Structuring a presentation

Greeting and expressing gratitude:
· "Good morning/afternoon/evening, everyone. Thank you for joining me today."
· "Welcome, ladies and gentlemen. I appreciate your presence here."
· "I'd like to extend my gratitude to each of you for being here.“
Capturing attention:
· "Today, I am here to share with you an exciting new approach to..."
· "Get ready to dive into a fascinating journey of..."
· "Imagine a world where..."
Stating the purpose:
· "The purpose of this presentation is to..."
· "My goal today is to provide you with a comprehensive understanding of..."
· "By the end of this presentation, you will have gained valuable insights into..."
Previewing the agenda:
· "I will start by giving you an overview of..."
· "We will explore three main aspects: ...“
· "Throughout this presentation, we will delve into the following key areas:"



· A) You should have all the technical information at your fi____________ (easily available).
· B) Give your presentation a personal t_______ (aim it directly at your audience’s needs).
· C) You’ll get loads of interruptions, but just go with the f________ (let things happen).
· D) Don’t get too carried aw_________ (be overenthusiastic).
· E) Have a few gimmicks up your sl__________ (plan some clever surprises).
· F) It really is essential that you do your ho______________ (prepare very carefully).
Indicating a shift in focus:
· Now, let's turn our attention to...
· Moving on to another aspect...
· Let's explore a different angle...
Introducing a related point:
· Building on that idea...
· Additionally, we should consider...
· Another key aspect to consider is...
Connecting ideas:
· This leads us to the next point...
· In relation to that...
· Similarly, we can also consider...


The to infinitive and the -ing form (the present participle) can each be used after certain verbs. Verbs followed by the to infinitive include: agree, arrange, attempt, choose, decide, fail, hope, learn, manage, offer, plan, seem.
· The driver attempted to remove the flat tyre.
· I hope to see you again at the next meeting.
 
· Verbs followed by an object + the to infinitive include: advise, allow, command, forbid, force, invite, order, persuade, remind, teach, tell.
· Peter advised Ron to call the police.
· Esther reminded her teacher to set some revision.
· Verbs that can be followed either directly by the to infinitive or by an object + the to infinitive include: ask, expect, help, intend, like, love, hate, mean, prefer, want, wish.
· I certainly intended to go to the party.
· We really expected Sally to pass the exam.
Verbs followed by the -ing form include: avoid, be used to, delay, dislike, escape, finish, forgive, give up, go on, imagine.
· I usually avoid going into town late at night.
· Miriam hates peeling potatoes.
· Have you finished reading that book yet?
Some verbs may be followed either by the to infinitive or by the -ing form with little or no change in meaning. These verbs include: begin, start, cease, continue, intend, like, love, hate, prefer.
· He began to run around shouting.
· He began running around shouting.
Some verbs may be followed either by the to infinitive or by the -ing form but the meaning of the sentence changes depending on the form that is used. These verbs include: try, forget, remember.
· I remembered to switch the lights off before we went out.
· I remember switching the lights off before we went out.
· She tried to talk to him, but his secretary wouldn’t put the call through.
· She tried talking to him, but he wouldn’t listen.
 
Use of the verb followed by the -ing form concentrates on what happens. The second verb is really the object of the first one. These verbs include: remember, forget, try.
· I definitely remember switching the lights off before we went out.
· She tried talking to him, but he wouldn’t listen.


Handling interruptions:
· "I appreciate your input, and I'll address that shortly."
· "Let me finish my point, and then I'll gladly answer your question."
· "I understand you have a different opinion, and we can discuss it during the Q&A session."
Redirecting questions for later discussion:
· "That's a great question, and I believe it's best suited for our upcoming discussion on [specific topic]."
· "I'd love to explore that question further, but due to time constraints, I will address it during the Q&A session."
· "Your question raises an important point that we will cover in detail in the next section."

· Presenter (John): Good afternoon, everyone. Thank you for joining me today. My name is John, and I am the Project Manager for the new software development project. Today, I'll be providing an update on our progress and outlining our future plans. Let's begin.
· Interrupter (Sarah): Excuse me, John, I have a question.
· Presenter (John): Of course, Sarah. Please go ahead.
· Interrupter (Sarah): I apologize for interrupting, but before you proceed, could you clarify the timeline for the project completion?
· Presenter (John): That's a valid question, Sarah. Thank you for bringing it up. We anticipate completing the project within six months, which includes development, testing, and implementation phases. We are working diligently to adhere to the proposed timeline and deliver a high-quality product.
· Interrupter (Sarah): Thank you for the clarification, John. Please continue.
· Presenter (John): Thank you, Sarah. Now, let's dive into the progress we've made so far...
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