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SECTION ONE 

THE INTRODUCTION 



 

 

Developing your Introduction: 

Writing your presentation template 

 
THE BEGINNING OR THE INTRODUCTION 
 

The beginning of a presentation is the most important part. It is when you establish a rapport 

with the audience and when you have its attention.  

 

Get the audience's attention and signal the beginning. 

•  Right .  Wel l .  OK.  Erm.  Let 's  beg in.  

•  Good.  F ine.  Great .  Can we star t?  

•  Shal l  we star t?  

•  Let 's  get  the ba l l  ro l l i ng.  

•  Let 's  get  down to  bus iness.  

Try to get your audience involved in your talk either by asking direct or rhetorical 
questions. Ask for a show of hands for example in response to a question. Some of 
these approaches may not be appropriate in all presentatios.  

Greet the audience.  

It is important to greet the audience by saying something like: 

•  Hel lo  lad ies  and gent lemen.  

•  Good morning members o f  the jury .  

•  Good af ternoon esteemed guests  

•  Good evening members o f  the board Fe l low co l leagues Mr.  
Cha i rman/Chai rwoman 

•  Good af ternoon team 



Introduce yourself 

(name, position, responsibility in the company) Not only to give that important information so 
people can identify you but also to establish your authority on the subject and to allow the 
audience to see your point of view . the subject 

•  Good af ternoon lad ies  and gent lemen, le t  me int roduce myse l f .  

•  Good morning everyone,  I 'd  l i ke  to  s tart  by int roduc ing myse l f .  
My name i s . . .  I  am a student  at  the INT where I  am a  doctora l  
cand idate ,  

•  I  am X.  Y .  f rom 3 Com. I 'm the manager  o f…  

•  I  am a  resea rcher  f rom …  

•  I 've  been work ing on the subject  now for  X years. .and I ' ve  had  
wide exper ience  i n  the f ie ld  o f  . . .  

•  Good morning,  I ’m Gera ld  Pauschmann .  today,  I  would  l i ke  to  ta lk  
to  you today about  some o f  my f ind ings…  

Sometimes, especially when invited to speak, the host introduces the guest, gives 
the same information as above and then gives the floor to the guest presenter. 

•  I  am very p leased and proud to  int roduce …who i s….  

•  He/she i s  known for…  

•  Now I ' l l  turn the f loor  over  to  today's  presenter .  

In English-speaking countries it is not uncommon that the speaker begins with an 
anecdote, a surprising statement to get the audience's attention, to make people 
want to listen, to feel relaxed and even to introduce the subject. 
An illustration from real life can be useful here as this may be a way to present 
information in such a way that the audience can identify with.  

  

Give your title and introduce the subject 

What exactly are you going to speak about?  
Situate the subject in time and place, in relation to the audience, the importance. 
Give a rough idea or a working definition of the subject. 

•  I  p lan to  speak about . . .  

•  Today I 'm go ing to  ta lk  about . . .  

•  The subject  o f  my presentat ion i s . . .  

•  The theme o f  my ta lk  i s . . .  I 've  been asked to  ta lk  to  you about . . .  

A cultural aspect may be important here; scientists want to demonstrate their work 
and findings while managers and humanities people want to share ideas and 
reflections with their audience. It may be the result of a desire to persuade and 
convince. It may be comparison of two or more products, plans or proposals. Why 
are you going to speak about it? 

•  I  have chosen to  speak about  th i s  because. . .  

•  I  was  asked to  speak about  X because. . .  



Have you set any limits on the scope of your talk? What won't you speak about? It 
may be very useful to eliminate certain areas before you start so as to avoid 
confusion or deviation from your main task. It also protects you from criticism later if 
do not mention it in advance. 
Have you limited the time? It is useful to give the listeners some idea of the time so 
as to maintain their attention better. 

•  I  wi l l  not  speak about . . .  

