
1Day 30
Vocab Review 

Fill in the blanks.

1.  The plumbing in this building is in u_ _ _ _t need of repair.
2.  I r_ _ _ _ _ _ _led my doctor’s appointment for later in the week.
3.  The government has i_ _ _ _ _ _ed a program of economic reform.
4.  Despite his cries, no one came to his a_ _ _ _ _ _nce.
5.  They are currently facing a long l_ _ _l battle in the US courts.

3   Presentations

  Module 3.1   Preparing

LEAD-IN   
  Look at Picture 1. What is it?
  Look at Picture 2. What is she doing?

 Listening

Listen and fill in the blanks.
In professional ……….., presenters ………. others, …….. products, ………. important decisions, suggest some 
solutions to a ……….., and so on. Preparing a presentation is a necessary ……….  In fact, it is said that about 95% 
of the success of a presentation is ……… to preparation. It should begin with planning a good ……….  Experts 
suggest beginning with Post-it notes (or ………. notes), each with one thought written on it.  ………. various 
ideas, facts, etc., onto these cards. The ……….. of this is that you can more easily see the big picture, helping you 
to arrange a point-by-point ……………. between Point A and Point B.

  What are five key areas in the preparation of presentations?
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Reading/ Writing

  Complete the sentences with words from the box.

open / font/ feedback/ introduction/ accentuate/ purpose/ step-by-step / nervous/ consider/ benefit

1.  Your audience
The audience is the most important consideration in preparing a presentation. If you fail to …………. your  
audience’s needs, you will fail to hold the audience’s attention and your talk is a failure. Tailor your presentation to 
suit your audience and their levels of knowledge.

2.  Your topic and objective(s)
When you are making a presentation, you should ask yourself “What is the ………… of your presentation?” “What 
is your topic?” “What do you want to achieve?” Then based on these aims, you can design your presentation  
effectively.

3.  Presentation structure
Do you know an old saying that says “Tell the audience what you are going to tell them, tell them, and then tell 
them what you told them.”  First, you should start with an effective …………… You tell your audience who you 
are, what your topic is and how you are going to proceed. Then the body which should be organized in a ………. 
way for the audience to follow logically. And finally, close the presentation by summarizing, and thank the 
audience, and ………. the floor for questions, if planned. Try to use simple language. Your audience will 
……………. from a well-organized presentation.

4.  Presentation aids
Use visual and/or audio aids to attract your audience’s attention. Try not to use a tiny ………….  Don’t use  
presentation aids too much. Only when you need to …………. important items, use them.
 Most people feel ………. about giving presentations. Feeling well-prepared and practiced  
 will give you confidence in yourself and your material.
5.  Practice
The presentation planning process involves repeated practice. Practice is important. The more familiar you are 
with your material, the more you will be able to inspire your audience’s trust and confidence.
・  Use a script. Practice your presentation by writing out your presentation on note cards.
・ If possible, stand up in a room and deliver your presentation to the walls. Use a tape recorder or camcorder.
・  Ask friends, family or colleagues to listen to your presentation. Request honest …………….
Most people feel ………. about giving presentations. Feeling well-prepared and practiced will give you  
confidence in yourself and your material.

  What do you need to know about your audience?

  Look at the following situations.
A.  An international research conference on social sciences in Paris
B.  An internal meeting of teachers to discuss a new teaching method at your language school
Imagine you were expert at each field and had to give a brief presentation in the above situations. Discuss  
answers to the following questions:
a) What are the audience’s expectations in terms of speaker’s knowledge ? 
b) Will your talk be formal or informal?
c) What is your policy on questions 
d) How will you help the audience to remember what you tell them?
e) What is the audience’s level of specialist knowledge?
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Match each definition (A – E) with today’s vocabulary word (1 – 5)

   DEFINITIONS
A.  to adjust something to suit a particular need
B.  to improve
C.  the surroundings
D.  to put too many things in or on something
E.  a written text

Fill in the blanks.

1.  The house has a beautiful s_ _ _ing overlooking the river.
2.  Their services are t_ _ _ _ _ed to clients’ needs.
3.  The county took steps to e_ _ _ _ _e water quality.
4.  Don’t o_ _ _ _ _ _d the washing machine, or it won’t work properly.
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1.   setting
2.   script
3.   tailor (v)
4.   enhance
5.   overload
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Vocab Review 

Fill in the blanks.

