
 

 

 
 

Presentation – useful phrases 
 
 
Fill in the gaps with the words from the boxes below.  

 
1.INTRODUCTION 

 

behalf / interrupt / Shall / kick / taking / ahead / emerge / happy 

 
 
 
1.First of all, I would like to introduce myself… 
 
 
2.On …………..  of my company/department/team  I would like to welcome you to… 
 
 
3.If you have any questions, I will be very …………  to answer them at the end of the session. 
 
 
4.Right, ladies and gentlemen. ………… we begin? 
 
 
5.Thank you everyone for …………. time to attend today` s session.  
 
 
6.We have a busy day ………….. of us so let` s get started/……. off. 
 
 
7.Please, stop me if any questions …………./arise. 
 
 
8.Please, feel free to ………………… me if there are any questions during my talk. 
 
 
9.If you have any questions, I`ll do my best and answer them. 
 
 

 
 

2. INTRODUCING TOPIC/ OUTLINING MAIN POINTS 
 

begin / objective / factors /  divided / main / hesitate / familiarize / over / 

 
 
 
1.There are three …………. issues that I` d like to talk about today. 



 

 

 
 

 
 
2.I would like to say a few words today about… 
 
 
3.My aim/……………… today is to present/demonstrate…. 
 
 
4.I have ……………….. my presentation into three parts. 
 
 
5.During my talk I will be looking at three key ………………… of electronic data interchange. 
 
 
6.If you have any questions do not ……………….. to interrupt me. 
 
 
7.Firstly/secondly/ thirdly/I would like to outline/speak about/consider/present/look at... 
 
 
8.Then, I shall go ……..   application challenges. 
 
 
9.At the outset, I would like to ……………… you with a solution we came up with. 
 
10.To ………..  with, let’s have a look at the first slide. 
 
 
 

3. CHANGING SUBJECT 
 

covers/ on to / back / skip / brings 

 
 
 
1.Let’s now move ………. / go to technical part. 
 
 
2.I think that ……………. everything on technical part, so let` s turn to the next point of my 
talk. 
 
 
3.And this ……………….. me to the next issue, namely user-friendliness. 
 
 
4.Can we go ……….. to the first slide for a moment? 
 



 

 

 
 

 
5.Let’s ………….. it for one moment. 
 
 
 

4.REFERRING TO VISUAL AIDS 
 

illustrate / indicate / draw / at / implies 

 
 
 
1.I would like you to look …… the graph.  
 
 
2.Let me show you something on the pie chart. 
 
 
3.To ………………… my point, let’s look at those diagrams. 
 
 
4.I` d like to ……………. your attention to the diagram on the left. 
 
5.The figures …………… that trend will continue during the next three months. 
 
6.The table ………….. that we need to focus more on customer complaints in this area. 
 
 

5.SUMMARISING 
 

sum / recap / covered / recapitulate / point 
 

 
1.At this p……………, I` d like to sum up the points we` ve discussed so far.  
 
 
2.To summarise my main points I` d like to remind you of advantages deriving from using 
the device.  
 
 
3.To ………………… I would like to say that… 
 
 
4.Let me now ………. up the whole presentation. 
 
 
5.Why don` t we summarize what we have ………….  today. 
 
6.Let me now just ……….. . 



 

 

 
 

 
6. CONCLUDING 

 

conclude /point / emphasise / conclusion / highlight 

 
 
 
1.I would like to …………… by reminding you that… 
 
 
2.Let me end by saying that the system will be beneficial for both parties. 
 
 
3.In ………………., may I once again stress/…………………. /…………….. the importance of 
teamwork. 
 
 
4.I think this is a good …………. to stop. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

KEY: 
 
1.Introduction 
2.behalf 3.happy 4.Shall 5.taking 6. ahead / kick 7.emerge 8.interrupt 
 
 
2.Introducing topic/outlining main points 
1.main 3.objective 4.divided 5.factors 6.hesitate 8.over 9.familiarise 10. begin 
 
3. Changing subject 
1.on 2.covers 3.brings 4.back 5.skip 
 
4.Referring to visual aid 
1.at 3.illustrate 4.draw 5.indicate 6.implies  
 
5. Summarising 
1.point 3.recapitulate 4.sum 5.covered 6.recap 
 
6. Concluding 
1,conclude 3.conclusion / emphasise /highlight 4.point 
 