•  I  have l imi ted my presentat ion  to 

•  I  wi l l  speak for  15 minutes  

•  My ta lk wi l l  l ast  about  15 minutes  

You may want to give acknowledgements here too. If you have been sponsored, 
supported or encouraged by a particular firm, organization, professor, etc. you may 
want to acknowledge their contribution. Your research and paper may have been the 
work of a collaborative effort and you should acknowledge this too and give the 
names of all the participants. At some point you should ask a question or somehow 
try to determine where the audience is. How do they feel about the subject? You will 
then have to modify the contents, as you never know exactly what to expect. 

•  Have you ever  hea rd o f  . . .?  

•  Every day  you encounter .  

To get the audience's attention and perhaps to find out where they are you could 
introduce the subject by saying: 

•  Have you ever  heard o f/seen X?  

•  You've probab ly seen count less  t imes. . .   
You may have wondered. . .  

Give your objectives (purpose, aim, goals) 

The main purpose of an informative presentation is to have the audience understand 
and remember a certain amount of information. You should thus have two purposes: 
a general purpose and a specific one. The former is to inform: to give an overview, 
to present, to summarize, to outline; to discuss the current situation or to explain 
how to do something or how something is done. The latter is what you want the 
audience to take away with them after listening to you, what you want them to do, 
what they should remember. 

•  My purpose in g iv ing  th i s  ta lk  i s  to  g ive  you a  so l id  background 

on the subject  o f  o ra l  presentat ion so  that  in the future ,  a t  a  
conference  or  e l sewhere you can de l iver  a  success fu l  presentat ion 
in f ront  o f  a  group .  

•  What  I  would  l i ke  to  do  today i s  to  exp la in. . .  

•  to  i l l ust rate . . .  

•  to  g ive  a genera l  overv iew o f . . .  

•  to  out l ine . . .  

•  to  have a look at . . .  

•  What  I  want  my l i s teners  to  get  out  o f  my presentat ion  i s . . .  

Once you have established your specific objectives you may go on to formulate your 
content. 



Announce your outline. 

You want to keep the outline simple so 2 or 3 main points are usually enough. Concerning 
grammar the headings of the outline should be of the same grammatical form. 

•  I  have broken my presentat ion  down/up in to  X parts .  

•  I  have d iv ided my presentat ion (up)  into  Y parts .  

•  In the f i rs t  part  I  g ive  a few bas i c  def in i t ions.  In  the next  sect ion 
I  wi l l  exp la in In  part  three,  I  am go ing to  show.. .  

•  In the last  p lace  I  would  l i ke/want  to  g ive  a pract i ca l  example . ..  

Questions and comments from the audience. 

You should also let the audience know at some point in the introduction when they may or 
may not ask questions. 

•  I 'd  ask  you to  save your  quest ions for  the end.  

•  There wi l l  be  p lenty o f  t ime at  the end  o f  my presentat ion for  
quest ions and d i scuss ion.  

•  You may interrupt  me at  any  moment  to  ask  quest ions or  make 
comments 
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SECTION TWO 

THE BODY 



 

 

Developing the body: 

Writing your presentation template 

 
You are about to reveal your first slide, without reading what is on the 
slide (and every subsequent slide thereafter) what are you trying to say. 
What is the KEY MESSAGE here? 
 
 

What information should you give in your presentation? All your information should support 

the purpose. In most cases you will have to limit the content, as time is usually precious!  

 

Quantity  
How much information should you give? Enough to clearly develop your ideas. Don't forget to 

illustrate through examples.   
 

Sequencing your ideas. 
Whatever sequencing you choose, the headings should be all of the same grammatical form.  

Keeping the audience's attention The beginning and the end or the first and last parts are 
what listeners will remember the most. Think of ways you can keep the audience's attention 
throughout the rest of the presentation. 

Signposting or signaling where you are. 
Just as when you are driving along a road that you don't know very well you depend on signs 

to guide you, you need to guide the listener by using expressions to tell him/her where you 
are going. That is to say, first announce what you are going to say (give an example, 
reformulate etc.) and then say what you want to say. 