1.  The house has a beautiful s_ _ _ing overlooking the river.
2.  Their services are t_ _ _ _ _ed to clients’ needs.
3.  The county took steps to e_ _ _ _ _e water quality.
4.  Don’t o_ _ _ _ _ _d the washing machine, or it won’t work properly.

3   Presentations

  Module 3.2   Becoming an effective presenter

Reading/ Writing

Complete the sentences with words from the box.

impact/ slowly/ gestures/ listening/ involvement/ empty/ lack/ small/ smile/  
confident / hands/ audience/ deliver/ responds/ chest/ deeply

When you make a presentation, your ……………. learn what you are saying as well as …………. to your body 
language. Try to make an ………… and ……….. your presentation enthusiastically.
  You should stand straight. You need to appear ………. Don’t keep your arms on ……… , which makes you look 
defensive. Don’t stand with your ……….. in pockets, which shows …………. of interest.
  The most important thing you should do first of all is to ………….. , which is the best non-verbal ice breaker. 
Remember that smiling makes you look confident and relaxed, which is a quality required for a good presenter.
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  Don’t make yourself look like to be speaking to an ……….. room. Try to make contact with your audience.
 ・  Give your audience a sense of …………….. by making eye contact. Remember to share eye contact  
 with all members of a ………… audience and all areas of a large audience.
 ・  You should use ………….. to emphasize your important points.
 ・  Instead of using assertive sentences all the time, try to use some questions. It will wake your audience  
 up and start …………….. to your talk.
  Your voice should be loud enough so that your audience can hear you clearly. Also you should speak about  
 20% more ……………. than normal so that your audience can follow your presentation.
  Breath ……………., which will help you feel less anxious.
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 Module 3.3   Introduction

 Reading

The introduction to your presentation is crucial. It is your first point of contact with your audience; you can either 
capture or lose your audience’s interest in a matter of seconds. Try using the following structure:
In the opening lines, after welcoming the audience, introduce yourself. Then briefly explain the purpose of your 
talk and provide an overview.
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Greet your audience

Introduce yourself

State your topic

Explain why your topic
is important

Outline the structure

Length
Handouts
Policy on questions

Good morning, ladies and  
gentlemen. First of all, thank you 
very much for coming here today.

My name’s ( your name ) and I’m 
(your job title, e.g. the Marketing 
Manager/ a financial analyst) for 
(your organization).

The subject of my presentation 
today is . . .

My topic is of particular interest to 
those of you who . . .

I’ve divided my talk into (three) 
parts.
In the first part
Then in the second part
In the final part

Hi, everyone.  
It’s good to see you all here today.

As you know, my name is (your 
name) from Sales/ IT here at (your 
organization).

Today I’m going to talk about . . .

This is important for you who . . .

My talk will be in (three) parts.

First
Second
Finally

My presentation will take about 30 minutes.
I’ll be handing out copies of the salient features of my presentation at the 
end of my talk.
If you have any questions, please feel free to interrupt me at any time..
(Or after my talk there’ll be time for any questions.)

Language Checklist: The introduction to a presentation



 

 Listening

Listen and fill in the blanks.

Good afternoon, ladies and gentlemen. First of all, thank you very much for ………. here today. My name’s Jack 
James and I’m ……. Finance Director …… AZ International. I’m here today to talk to you about the ……. future 
……. for our company. My talk is particularly ……….. to you, our ……………, because I’m sure you’ll agree that 
AZ is growing from ………… to ……….. Let me ………. take you through what we’ll be discussing today. (pause) 
I’ll start by reporting ………. last year’s financial results. Then I’ll talk about our recent ………… in the past 
………. Finally, we’ll look at our ………….. and the company’s ………… plans for the future. (pause) My  
presentation will ………. about forty minutes. Please ………. free to ……….. me if you have any questions, or if 
there’s anything you don’t follow.

  Practice/ Homework 
Prepare a two minute introduction to a short talk on your company/ school and practice at home. Try both formal 
and informal versions. Refer to the Language Checklist above.

