Introductions


We use would to:

· Talk about improbable or impossible situations

Eg. I’d like to live alone (but I live with six other people)

Eg. She’d be a good politician (but she works in a bank)

· Make polite offers

Eg. Would you like a cup of coffee?

Eg. Would you like to go to the cinema?

Introducing somebody else






After being introduced,
then respond




Question:
Would you like a drink?

Response:
Yes, I would love a coffee.


OR


Yes, can I have a coffee?


OR


No thank you, I am fine. 

Meetings and Presentations

Giving an Opinion

	(strong)
	(neutral)
	(tentative)

	I’m convinced we should use an agent.
	I think we need a bigger sales force.
	It seems to me we should try to diversify.

	I’m sure the Japanese market has big potential.
	As I see it, we must build up our middle management.
	I tend to think our designs are old-fashioned

	I have no doubt the new factory will make life a lot easier.
	In my opinion, we should offer a bonus.
	I feel our competitors are more market-orientated


Agreeing

	 (strong)
	(neutral)
	(tentative)

	I totally agree.
	I agree with you.
	Maybe you’re right.

	I agree entirely with Peter.
	I think you are right.
	Perhaps.

	I couldn’t agree more.
	That’s true.
	I tend to agree with you

	Absolutely! /Precisely! /Exactly!
	
	I suppose so.

	I quite agree.
	
	


Disagreeing

	 (strong)
	(neutral)
	(tentative)

	I don’t agree with you at all.
	I don’t really think so.
	I’m not so sure.

	I totally disagree.
	I can’t see that, I’m afraid
	I tend to disagree.

	It’s out of the question.
	I’m afraid I can ‘t agree with you there.
	Do you really think so?

	Of course not.
	
	Is that such a good idea?

	You’re quite wrong about that.
	
	

	Rubbish! /Nonsense! /No way!
	
	


Making Suggestions 

	(neutral)
	(tentative)

	I suggest (that) we buy from the French supplier.
	We could sell the business.

	I would suggest strengthening our management team.
	What about appointing a new agent?



	
	Why don’t we borrow some more money?



	
	Perhaps we should make a takeover bid.

	
	It might be worth setting up a joint venture.


Structuring your presentation


Introduction

I’d like to talk today about…

Outline

I’ve divided my talk into…

Questions

If you have any questions, please…

Part 1

Let’s start with…

So that covers…

Part 2

That brings me to…

Let’s leave that there…

Part 3-4 etc

…and turn to…

Summary

To sum up…

Conclusion

In conclusion…

Study the stages of a presentation 

1. Start with something to get attention: a surprising fact; a reference to ‘here and now’; a question; a humorous quote/story; audience participation; a visual aid.

2. Say a few words about yourself 

3. Tell the audience the structure of your talk 

4. Tell the audience how they will benefit from your presentation.

5. Present a small number of main points — a maximum of four.

6. Connect each point to the needs / interests of your audience. For example, show the audience how they will benefit or ask them a question.

7. Give examples to make your points clear.

8. Summarise the main points again. Mention the key benefits — how audience members can apply the information in your talk to their specific situation.

9. Finish with impact: a link back to your opening Bang!; a dramatic statement which sums up your message; an unusual visual aid; a strong 

 A presentation

Below you will see extracts from a presentation. You must complete each blank with a word or phrase from the list below. Use each item from the list once only.

purpose
First of all,
up to date
 on such short notice

priorities
Let me start
to sum up
 On the contrary,

Finally,
As you know, 
as a whole 
On the other hand, 

Next, 
In other words, 
As far as - 
draw your attention

1.



 by welcoming you all, especially since this meeting has had to be called
2.



         
3.




,our latest project has been the target of intense speculation in the media during the last few days, and the 4.



of this presentation is to bring you 5.



on what has been happening.

6. 



I’d like to refresh your memories as to the background of the project. 7. 



, I’ll give you a broad outline of what we’ve achieved so far.

8.



 ,I’ll try to give an indication of what our 9.



 will be over the next few months.

If I can 10.


. to the month of July, you will notice that there was an unexpected fall in overseas sales.

11. 



.. domestic sales are concerned, you can see that growth has been sustained.

