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Advantage

Disadvantage

Speech

1. Exact record

2. Timing easier

3. more confidence

4 Just read! No breakdown

5 proofread. Correct grammar

1 one way communication

2 monotone

3 not flexible

4 no eye contact

5 formal English. Long sentences.
Difficult vocabulary

Presentation

1 two way(talk and look at,
reflect)

2 more interesting information
3 flexible

4 good eye contact

5 simple English. Easy

1 no exact record

2 timing is difficult. Too long, too
short

3 less confidence perhaps

4 danger! Bleak mind

5 incorrect grammar

vocabulary

KEY WORDS

AUDIENCE ANALYSIS
A. Audience Size and Composition

1. Estimate how many people will attend.

2. Consider whether they have some political, religious, professional, or other affiliation in
common.

3. Analyze the mix of men and women, age ranges, socioeconomic and ethnic groups,
occupations, and geographic regions represented.

B. Probable Audience Reaction

1. Analyze why audience members are attending the speech or presentation

2. Determine the audience’s general attitude towards the topic.

a. Decide whether the audience is very interested, moderately interested, or unconcerned.

b. Review how the audience has reacted to similar issues in the past.

c. Determine which facets of the subject are most likely to appeal to the audience.

d. Decide whether portions of your message will create problems for any members of the
audience.

3. Analyze the mood that people will be in when you speak to them: tired from listening to
other presentations like yours or fresh because your presentation comes early in the agenda,
interested in hearing a unique presentation, restless from sitting too long in one position
and needing a minute to stretch.

4. Figure out which sort of backup information will most impress the audience: technical
data, statistical comparisons, cost figures, historical information, generalizations,
demonstrations, samples, and so on.

5. Predict audience response

a. List ways that the audience will benefit from your message.
b. Formulate an idea of the desirable audience reaction and the best possible result (what
you want the audience to believe or do afterward).
c. Anticipate possible objections or questions.
d. Analyze the worst thing that might happen and how you might respond.
C. Level of Audience Understanding
1. Determine whether the audience already knows something about the subject.
a. Analyze whether everybody has about the same amount of knowledge
b. Consider whether the audience is familiar with your vocabulary
2. Estimate whether everybody is equally capable of understanding the message
3. Decide what background information the audience will need to understand the subject.




4. Think about the mix of general concepts and specific details you will need to explain
5. Consider whether the subject involves routine, recurring information or an unfamiliar
topic.
D. Audience Relationship with the Speaker
1. Analyze how this audience usually reacts to speakers
2. Determine whether the audience is likely to be friendly, open-minded, or hostile towards
your purpose in making the speech or presentation
3. Decide how the audience is likely to respond to you
a. Analyze how this audience usually reacts to speakers
b. Think about your past interactions with the audience
c. Consider your relative status
d. Consider whether the audience has any biases that might work against you
e. Take into account the audience’s probable attitude towards the organization you
present.
4. Decide which aspects of your background are most likely to build credibility.

Introduction

(1/4) OPENING REMARKS
1)
EX) Good morning. My name is David Brown. | work for Hi-Tech Corporation. I'm a
computer software designer and for the past five years my team has been working on
software for networking. I'm very pleased to have this opportunity to explain to you about
networking and its possibilities. In your company, you may have many departments with
different computer systems, that are not really integrated well. My objective this morning
isto......

2)
EX) Thank you for the introduction Dr. Price. Good afternoon ladies and gentlemen. I'm
happy to be here and have the chance to inform you of some exciting new developments in
the field of ....

3) USEFUL EXPRESSIONS

I'd like to introduce myself. My name is ... and I'm from ...

Let me introduce myself. My name is ... and I'm from ...

I'd like to introduce ...

May | introduce ...

Let me introduce ...

I’'m very pleased to be able to introduce ....

It's my privilege today to introduce ...

It's an honor for me to introduce ...

4)
EX) Right then ladies and gentlemen, let’s start. Our guest this morning is Tetsuo
Watanabe. Mr. Watanabe works for Toshiba Corporation in its Nuclear Power Division.
Toshiba has been constructing nuclear power plants for thirty years. Mr. Watanabe is a
mechanical engineer and is involved in designing sophisticated cooling systems. The title of
his presentation this morning is ‘Cooling systems for the next century’. Please give Mr.
Watanabe a big hand.

(2/4) ATTENTION GETTER

100%
5
1) RHETORICAL QUESTIONS
5.6

EX) Have you ever driven an electric car? The answer is probably no. Have you ever seen
an electric car? Again your answer is probably no. In some parts of European people will
answer yes to these questions. This morning I'm going to explain the advantages and
specifications of one electric car.

2) STORY TECHNIQUE




EX) My apartment is near a busy road. The cars make a lot of noise. At the moment many
car companies are developing quiet electric cars. This morning, I'd like to explain what
some European companies have been developing, which could solve the problems of noisy
cars.

3) HUMOR

4) STATEMENTS

5) SHOW THEM SOMETHING

(3/4) PURPOSE SENTENCE

1)

My purpose this morning is to ......
My objective today is to .....

My main aim this morning it to ...
I’'m here today to ....

What | want to this afternoon is to ...
What | want to do today is to ...

2)
1. Audience: potential customers

My purpose is to introduce our new laptop computer, the T3800X and explain how you can
benefit from its advanced features.

2. Audience: sales representatives

My objective this afternoon is to analyze the market for 21” color TV’s and explain how we
can increase our share of the market.

3. Audience: potential new employee

What | want to do today is to explain why I think the Medical Systems Division offers good
engineers and exciting challenging career.

4. Audience: engineers

My main aim this morning is to explain to you how to go about filing patent applications
which can make you more than $10,000 a year.

