity for question:
	· Now, if  there should be any questions, I’ll be happy to answer them.