Match each definition (A – E) with today’s vocabulary word (1 – 5)

   DEFINITIONS
A.  not willing to do something and therefore slow to do it
B.  to maintain; continue
C.  not deep
D.  causing enthusiasm and interest
E.  lack of interest

Fill in the blanks.

1.  Universities have been asked to make their courses more attractive and s_ _ _ _ _ _ting.
2.  The stream was quite s_ _ _ _ _w so we were able to walk across it.
3.  Many parents feel r_ _ _ _ _ant to talk openly with their children.
4.  There is a growing sense of a_ _ _ _y among teens.
5.  The team may not be able to s_ _ _ _ _n this level of performance.
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1.   shallow
2.   apathy
3.   reluctant
4.   sustain
5.   stimulating
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Vocab Review 

Fill in the blanks.

1.  Universities have been asked to make their courses more attractive and s_ _ _ _ _ _ting.
2.  The stream was quite s_ _ _ _ _w so we were able to walk across it.
3.  Many parents feel r_ _ _ _ _ant to talk openly with their children.
4.  There is a growing sense of a_ _ _ _y among teens.
5.  The team may not be able to s_ _ _ _ _n this level of performance.

3   Presentations

  Module 3.4   Using visual aids 

LEAD-IN   Look at the pictures below. Label the tools used to present visual information.
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  Advantages of using visual aids
Elicit some advantages of using visual aids

  Why do we use visual aids?
Look at the graph and complete the sentences with words from the box.

break / illustrate / thousand / 50% / comprehension / retained

Using visual aids helps you to achieve your aims. Research shows that only 10% of information the audience 
obtained through text is ………… after three days, while as much as ………… of information is retained through 
visual aids. “A picture is worth a ………… words” indeed. Visual aids can improve audience ……………, can give 
them a …………… from listening, and also can help ……………. complex ideas. 

  Most business presentations have three main parts: Introduction, Main points, and Conclusion.

Match the phrases (1 – 6) with each part of the presentation (A – C).

1. summarize your main points on a slide                                      A. Introduction
2. indicate a structure to your presentation by listing your main points         B. Main points
3. support technical information with clearly displayed data                    C. Conclusion
4. display the title of your presentation
5. present your conclusion in a succinct phrase or image
6. offer evidence to support your argument

  Different types of visual aids
There are various visual aids you can use. If you use visual aids, keep them simple and make sure that they  
support and add emphasis to your argument – not distract the audience from what you are saying. 
The following advice will help you make the most of different types of visual aids.
Read the text, then mark the sentences that follow (a. to g.) as True or False.

  PowerPoint (or equivalent)
Microsoft PowerPoint is probably now the most commonly used form of visual aid.
・Do use a big enough font (minimum 20pt)
・Do keep the background simple.
・Don’t use endless slides of bulleted lists that all look the same.
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  Whiteboards
Although the whiteboard markings do not produce any dust and easy to draw something on the spot, it takes 
time to write and you cannot see your audience while you are writing. Writing on a whiteboard takes time and, 
once you finish writing, you have to erase it, which also takes time. Care has to be taken that your handwriting is 
legible and sufficiently large enough to be seen by all the audience. 

  Flip charts
One of the oldest visual aids around, before the days of fancy electronics, the flip chart can still be a highly  
effective way
to convey points during a presentation, especially when presenting to groups of up to 25. It requires no power 
source and no technical expertise. Title each page with a short topic or heading. Do not use pastel colors. Black, 
blue are preferable and dark green and brown are acceptable. The color red should be used only for emphasis. 
Don’t talk to the board while writing on it. 

  Microphone
You should use a microphone. Speak in a clear voice. You should repeat questions from the audience into the 
microphone, which helps every member of the audience to hear the question asked.

