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Методичні вказівки
 Вимоги до виконання та оформлення контрольних робіт:
1. Контрольні завдання виконується у двох варіантах. Студент повинен вибирати варіант відповідно до останньої цифри студентського шифру. Студенти, шифр яких закінчується на непарні цифри, виконують варіант А; на парні цифри – варіант В.
2. Контрольні роботи виконуються після опрацювання та засвоєння запропонованих розділів курсу.
3. Письмові контрольні роботи треба виконувати в окремому зошиті або подавати в надрукованому вигляді . На титульній сторінці необхідно вказати своє прізвище, ім'я та по батькові, індекс академічної групи, шифр, номер контрольної роботи та варіант.
4. Завдання в контрольній роботі повинні бути виконані у тій послідовності, у якій вони подаються.

5. Виконані контрольні роботи необхідно відправити для перевірки та рецензування до університету у призначені строки.

6. Якщо контрольна робота виконана не повністю або без дотримання вимог, вона перевіряться не буде.
7. Під час заліку або екзамену проводиться перевірка засвоєння матеріалу, який увійшов у контрольну роботу.
Зміст та вимоги до самостійної роботи
Індивідуальні завдання для самостійної роботи відповідають тематиці модуля Розробка і участь у проектах та повсякденна професійна діяльність. Пропонується декілька варіантів проектів на вибір студентів:

· Start-up

· Your company profile

· Success story
Вимоги до підготовки, розробки та презентації проектів подаються в: 
· Програмі навчальної дисципліни «Іноземна (англійська) мова для професійної діяльності», розділ Завдання для самостійної роботи за посиланням http://im.nmu.org.ua/ua/About/Courses/courses.php;

· МЕТОДИЧНИХ МАТЕРІАЛАХ З АНГЛІЙСЬКОЇ МОВИ ДЛЯ ПРОФЕСІЙНОЇ ДІЯЛЬНОСТІ, розділ Ресурсні матеріали.
Розділи курсу, що потребують опрацювання та засвоєння
Unit 1 Visual Interpretation of Information
Focus on

· using supplementary media

· diagram types

· describing facts and figures

· describing trends

· language used to describe trends
By the end of the unit you will be able to:

· use the visuals
· understand and describe graphic information
· describe diagrams of different types

· describe trends

· use appropriate language for describing facts and figures
Lead-in

1. Think about different ways of illustrating the main aspects of your talk. 

· What are they? 

· Which of them are most effective? 
2. Fill in the mind-map given below with visual aids you have ever used or know about. Share your ideas with the whole group. Match the images with corresponding equipment.





Reading 

3. You are going to read the tips on how to deal with visual aids. Find the information about:

· equipment

· visual images

· requirements for visual aids preparation and usage.

Organise your notes and your own ideas in the form of a table. Be ready to present the information to the whole group.

Reinforce Your Message with Visual Aids

Consider the use of visual aids. Slide projectors, data projectors, video machines and computers should be tested out beforehand to make sure they are operating correctly and that you know how to use them.

Make sure you do not cram too much information onto any single visual. A good rule of thumb to follow is to keep each visual to six lines or less. Also, make sure the images are large enough the audience can see it clearly from all seats and make sure the colors used are easy on the eyes, taking into account the lighting.

A sad fact is that much of your authority will be judged by the quality of your slides – you need to make sure that their design supports the style of your message.

When using these various visuals, do not turn your back to the audience. Position yourself so you can use the visuals while facing your audience.

Visual aids help to make presentations effective. It is important that data can be presented in a clear manner that is easy to interpret and analyse, and for the listeners to understand.

Describing graphs and charts 

4. Study different forms of data presentation given below and do the tasks that follow. 
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Pie chart
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Line graph
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Bar chart


Facts are different from an opinion because they usually involve measurements that are often presented in graphs, charts and tables. Match each type shown above with one of the following descriptions

.

1. A __________ shows the different parts of a total amount. For example, it could show the percentage of money that a student spends on entertainment, clothes, accommodation and food.

2. A __________ is useful for comparing things and showing amounts or quantities at specific times. For example, the percentage of people who own certain products (cars, televisions, etc.) in three different periods.

3. A __________ contains a list of numbers or facts arranged in rows and columns. It could, for example, be a list of the largest coal exporters.
4. A __________ is useful for showing how things change over time, and for showing two or more sets of measurements which are related to each other. For example, it might show how the number of passengers of an airline has changed from month to month.
5. Pair-work. Which of the ways of presenting data (graphs, charts, tables) would you use to illustrate the following? Explain your choice to a partner.
1. Coal production in your area each month during a 12-month period
2. The results of a survey of the world’s biggest markets for coal
3. A comparison of coal production in Asia (has grown fastest) and Europe (has seen a decline in production) during the last five years

4. Coal consumption in power generation in four world regions (Africa, Europe, South America and North America) during three periods.

