How to Make a Presentation

Preview

Answer the questions. Then talk about your answers.

1. Why do people make presentations?
2. Who usually makes presentations? What for?
3. Have you ever made a presentation? How?
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I.READING

Read and translate the text

HOW TO MAKE A PRESENTATION

Pamela Pickford trains business people to make presentations. Here'’s what she says.

The key is preparation. So the first step
is to find out who you’re going to be
‘ presenting to. You should find out how much
the audience know about the subject. Are

they experts or do they know very little? Are

you presenting to a group from the same or
from different countries? And adjust your language so that everybody can understand.
If possible, visit the room where you’ll be giving the presentation beforehand and
organize it precisely to your own requirements. You must feel comfortable in it.

Now you’re ready to start preparing what you’re going to say. So stage one is the
opening — the first few moments that can make or

break the presentation. Then stage two, a brief

introduction about the subject of your talk. Stage
three — the main body of the presentation. And
four, the conclusion, which should include a

summary of your talk and your recommendations.

Finally, the question and answer session.

| suggest that people memorise the opening as if they were actors. Write down
the opening, record it, listen to it, and practice it again and again. If it’s properly
done, you’ll get the audience’s attention immediately, and you’ll feel confident during

the presentation. After that, write the whole presentation out. Then select the key
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points. The next step is to buy some small cards and write one or two of the key points
on each one.

When talking, face the audience at all times. Finally, remember that what you
say IS as important as how you say it. A good presentation is very much a

performance.

Il. VOCABULARY

1. to present [pri'zent] smth to smb HPEACTABIIATE HTO-JT KOMY=JI

a presentation [ prezen 'teifon] TIpe3CHTALIA

to make / to give a presentation ACTATD MPC3CHTALMIO

Pamela Pickford trains business people | [1aMena Inkgopa yuant nenosbix moneh
to make presentations. ACIATh MPCSCHTALIHN.

2. preparation [ prepa reifon] MIOJITOTOBKA

The key is preparation. [ToaroToBka — 3TO camMoe TJIaBHOE.

3. audience ['o:djons] ayTUTOPUS

4. subject ['sabdzekt] peaIMeT, TeMa

You should find out how much the | Bam cnexyer Bbisicuuts, uto ayauropun
audience know about the subject. M3BECTHO Ha 3Ty TEMY.

5. to adjust [o'd3ast] MIPHUCIIOCA0INBAThH, KOPPEKTHPOBATH
Adjust your language so that everybody | Topopute Tak, 4T06bI Bama peds Obiia
can understand. ITOHSTHA KaXIOMY.

6. beforehand [br fo:hand] 3apaHee

Visit the room where you’ll be giving | [ToGpiBaiite B momerieHu#, Tae BB
the presentation beforehand. OyeTe enaTh IPE3EHTAIMIO 3apaHee.

7. precisely [pr1'saisli] TOYHO

8. requirement [r1'’kwaromont] HE00XO0IMMOCTh, TpeOOBaHHE

Organize the room precisely to your | Pacnonoxkure Bce Tak, Kak Bam
own requirements. HEOOXOIUMO.

9. opening BCTYIUICHHE

Stage one is the opening. [lepBast 4acTh — 3TO BCTYIUICHHE.

10. brief [bri:f] KpaTKUi

brief introduction [ mtra"dakfn] KpaTKoe BBeJECHUE (B TEMY COOOIIIEHHS)
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11. the main body of the presentation

OCHOBHas 4aCTb NPEC3CHTAlUN

12. conclusion [ken 'klu:3n]
The conclusion should include a

summary of your talk and vyour
recommendations.

3aKJIIOUYCHUC
3aKIroueHue JOJIDKHO COACPIKATb
KpaTKoC HU3JI0KCHUC Balicro

BBICTYIIVICHUA 1 PCKOMCHIalINH

13. a question and answer session

ceccusi BOIPOCOB M OTBETOB, OTBETHI Ha
BOIIPOCHI Ay TUTOPUU

14. to memorise ['memoraiz]

34alIOMHUTDB, BLIYUHUTHh HAU3YCTb

15. to record [rr'ko:d]

3amucarh (Ha MarHuTO(OH)

16. to practice smth

YHPAKHATHCA B UCM-JI, TPCHUPOBATLCA

17. properly [ 'propali]

JOJKHBIM 00pa3om

18. to feel confident
You’ll feel confident

presentation.

during the

YyBCTBOBATh CEOS1 YBEPEHHO
Bbl Oynere uyBcTBOBaTh ce0sl YBEPEHHO
BO BpeMsI IIPE3CHTALIUU.

19. key points

OCHOBHBIC MOMCHTHI

20. to face the audience
When talking, face the audience at all

times.

CTOSITh JIUIIOM K ITyOJIUKe
IIponsHoca peub, BCE BpeMsl CTOWTE
JIMLIOM K ayJIUTOPHUH.

1ll. READING COMPREHENSION

1. Answer the questions:

1. What should you find out before preparing a presentation?

2. How should you adjust your language to the audience?

3. Why do you need to visit the room where you’ll be giving a presentation?

4. What parts does a presentation usually consist of?

5. What is the most important part of a presentation? Why?

6. What is the last stage of a presentation?

7. How can you make your opening really good?

8. What should you remember while talking?

9. Which is more important — what you say or how you say it?
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2. Read the statements and say whether they are true (T) or

false (F). Correct the false ones:
1. Preparation for a presentation is not very important.