  Handouts
Handouts are very useful. Use a handout if your information is too detailed to fit on a slide or if you want your 
audience to have a full record of your findings. However, think carefully about when to distribute your handouts. 
Giving out handouts at the start of a talk will take time and the audience may start to read these rather than listen 
to what the speaker is saying. Given too early and they may prove a distraction. Given too late and your audience 
may have taken too many unnecessary notes. Given out in the middle and your audience will inevitably read 
rather than listen. One way of avoiding these pitfalls is to give out incomplete handouts at key stages during your 
presentation. You can then highlight the missing details vocally, encouraging your audience to fill in the gaps. 
Have extra handouts for unexpected participants.
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          *          *          *          *          *          *          *          *
a) Don’t use black when using flip charts.                                                              True/ False
b) Distribute your handouts at the beginning of your talk.                                              True/ False
c) Avoid repeating questions from the audience into the microphone.                                    True/ False
d) One of the pitfalls of using a whiteboard is that it does not require constant erasing.                True/ False
e) There is no need to number your overheads.                                                          True/ False
f ) Keep the background simple and use red when using PowerPoint.                                    True/ False

Match each definition (A – O) with today’s vocabulary word (1 – 15)

    DEFINITIONS
A.  a raised area on which a person stands to speak to a large number of
people, to conduct music, or to receive a prize in a sports competition
B.  a likely problem
C.  to show the meaning of something more clearly
D.  to put two or more things into a straight line
E.  continuing to keep something
F.  able to be read easily
G.  the ability to understand completely
H.  a color that is pale and soft
I.   a wise saying or proverb
J.   to limit something
K.  related to something being discussed
L.  the ability to do something well
M.  to become less bright
N.  a high level of knowledge or skill
O.  involving numbers

Fill in the blanks.

1.  He took financial advice on how to avoid the p_ _ _ _ _ _s of setting up your own business.
2.  The lecturer i_ _ _ _ _ _ated his point with a diagram on the board.
3.  You need to a_ _ _n the numbers properly in a column.
4.  The letter was faded and barely l_ _ _ _ _e.
5.  He has no c_ _ _ _ _ _ _nsion of the size of the problem.
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8.   numerical
9.   dim (v)
10.  align 
11.  expertise
12.  pastel
13.  podium
14.  pitfall
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Fill in the blanks.

1.  He took financial advice on how to avoid the p_ _ _ _ _ _s of setting up your own business.
2.  The lecturer i_ _ _ _ _ _ated his point with a diagram on the board.
3.  You need to a_ _ _n the numbers properly in a column.
4.  The letter was faded and barely l_ _ _ _ _e.
5.  He has no c_ _ _ _ _ _ _nsion of the size of the problem.

3   Presentations

  Module 3.4   Using visual aids ―  Talking about the content of visual aids 

LEAD-IN   Look at the pictures below. Label them using the listed words.

line graph   flow chart   bar graph   organogram   pie chart   table
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solid line   dashed line   fluctuating line   vertical axis   dotted line   horizontal axis

   Look at the pictures below. What are rows, columns, segments and undulating?

  Look at the following visual aids. Which is easier to comprehend at a glance?
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  When to use tables and when to use graphs
Complete the sentences with words from the box.

visual/ time/ columns/ smaller/ larger/ periods/ rows/

One advantage of using tables is that we can show comparisons between numbers, reading down …………. or 
across ……… of numbers. Graphs, on the other hand, can visually show a trend over time. People can see the 
graphs at a glance and understand quickly. It is an advantage of ………… perception to view patterns more 
clearly than columns of numbers. 
Line graphs can show changes in the data over ………….. of time. Line graphs have better use than bar graphs 
when dealing with ………….. changes. You can use line graphs to compare changes over the same period for 
different groups.
Bar graphs, which compare data at a point in time and help the viewer in comparing different types of data, are 
best when the changes are ………...
Pie charts carry the advantage that they can show the parts of a whole. They do not show changes over …………

  Which of these visuals would you use to describe the following:
A  your company’s quarterly sales figures over the past three years
B  your division’s new organizational structure
C  the results of a survey that was carried out to find out how students travel to your school
D  your company’s order filling process
E  the fluctuation in the number of people at a London underground station over the course of a day

  Delivery of visual aids
Identify some key phrases, typical of delivering visual aids, of which structure consists of four fundamentals: 
Introduction, Explanation, Emphasis, and Comment. 
Match the phrases (1 – 8) with the four fundamental structures (A – D)