(4/4) OVERVIEW

1)
OHP transparency
2 3 4
EX) OVERVIEW
1 MARKET
2 PROBLEMS
3 SOLUTION

I have divided my presentation into three. To start with | want to examine recent trends in
the market; looking closely at our performance compared to our major competitors. Secondly,
I shall go over the most significant problems which causes our market share to fall. Finally,

I will explain to you our new strategy, which will improve our competitiveness and market
share.

2)

Firstly I'd like to quickly go over
To start up with I want to look closely at
First of all I shall be presenting
Next I am going to explain
Secondly I shall briefly consider

Thirdly I will closely examine
After this I want to discuss

Then I'd like to analyze
Finally I'll review



3) transparency question words
EX) OVERVIEW

1 WHAT

2 WHY

3 HOW

My presentation consists of three parts. Firstly, | will explain what happened in the

market; paying closely attention to our performance. Next, | want to answer the question,
why did our market share decline. Finally, and most importantly | shall present to you our
new strategy, which will win back market share for us.

THE OUTLINE FORM

25-35

(1/3) Summary
1) main point

)

To sum up them...

To summarize my main point. ...

Now I'd like to go over the major point.

At this stage I'd briefly like to run through the key points.
To recapitulate them

Let me now sum up.

Let me now just quickly recap.

So, as we've seen in this presentation today,



Now, I'd like to summarize the main points.
The key message of my presentation is two-fold. First, ... Secondly, ....
I'd like to repeat the key points of my presentation.
Briefly, I should like to stress again the main points.

3)
main point
(2/3) Conclusion
1) or

2) a short easy-to-remember dynamic statement
(a short sentence; easy, simple, can remember)
SAM(Simple and memorable)

EXAMPLE: I'd like to finish by asking all of you to remember that the success of our
business over the next three years depends on meeting and satisfying customers who are
struggling in this recession. Our customers are now extremely cost conscious. | would like
all of you to remember one thing “price is the key”. If we don’'t compete on price successfully,
we will be out of business within a few years. | would like each of you to return to your
department and make a plan which will reduce our costs without effecting our production
totals.
3)

I'd like to conclude

I'd like to finish

Let me end

Finally

In closing

In conclusion

(3/3) Closing remarks
1) 3
1 Thank the audience
2 Give out copies of transparencies and written documents
3 Invite the audience to ask questions
Ex1) Thank you for your attention, and if there are any questions, I'd be happy to answer
them. (Please pass out these sheets.)
Ex2) Thank you for your {listening, attention}. Do you have any questions or opinions ?

Internal Summary

Briefly, ....

In short, ...

In a sentence, ...

In a nutshell, ...

To put it in a simple sentence, ....

To put it briefly, ...

To put it simply, ...

Here, I'd like to stress ...

I'd like you to understand ...

Please note, ...

The fact is that ...

The point to remember is ...

The point to retain is ...

The key points are ...

The main point I'd like to remember is ...
The significant factors to recognize are ...
What I'm getting at is ...

What I'm trying to emphasize is ...

What | want to bring to your attention is ...
Please keep in mind is following ...

Don't forget the following, ...

Transition Sentences



Ex1) “Let’s look at my first point, what is intellectual property.”

Ex2) “I've shown you the difference between a patent and copyright. Next, let's look at my
second point, patents in Toshiba.”

Ex3) “How do you file a patent? The next chart shows the system for filing patents in
Toshiba.”

Ex4) “Let’s take a look at my last point, the difference between patents in the U.S. and
Japan”

1)
Let's go back to my first part, the market.
2) _1

First of all, let's examine our performance over the last three years.

Let's start out with a look at the current situation in the PC market.

Let me start off by showing you where we stand in terms of price competitiveness.

| want to begin by analyzing what has happened in the market over the last five years.
I'll begin by briefly covering the main points about our recent performance.

Now, I'd like to start with part one, the market.

I'd now like to go on to examine why we succeeded in this market.

As | said in the overview, the first topic | shall consider is our recent performance.

3)

Now let’s turn our attention to the cost of the new plan.

Now let’s turn our attention to our new sales plan.

Now, | will proceed to the next topic, our strategy for success in the late 90’s.

Let's move on to and go over our sales performance in the year.

Next, we come to the possible options open to us.

This brings up the question of what action we should take.

3

What is the best course of action for Toshiba to do?

How can we improve our market share?

What should Toshiba do?

Why must we change our strategy?

49

That's all I want to say about prices.

So far, we have reviewed the problems of the T-3100.

I have just gone over the present market situation.

That deals with the main points about the market and its trends

So that, then, is the situation we are facing.

5)

Now that | have covered the problems we have faced, I'd like to explain to you how we are
going overcome them.

Up to here, we have looked at our recent performance in the market. Now, | would like to
present a plan which will greatly improve our performance.

6)

This covers the major problem areas and naturally brings us to the question of how we are
going to deal with them.

Those are the problems. What are the solutions?

Sales are down on last year. How can we explain this?

1) specific information

2) positive words

Body Language

X X X X X X



speaker credibility

1) Authority

2) Good sense

3) Good character
4) Good will

5) Dynamism

(1/3) Before the presentation: preparation

1 Focusing

2 Building

visual aid

3 Polishing

structure

beginning

visual aid visual aid
visual aid

(2/3) During the presentation

introduction
overview  structure
structure Section section

visual aid

(3/3) After the presentation: questions and answers

Q&A



Introduction

Intr ion attention getter
(1) Opening remarks
(2) Attention getter Body
(3) Purpose sentence
€< <E<SWon
(4) Overview (1 sheet)
Closing

Baody summary

conclusion

closing remarks
Logic

Internal summary
Transition sentence

Closing
(1) Summary (1 sheet)
CECESW off
(2) Conclusion
(3) Closing remarks

Presentation Flow