2. When preparing a presentation, try to find out what your audience already know.

3. You should never adjust your language.

4. Visit the room where you’ll be giving the presentation beforehand.

5. In the first stage of your presentation you should get the full attention of your
audience.

6. There’s no need to memorise the introduction.

7. If you memorise the introduction, you will be more confident when making a
presentation.

8. The whole text of your presentation should be written on cards.

9. When talking, you face the screen.

10. The final part of your presentation should be the summary of your talk and your
recommendations.

11. A presentation is like a show.

3. Supply the missing words and word combinations:

The firststepisto f... 0... who you are going to be presenting to.
You should a ... your language so that everybody can understand.

If possible, v ... the r ... where you’ll be giving the presentation b... .
Stage oneistheo... .

Stage two —a brief i ... about the s ... of your talk.

Stage three — the main b ... of the presentation.

You should memorise the o ... - as if you were an actor.

Write no more than one or two of the k ... p ... on each card.

. Facethea... at all times.

10. A good presentation is very muchap ... .

© oo N O WNE
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IV. ANALYZE

1. Choose the correct word or word combination:
1. The first ... is to find out who you’re going to be presenting to.

A. step B. note C. key
2. You should find out how much the ... knows about the subject.
A. speaker B. audience C. expert
3. You should ... your language so that everybody can understand.
A. record B. memorise C. adjust
4. Visit the room where you’ll be giving the presentation ... .
A. finally B. firstly C. beforehand
5. Stage one is the ... .
A. opening B. summary C. recommendations

6. You should ... the opening as if you were an actor.

A. select B. use C. memorise
7. Youshould ... ... during the presentation.
A. feel frightened B. feel confident C. feel nervous

8. Buy some small cards and write no more than one or two of the ... onto each one.
A. openings B. subjects C. key points
9. Always ... the audience.

A. ask B. select C. face

2. Match the words and expressions with their definitions:

1 a formal talk in which you describe or explain | a to adjust
something to a group of people

2 a group of people who have come to a place to hear or | b to feel confident
see a performance, a film, speech etc.

3 before a particular event c to select
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4 lasting only for a short time

d to practice

5 the part at the beginning of a book, report etc that gives
a general idea of what it is about

e to memorise

6 a period of time used for asking and answering
questions

f audience

7 to learn something so that you remember it perfectly

g a presentation

8 to repeat the activity regularly so that you become
better at it

h beforehand

9 to choose something or someone from a group

i brief

10 to believe in your own abilities and not to feel nervous
or frightened

J an introduction

11 to change something slightly in order to make it better,
more accurate or more effective

k a question and

answer session

3. Put the words in the correct word order:

1. the / step / first / what / in / presentation / preparing /is/a/? .........cccoevvieiininn...

.......................................................................................................
.......................................................................................................
.......................................................................................................
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10. a/is/like / a/ performance / presentation / . ..........cceeveiiiiiiiiieiiiinieenneannnn,

4. Give the English equivalents from the text above:

T 1 0121 < (1
. YYBCTBOBATD CEOST YBEPEHHO . ...uutteentttenntteenneeenneeenteeennaeeenneeannneeanneenns
£ 5 ()7 1 2 1 1

A W NN -

. OCHOBHAS YACTD TPE3CHTAIIHIH .. .. ..veereennseennearnnenneenneenneeanssenneenneeanseannens
O. BBIYUHTD HAMBYCTD ..t uuteennttennnaeenneeenneeeeaneeeanneeenneeannesannseeanneeennneens
6.CECCHS BOITPOCOB M OTBETOB ... e.uuteeenetsennseeennneeennseeaneeeaneeeaanseeaaneeeaineeans

7. KPATKOE BBEIICHHEC ....uvvtenteseneteeeneeenseeeaeneeeaeeeaneeeaaeeeaaeeaaneeeaaneeennes
T2} ) 1 {0 1 (<) £ 1/ (<
0. JIETIATD MPE3CHTAIIHED .. ..vvttteeennteeenneeeenneeeaeeeeanseeeaeeaanaeeaanseeaneeeanaeans
10. ayTUTOPHS (TEYOTTHKA) .. .uveenttteiet et et et e et e et e e e e eae e e eeeeaeenneanens
11. OCHOBHBIC MOMEHTDBI . ...ttt e et e e e ee et e e et e e e et eenans

IV VS Y€ 0 101531 1. (< K P

V. TRANSLATE

1. Tlpe3eHTanus OUEHB MOXOMKA HA CIIEKTAKIIB. «...uuuenreenttntentenneeneennenneennenneanens

..........................................................................................................

.........................................................................................................

........................................................................................................

.........................................................................................................
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5. Eciu BO3MOXHO, 3apaHee NOCETUTE IOMELIEHUE, Ine Bbl Oynere Jenarb
01 01ST 2 21 107 0 P

8. Heckonpko mepBBIX MUHYT MOTYT HWCIOPTHTHh NPE3CHTAIMIO WM CHACNaTh ¢
{02 (52100 (6 ) %

...............................................................................................................

.........................................................................................................

..........................................................................................................

VIi. SPEAKING

1. Prove the following statements:

1. Always start your presentation with a joke.
2. Smile a lot.

3. Involve the audience.

4. Invite questions during the presentation.

5. Move around during your presentation.

6. Read out your presentation from a script.
7. Stand up when giving your presentation.

25



2. Dialogue

Work in pairs and prepare a dialogue.

Student A is a sales manager who has just returned from a sales conference where he
gave a very successful presentation.
Student B is only preparing to make a presentation.
B asks A questions about how he prepared his presentation
3. You are a marketing manager in a big company. Give a talk

for a group of young managers on preparing and giving
presentations.
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