1. “I’d like you to focus your attention on . . .”        A. Introducing a visual
2. “I’d like to show you . . .”                                 B. Explaining a visual
3. “As can be understood from this graph, …”               C. Emphasizing the focal point of a visual
4. “Notice the blue segment that shows…”                  D. Interpreting a visual
5. “This pie chart illustrates the distribution of …”
6. “Let’s now look at the next slide which shows …”
7. “The two axes represent . . .”
8. “You can see that different colors have been used
   to indicate . . .”
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  Describing change in visuals 
Try to use different words to express movement in order to avoid repetition.
  Upward movement

   (v) go up/ take off/ shoot up/ soar/ jump/ increase/ rise/ grow/ rocket/ improve/ 

                    (n) an increase/ a rise/ a growth/ an improvement/ an upturn/ a surge/ an

  AT THE TOP-verbs 
 reach a peak/ peak/ top out/ reach a high/ reach a maximum
  Downward movement

   (v) go down/ come down/ fall/ fall off/ drop/ slump/ decline/ decrease/ plummet/ slip/ 

                    (n) a fall/ a decrease/ a decline/ a drop/ a downturn/ a downturn trend

  AT THE BOTTOM-verbs 
reach a low point/ bottom out/ level out/ hit a low/ hit bottom
  Up-and-down movement

     (v) fluctuate/ undulate      
                          (adj) volatile

  NO CHANGE-verbs 
remain stable/ level off /stay (at) the same (level) / remain constant /stagnate/ stabilize/ reach a plateau
  Degree of change
(adv) dramatically/ considerably/ significantly/ moderately/ slightly/ substantially/ markedly 
(adj) dramatic/ considerable/ significant/ moderate/ slight/ substantial
  Speed of change
(adv) rapidly/ quickly/ suddenly/ gradually/ steadily/ slowly/ abruptly/ quickly
(adj) rapid/ quick/ sudden/ gradual/ steady/ slow/ abrupt/ quick
  Using a percentage
(prep) a rise from 15$ to 20$/  to increase by 30%/  to fall by 40%/  an increase of 5.5 per cent over last  
year 
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Match each definition (A – E) with today’s vocabulary word (1 – 5)

     DEFINITIONS
A.  expressed in speech rather than in writing
B.  to keep changing
C.  involving or expressed in numbers
D.  following a particular order
E.  one of the two lines on which the scales of measurement are marked

Fill in the blanks.

1.  Keep your files in n_ _ _ _ _cal order.
2.  We have a v_ _ _ _l agreement with the landlord.
3.  Oil prices have f_ _ _ _ _ated wildly in recent weeks.
4.  In this way the children are introduced to s_ _ _ _ _tial learning.
5.  Annual profits over the last 10 years are plotted on the y-_ _ _s.
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1.   numerical
2.   axis (pl. axes)
3.   verbal
4.   fluctuate
5.   sequential



1Day 36
Vocab Review 

Fill in the blanks.

1.  Keep your files in n_ _ _ _ _cal order.
2.  We have a v_ _ _ _l agreement with the landlord.
3.  Oil prices have f_ _ _ _ _ated wildly in recent weeks.
4.  In this way the children are introduced to s_ _ _ _ _tial learning.
5.  Annual profits over the last 10 years are plotted on the y-_ _ _s.

3   Presentations

  Module 3.5   Structuring the main body 

  The main body of the presentation contains the details of the topic described in the introduction.

・Repeat briefly what the topic and objective of your talk is: (Today’s topic is . . .)
・Clear and simple main body structure: (I’ve divided my talk into three parts.)

First part          -a
                            -b
                            -c
                            -d
Second part    -a
                            -b
   Third part      -a
                            -b
                            -c

