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. :~,


Talk about yourself

Fill in the gaps using words from the box.

Clients
graduated
main
in charge
freelance
responsible

Customers
involved
leaders
deal
unemployed
per

My company

1. We are the 


 in the market.

2. Our
competitors are …..

3. We make.../offer.../are 


  in ….
4. We produce 4000 tons a /

day.

5. Our main
(products) /

(services) are….

6. We have a separate department
of after-sales service.

My job

7. I’m __________________________ for


(main areas of work, people you supervise)

8. I __________________________ with ... (areas of work, people outside the company)

9. I’m a __________________________ , I work on short-term project for a number of clients.

10. I’m __________________________ at the moment. I __________________________ in July.

Talk about yourself

Choose the correct word.

A company is in / on the market.

A product is in / on the market.

Talk about your company and job. First make some notes.

•
What is the name of your company? Where is your Head Office?

•
What is the size of your company? In which countries do you operate?

•
What are your main products/services?

•
What are your most important markets?

•
Who are your main competitors?

•
What is your position in the company?

•
What are your main responsibilities?

•
Are you currently working on any special projects?

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 brigs me to…

Let’s leave that there…

Part 3-4 etc

…and turn to…

Summary

To sum up…

Conclusion

In conclusion…


Form

Connectors and sequence markers are words or phrases which show the relationship between ideas, e.g. first of all (sequence), therefore (consequence), in brief (summary). We put these words or phrases at or near the beginning of a sentence or clause. They connect the following information with the earlier information:


We can use connectors and sequence markers to signal different types of relationships between ideas. The main relationships are:

1 time

2 logic (cause, contrast, condition, comparison and concession — see Units 37 and 38)

3 text (addition, summary, paraphrase, example and highlight)

Uses

Below are the main words and phrases for the above relationships.

To signal time relationships:

Beginning

First first of all
initially

to start with the first step
at the first stage

Second
Secondly 
the second step 
at the second stage

Third 
thirdly
the third step 
at the third stage

Then 
after that

Next
subsequently 
the next step
 at the next stage

Finally 
the final step 
at the final stage 

End

Other language forms:

before + verb . . .ing:

Before visiting the plant, I’ll give you a short explanation of what you’ll see. 

after + verb .. .ing 
After visiting the plant, there’ll be time for questions.

(after) having + verb . . .ed:

(After) having visited the plant, you’ll have a much better idea of our plans.




Sample Sentences


First I’d like to show you round the plant; after that you’ll have a chance to see the workshops. In particular, I’d like you to spend some time with the apprentices, which was not in the original program. Therefore the demonstration of the RD567 will take place a little later than planned.








This lever here has been a little unreliable. So we’ve overhauled it. (cause)


All machines are regularly checked. However, some need more maintenance than others (contrast)


After visiting the workshops, there’ll be time to talk to the apprentices. (time)


In brief, the visit today is intended to give you an overview of our activities and an opportunity to talk to the workers on the shopfloor. (summary of two main points)