If we look at the figures for Latin America 12.
and Mexico in particular, we can see some quite encouraging trends.

We don’t fear competition. 13.
, we welcome it.

We could open a branch there. 14.
-, we maybe better advised to 1ook for a good agent to represent us.

This is a time when we must consider our options carefully. 15.
. ,we

should not rush into making any decisions.
-~

So, 16.


.. . then, don’t believe everything the media tells you We have had a few problems but the future, looks bright.
Language in Meetings


Expressing reservations

You have a point, but....

I agree to some extent, but....

I suppose you are right, but....

Maybe that’s true, but...


Handling Questions

That is a very interesting question.

That’s a difficult question to answer.

You have raised an important point there.

I’m sure you appreciate how complicated this matter is.

I’m afraid I ‘m not in a position to comment on that just yet.

I don’t think we have enough time at our disposal to consider all the implications of this particular aspect of the problem.

It depends on what you mean by…

I’m afraid I don ‘t quite follow  

I don ‘t think it ‘s quite as simple as that.


Preventing an Interruption

If I might just finish....

Perhaps I could return to that point later on...

With respect, I should like to finish the point I was making....

If you would allow me to continue  ……

Discuss the following points;

· What is the problem with reading a presentation word for word? What alternatives are there?

· How can you ‘break the ice’ at the beginning of a presentation?

· What techniques can the presenter use to relax if he/ she starts to feel nervous?

· Is it a good idea to tell the audience at the beginning what you will talk about and for how long?

· Is it a good idea to summarize the main points again at the end?

· Some people prefer to answer questions during their presentation, others at the end. What are the advantages and disadvantages of both methods?

· What. kind of audio-visual aids do you use in your presentations?

· Can you give any other advice on how to give a successful presentation?
Presenting information

Here are some general guidelines to follow when presenting information:

· Limit yourself to the key points.

· Keep information to a minimum.

· Keep number of lines/ words to a minimum.

· Use bullets to separate key points.

· Use graphs and tables containing minimal information.

· Indicate clearly with titles and headings.

· Carry out a final spell-check.

CASE STUDY

Who We Are
Dell Computer Corporation, headquartered in Austin, Texas, is the world's leading direct computer systems company and a premier supplier of technology for the Internet infrastructure. Company revenue for the last four quarters totaled $32 billion. 

Dell is No. 2 worldwide in market share and consistently the leader in liquidity, profitability and growth among all major computer systems companies, with approximately 40,000 employees around the globe. The company ranks No. 1 in the United States, where it is a leading supplier of PCs to business customers, government agencies, educational institutions and consumers. 

The company was founded in 1984 by Michael Dell, the computer industry's longest-tenured chief executive officer, on a simple concept: that by selling personal computer systems directly to customers, Dell could best understand their needs, and efficiently provide the most effective computing solutions to meet those needs. 

Through the direct business model, Dell offers in-person relationships with consumer, corporate and institutional customers; telephone and Internet purchasing; customized computer systems; online and phone technical support; and next-day, on-site product service. 

Today, Dell is enhancing and broadening the fundamental competitive advantages of the direct model by increasingly applying the efficiencies of the Internet to its entire business. About 50 percent of Dell's sales are Web-enabled, and about 50 percent of Dell's technical support activities and about 76 percent of Dell's order-status transactions occur online. And Dell is a key partner with many of its customers in helping them deploy the technology they need to capitalize on the efficiencies of the Internet. 

Dell arranges for system installation and management, guides customers through technology transitions and provides an extensive range of other services. The company designs and customizes products and services to the requirements of organizations and individuals, and sells an extensive selection of peripheral hardware and computing software. 

Approximately two-thirds of Dell's revenue is generated through medium and large business and institutional customers. Dell also serves home and small business PC users. 

The Dell line of high-performance computer systems includes Dimension and OptiPlex desktop computers, Latitude and Inspiron notebook computers, PowerEdge servers, PowerApp server appliances, Dell Precision workstation products and PowerVault storage products. The company's computers are manufactured one at a time, as ordered, at facilities in Austin, Texas; Nashville, Tenn.; Eldorado do Sul, Brazil; Limerick, Ireland; Penang, Malaysia; and Xiamen, China. 