 Reading

Read the following.
  The secrets of presentation success
You should use signpost language to make your presentation successful. Signpost language can tell the audience 
what has just happened and what is going to happen. Signpost language guides the audience through the  
presentation.
	   (Ending the introduction)   So that concludes the introduction./ That’s all for the introduction.    
	   (Beginning the main body)  Now let’s move to the first part of my talk, which is about . . .
	   (Saying what is coming Signaling the beginning of each part)  In this part of my presentation,  
 I’d like to tell you about . . .
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  (Listing information)  One type of signpost language is to introduce a list with a phrase like There are three 
types of business plans that we have to think about: a summary business plan, a full business plan and a  
operational business plan. Let’s look at each of these in more detail. First, a summary business plan . . ./  We 
can see four advantages and two disadvantages. First, advantages. One is . . .  Another is . . .  A third  
advantage is . . .  Finally . . .
  (Linking ideas)  Another signpost language is to give a link between parts of presentation in order to develop 
the linear flow of your presentation. When one part of the talk ends you can say: That’s all I want to say about . . . 
/ This brings me to the end of my first point.  And begin a new part by saying Now we’ll move on to the next part 
which is . . . / This leads to the next point, which is . . . / The next issue (topic, area) I would like to focus on is . . .
  (Sequencing)   Another type of signpost language is sequencing of information, which normally follows a  
logical or temporal order. There are two steps involved. The first step is . . .  The second step is . . . /  First the  
background, then the present situation, and then the prospects for the future. / Where does this lead us?/ Why 
is this important?  Key words in sequencing information are first, then, next, after that, later, finally, etc.
  (Giving examples)  A good example of this is . . . /  To illustrate this point . . .
  (Summarizing a point)  Let me briefly summarize what I’ve said so far./  I’d like to sum up the main points. 
  (Referring back)  As I mentioned before, . . . /  As I said earlier, . . . /  As I pointed out in the first section, . . . / 
Let’s go back to what we were discussing earlier.

 Writing

  Put the words in the right order to make typical sentences from signpost language.
1.   Let’s/ earlier/ back/ were/ go/ to/ discussing/ we/ back/ what
    ____________________________________________________________________________________________
2.   So/ introduction/ concludes/ the / that
    ____________________________________________________________________________________________
3.   This/ point/ me/ my/ brings/ the/ first/ to/ of/ end
    ____________________________________________________________________________________________
4.   There/ we/ to/ of/ about/ are/ that/ think/ three/ plans/ have/ types/ business
    ____________________________________________________________________________________________
5.   I’d/ points/ to/ sum/ the/ main/ like/ up
    ____________________________________________________________________________________________
6.   Where/ lead/ this/ us/ does/ ?
    ____________________________________________________________________________________________
7.   First/ then/ then/ for/ future/ the / the / the / the/ present/ background/ prospects/ situation/ and
    ____________________________________________________________________________________________
8.   There/ involved/ two/ are/ steps
    ____________________________________________________________________________________________
9.   Let/ so/ me/ far/ said/ summarize/ I’ve/ briefly/ what
    ____________________________________________________________________________________________
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	Practice
Give a brief presentation of one minute about what steps you would take to brush your teeth, using listing and 
sequencing where necessary. (Preparation time: 5 minutes)

 Listening

1.  Listen and fill in the blanks.
  What to avoid
The most ………. mistake with presentations is trying to ……… in too much information – you either ……. up 
talking too fast, or ……….. the time limit. 
Start with an ………… that sets out the structure, followed by the main body ……….. of 3 (or 4) main points, 
each followed by ………. to support these, and finish with a brief summarizing conclusion.

2.  Listen and fill in the blanks.
  Supporting information
Choose your supporting information carefully. This helps your ………. understand, believe in and agree with 
your main points. This evidence might take the form of ………. data, points of detail or an ………… of process. It 
might be presented in ………. ways using …………. Think about:
•  what will add ……….. to your argument (explaining complex terms, reminding your audience of any  
supporting theories)?
•  what will add ………. to your argument (making connections with other people’s work, quoting experts,  
offering evidence from your own research)?
•  what will add ……….. to your argument (showing a video clip or a slide, using a practical example or a vibrant 
analogy)?

Match each definition (A – E) with today’s vocabulary word (1 – 5)

    DEFINITIONS
A.  to continue past an intended limit, especially a finishing time
B.  the quality of being clear and easy to understand
C.  something that shows what is going to happen in the future
D.  new, original, and clever
E.  to do many things in a short period of time

Fill in the blanks.

1.  I managed to c_ _ _ three countries into a week’s business trip.
2.  My evening class o_ _ _ _ _n by ten minutes.
3.  This upturn in the country’s economy is a splendid s_ _ _ _ _ _t to the future.
4.  They should adopt a more i_ _ _ _ _ative approach.
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1.   signpost
2.   cram
3.   overrun
4.   clarity
5.   imaginative
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Day 37
Vocab Review 

Fill in the blanks.