This is very like verbal punctuation. Indicating when you have finished one point and go on to 

the next. It is redundant in text but very advantageous in oral presentations. It may be useful 
also to pause, change your stance and the pitch of your voice as you move from one part of 
your presentation to another. 

Listing information 
Examples. 

•  There are three things we have to consider: one, two, 
and three. A, B, C.  

•  Now let us look at the f irst aspect which is ...  

•  First of al l ,…  

•  In the f irst place…  



Linking ideas, sections/making transitions 
Indicate the end of one section and the beginning of the next. 

•  That's al l  I  would l ike to say about .. .. (subject of part 
A) and now let us turn to .. ..  

•  Now that we've seen ... let us examine more c losely..  

Outlining options. 
If there are alternative ways of looking at a topic or proposal outline them to show you are 
familiar with different ways of dealing with the situation. 

•  There seem to be two possibi l i t ies of deal ing with 

this.... .  
•  We've looked at this from the point of view of the 

manufacturer but what about if we were to...  

•  A number of options present themselves at this po int....  

If what you are dealing with demands a comparison of strengths and weaknesses indicate 
clearly the different aspects and underline the points you feel are important or secondary. 

•  What exactly are the benefits?  
•  On the plus s ide we can add....;  
•  This is not the only weakness of the plan .... ... ..  

•  We cannot ignore the problems that such an act ion 
would create..... .  



Expressions to use: 

 

 
 
 
 
 
 
 

To give an example:  

Now let's take an example. 

An example of this can be found...  

To illustrate this… 

Let's see this through an example.  

For example, for instance, e.g. 

To rephrase: 

Let me rephrase that, 

In other words  

Another way of saying the same thing  

That is to say i.e. 

To summarize:  

To summarize  

To sum up, 

Let me summarize by saying  

So that concludes my overview  

In conclusion  

Briefly said  

In short,  

What I've tried to show in this part... 

To recap what we've seen so far... 

To emphasize  

What is very important is...  

What is important to remember... 

I'd like to emphasize the fact that...  

to stress... to highlight... to 

underline...  

What I tried to bring out....  

What we need to focus on... 

To refer to what you have said 

previously  

As I have already said earlier...  

As we saw in part one...  

To repeat what I've said so far... 

To refer to common knowledge: 

As you all may well know...  

It is generally accepted that...  

As you are probably aware of.. 

To refer to what you will say: 

We will see this a little later on.  

This will be the subject of part 3. 

We will go into more detail on that 

later. 

For now it is suffice to say.. 

To refer to what an expert says:  

I quote the words of ...  

There is a famous quotation that 

goes...  

In the words of According to....  

Here I'd like to quote As Mr. X says in 

his book... 
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SECTION THREE 

THE CONCLUSION 



 

 

Developing your Conclusion: 

Writing your presentation template 

 
Give a brief reminder of what you tried to say / show in your 
presentation and how you tried to do so. 
 

•  I ' d  l i k e  to  summar i se/ sum up  

•  At  th i s  s tage  I  wou l d  l i ke  to  run  th rough/over  the  ma in  po in t s . . .  

•  So ,  as  we  have  seen  today . . . .  

•  As  I  h ave  t r i ed  to  exp la in  th i s  morn ing  we a re…  

 

What recommendations do you wish to make? 
 

•  As a resul t  we suggest  that . .  In the l ight  of  what we have 
seen today I suggest  that .. . . . .  

•  My f i rst proposal  is . . . . . .  

You may at this point wish to distribute a vocabulary list or more 
detailed information that you wish to make available. 
 

•  I 've prepared a s l im fo lder of  the proposals . . . ;  

•  In the sheets that are now being d ist r ibuted you wi l l  f ind a 
breakdown of the. . . . . . . . .  

•  And final ly you may well  have to deal  with questions.  

•  I 'd be happy to answer any quest ions.. . .  

•  I f  there are any quest ions p lease feel  f ree to ask.  

•  Thank you very much for your at tent ion and i f  there are any 
suggest ions or comments…  

 


