STRUCTURE OF AN ORAL PRESENTATION
Basics 3 parts: 1 Introduction 2 Body 3 conclusion
1.  THE INTRODUCTION( Phase 1) Get the audience's attention and signal the beginning:
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Let's begin.
Can we start?
Shall we start?
Let's get the ball rolling.
Let's get down to business 
2. 
3. Greet the audience Introduce oneself (name, position, and company)						Good morning everyone, I'd like to start by introducing myself. My name is... 
4.  Give title and introduce subject What exactly are you going to speak about? Situate the subject in time and place, in relation to the audience and/or its importance. Give a rough idea or working definition of the subject.

I plan to speak about...
Today I'm going to talk about...
The subject of my presentation is...
The theme of my talk is...
I've been asked to give you an overview of... 
5. 
6. Give your objectives (purpose, aim, goals) You should therefore have two purposes:  a general purpose  a specific one 
7.  Announce your outline You should keep the outline simple so 2 or 3 main points are usually enough. Eg. I have divided my presentation (up) into Y parts. In the first part I give a few basic definitions. In the next section I will explain….. In part three, I am going to show... In the last part I would like/want to give a practical example... 
8. Make a transition between the introduction and the body 
9.  THE BODY (Phase 2)  A Content  Quantity  Sequencing your ideas  Keeping the audience's attention  Signposting or signaling where you are  Listing information  Linking ideas, sections/making transitions  Outlining options 
10.  Tips to be clear and concrete 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, 
11. 
12. To rephrase:

Let me rephrase that….
In other words…
Another way of saying the same..
 Actually the thing is….
That is to say…. 
13. 
14.  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... 
15. 
16. To refer to what an expert says:

I quote the words of...
[bookmark: _GoBack]In the words of…
 According to... 
Here I'd like to quote…
 As Mr. X says in his book...
There is a famous quotation that goes... 
17. 
18. CONCLUSION (Phase 3) The end or the conclusion of your talk should include four parts:
a. Brief reminder of what you tried to show in your speech and how you tried to do so 
b. A short conclusion
c. Thanks to the audience for listening
d. An invitation to ask questions, make comments or open a discussion. 
19. The golden rule is "Be natural and relax!“ Positive tips :
a. Eye contact to keep audiences' attention
b. Facial expressions should be natural and friendly. Don't forget to smile. raise eyebrows to show surprise open eyes wide knit your eyebrows to show consternation or puzzlement
c. Posture – stand straight but relaxed (do not slouch or lean)
d. Gesture up and down head motion or other movements to indicate importance pen or pointer to indicate a part, a place (on a transparency) shrug of the shoulders to indicate "I don't know!" 
20.  Negatives :
a. Loss of eye contact: looking at notes, looking at screen, at the board, at the floor 
b. Don't stare, or look blankly into people's eyes 
c. Swaying back and forth like a pendulum
d. Back turned to the audience
e. Nervous talks
f. Hands in pockets 