1.  I managed to c_ _ _ three countries into a week’s business trip.
2.  My evening class o_ _ _ _ _n by ten minutes.
3.  This upturn in the country’s economy is a splendid s_ _ _ _ _ _t to the future.
4.  They should adopt a more i_ _ _ _ _ative approach.

3   Presentations

  Module 3.6   Concluding a presentation 

LEAD-IN  What does the end of a presentation contain?

  What is the difference, if any, between a summary and a conclusion?

 Writing

1.  Complete the gaps. The first letters are given to you.
So, that brings me t_ almost the end o_ my talk. I’d like to end w_ _ _ a short r_ _ _ _ _ _ _ _ _ _ of the m_ _ _ point. The key 
i_ _ _ _ is that . . .
Now, what are the l_ _ _ _ _ _ that we can l_ _ _ _ from this? Well, I think, most importantly, we h_ _ _  t_  build up . . .
Thank you everyone f_ _ listening. 

  Is this a summary or a conclusion or is it both? Explain your answer.

2.  Complete the gaps. The first letters are given to you.
That e_ _ _ the main part of my talk. Now I’d like to s_ _ _ _ _ _ _ _ the main points.  . . .       Now, turning to my 
c_ _ _ _ _ _ _ _ _, I want to make three key r_ _ _ _ _ _ _ _ _ _ _ _ _ _. Number one,  . . .  Number two, . . . And  
number three, . . .   And that, ladies and gentlemen, c_ _ _ _ _ _ _ _ my talk.

  Is this a summary or a conclusion or is it both? Explain your answer.



 Module 3.7   Handling the question and answer session

LEAD-IN  How do you end your presentation and invite questions and/or introduce discussion?
1.  Listen and fill in the blanks.
  Signaling the end of the presentation
 ・  That _________ the formal part of my talk. Thank you all for listening.
 ・  I’m now ________ the end of my talk.
 ・  Well, this ________ me to the end of my presentation.
  Summary
 ・  Before I stop, let me go _______ my main points again.
 ・  To ______ up then, we . . .
 ・  I’d just like to ______ through the main points again.
 ・  Just to __________ the main points of my talk . . .
  Conclusion
 ・  We’d therefore _________ that we . . .
 ・  What I’d like to ___________ is . . .
  Inviting questions and/or introducing discussion
 ・  Now, I’ll be _________ to answer any questions you may have.
 ・  We have ______ an hour for questions and discussion.
 ・  Now, I’d like to _______ your comments.
 ・  Are there any questions or __________?

  Handling questions

2.  Listen and fill in the blanks.
Handling questions is _________ by many speakers to be the most difficult part of a presentation. What is the 
best way to handle questions after a presentation? Well, the best way is to ________ very carefully. It can be 
useful to repeat or paraphrase the question. You repeat the point that the _________ makes. You can check it that 
way. It will also give you _________ to think.
  How do you handle questions?
Case 1: You understood the question, but it is difficult or impossible to answer
 ・  That’s a difficult question to answer __________ a few words. I don’t have much experience in that 
________. Perhaps the Sales Manager can help . . .
Case 2: You understood the question, but it is irrelevant
 ・  I’m afraid that’s outside the ________ of my talk. If I _____ you, I’d discuss that with . . .
Case 3: You did not understand the question
 ・  Sorry, I’m not ________ I’ve understood your question. Could you repeat?
 ・  I didn’t ________ the last part of your question.
  How do you check that your answer is sufficient?
 ・  Does that ________ your question?
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Match each definition (A – E) with today’s vocabulary word (1 – 5)

    DEFINITIONS
A.  to repeat something written or spoken using different words
B.  to say that someone or something is good or suitable for a particular
purpose
C.  to get close to something
D.  an important subject or problem that people are discussing
E.  a person who asks a question

Fill in the blanks.

1.  I’m pleased to say the project is n_ _ _ing completion.
2.  I’ll have to p_ _ _ _ _ _ _se it because I didn’t get a chance to memorize it.
3.  Can you r_ _ _ _ _ _ _d a good wine to go with this dish?
4.  Jack has raised a very important i_ _ _e.
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1.   near (v)
2.   questioner
3.   paraphrase
4.   recommend
5.   issue
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