The Dell Direct Model
Dell's award-winning customer service, industry-leading growth and financial performance continue to differentiate the company from competitors. At the heart of that performance is Dell's unique direct-to-customer business model. "Direct" refers to the company's relationships with its customers, from home-PC users to the world's largest corporations. There are no retailers or other resellers adding unnecessary time and cost, or diminishing Dell's understanding of customer expectations. Why are computer-systems customers and investors increasingly turning to Dell and its unique direct model? There are several reasons: 

· Price for Performance. By eliminating resellers, retailers and other costly intermediary steps together with the industry's most efficient procurement, manufacturing and distribution process Dell offers its customers more powerful, more richly configured systems for the money than competitors. 

· Customization. Every Dell system is built to order. Customers get exactly, and only, what they want. 

· Service and Support. Dell uses knowledge gained from direct contact before and after the sale to provide award-winning, tailored customer service. 

· Latest Technology. Dell's efficient model means the latest relevant technology is introduced in its product lines much more quickly than through slow-moving indirect distribution channels. Inventory is turned over every 10 or fewer days, on average, keeping related costs low. 

· Superior Shareholder Value. During the last fiscal year, the value of Dell common stock more than doubled. In 1996 and 1997, Dell was the top-performing stock among the Standard & Poor's 500 and Nasdaq 100, and represented the top-performing U.S. stock on the Dow Jones World Stock Index. 

Development of the Direct Model 
Dell is continuously refining its direct approach to manufacturing, selling and servicing personal-computing systems. The company is committed to extending the advantages inherent in what is already the industry's most efficient business model. Current Dell initiatives include moving even greater volumes of product sales, service and support to the Internet, and further expanding an already broad range of value-added services. The Internet, the purest and most efficient form of the direct model, provides greater convenience and efficiency to customers and, in turn, to Dell. Dell services are focused on enhancing computing solutions for, and simplifying the system buying decisions of, current and potential customers. 

By taking its direct business model to even higher levels, through the Internet and value-added services, Dell intends to continue to grow its business at a multiple of the high-growth rate anticipated for the computer-systems industry as a whole. Dell still has significant opportunity for expansion in all parts of the world, especially in markets outside of the U.S.; in all customer segments; and in all product categories, ranging from home PCs to enterprise products, such as network servers and workstations. 










Introductions are important, remember: 


you never get a second chance to make a first impression!





I would like to introduce you to


OR


Can I introduce you to


OR


I would like you to meet


OR


This is (singular)


These are (plural)








my colleague (s)


my friend (s)


my family


John Shaw





More Formal





It’s a pleasure to meet you too. 


OR 


It is a pleasure





Less Formal








It is nice to meet you, too.





More Formal





It is (it’s) a pleasure to meet you Mr Shaw.   


OR   


It is (It’s) a pleasure.





Less Formal 


It’s nice to meet you John.  


OR 


It’s nice to meet you.











Question:	Could I have a drink, please?


Answer:	Yes, of course, what would you like?





If you are presenting information as slides, remember


they are ONLY a visual SUPPORT. YOU are the PRESENTER!





Opinions


What do you think about;





private schools


football hooligans


nuclear power


computers


smoking in public places


military service


capital punishment .. 


unemployment


marriage








Questioning





Would you mind giving us more details about the bid?


May I ask if the unions have been consulted on this matter?


I wonder / I was wondering if you could tell me how much it will cost?


Would you mind if I asked how you in tend to reduce costs?


Could you be a little more precise?


I’m sorry, but could you explain in a little more detail?


Would you care to elaborate on that?








Interrupting





Sorry to interrupt, but ….. 


I don’t want to interrupt but....


Could I come in at this point?


Could I say something about.....?


I have a point to make here.


Excuse me, but I’d just like to point out that  


I’d like to add something here  


Before we go any further, may I point out.....











Clarifying





If I follow you correctly,  ……..


So what you’re saying is...


Does that mean.....?


Are you saying......?


I am afraid I’m not quite clear what you mean by that.


I’m sorry I didn’t quite follow what you said about...


Perhaps I haven’t made myself clear.


Basically, what 1’m trying to say is...


Let me put it another way...


Allow me to re-phrase that.


To be more specific  ……


Put simply  ……





















