6. Look at the bar chart below. It shows what a group of students think about a presentation they have just attended.

[image: image5.jpg]°
°
S
&
z
s
S
3

=

Good

I
I
——t—
o
8 &8 & =2 2 w o

0€ S)UBpMIS J0 JaquInU [e10)




Having looked at this graph, you could say that half the students did not like the presentation. Or you could say that 50 per cent of the students did not like the presentation. You could be even more specific and state that 15 out of 30 students did not like the presentation. These are all facts.

7. Find out some factual information about hobbies of your groupmates using the worksheet below. Put a tick against each activity the people like doing and then write the total in the Total column. Turn the table into three different types of diagrams (graph, bar chart, pie chart). Be ready to describe them to the whole group.
WORKSHEET 1.1

	Activity
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Total

	Sports
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Singing
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Computer games
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Jogging
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Cooking
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Climbing
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


8. Make some factual statements about the data. Try to use all the following structures:

number (e.g. five out of ten) students enjoy... 

percentage (e.g. 50 per cent of) students enjoy...
general (e.g. the majority of / a large number of / most / very few /hardly any) students enjoy…
Describing trends
   
9. Line graphs are used to show a trend or pattern which usually takes place over a period of time. It is important to look at the overall pattern on a line graph as well as the significant features within it. Using some of the words and phrases from the table Useful language: describing trends, describe the pattern in each graph below. The first (a) has been done for you.
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10. Describe each pattern using an adverb and the information from the tables given below, for example   a   It falls sharply
Table 1.1

Useful language: describing trends

	Meaning
	ADJ/ADV

	small change
	steady(ily)

slight(ly)

gradual(ly)

	large change
	considerable (ly)

sharp(ly)

dramatic(ally)

significant(ly)

substantial(ly)


	Meaning
	Verb
	Noun

	go down
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	decrease

fall 

drop 

decline 

plunge (big change) 

plummet (big change)
	same

same 

same 

same
same
same


	go up
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	increase 

rise 

grow

double 

treble 

rocket (big change)


	same

same 

growth 

doubling in + n 

trebling in+ n 

/

	no change


[image: image9]
	level off 

remain the same 

remain stable 

stabilize


	a levelling off at
/ 

/ 

/

	constant change
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Follow-up

11. You are going to prepare and give a presentation on fuel used in electricity generation using the information from the article given below. 

Focus on:

· sources of electricity generation
· key factors influencing the future electricity generation mix
· growth in renewable electricity generation
Use any other ways to visualise information (graphs, charts, tables) and words and phrases from Table 1.1 to communicate main ideas.

Fuel used in electricity generation is projected 

to shift over the next 25 years
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While coal is projected to retain the largest share of the electricity generation mix through 2035, analyses included in the Annual Energy Outlook 2012 (AEO2012) anticipate its share declining as more generation comes from natural gas and renewable technologies. Coal's role as the preeminent source of electricity generation in the United States has lessened in recent years, declining from 49% of total electricity generation in 2007 to 42% in 2012. 

The shifts are due to changes in the comparative costs of electricity generation that result from changes in natural gas prices, coal prices, economic growth, and the implementation of the Cross-State Air Pollution Rule and the Mercury and Air Toxics Standards. The Annual Energy Outlook includes alternative scenarios where the different assumptions about future fuel prices and economic growth illustrate the sensitivity of the electric power markets to these factors. For comparison with the projected values for 2035 in the chart above, the chart below presents projected electricity generation by fuel in 2020. 

Projected fuel prices and economic growth are key factors influencing the future electricity generation mix. The price of natural gas, coal's chief competitor, has dropped significantly in recent years due to the increase in domestic production of natural gas. The sensitivity of the electric power market to changes in natural gas prices is illustrated in the high and low gas price alternative cases. The high gas price case results in less generation from natural gas relative to the Reference case. This results in coal, nuclear, and renewables retaining a larger share of the generation mix. Conversely, lower gas prices result in more generation from natural gas, whose share grows relative to those of the other sources. Fuel prices affect overall generation by influencing how existing plants are dispatched and in some cases whether or not they are retired. They also play a key role in the investment decisions for potential new plants. 

AEO2012 also features cases that assume high and low economic growth relative to the Reference case. In the high economic growth case, coal generation increases relative to the Reference case as coal plants that might otherwise have retired remain operational to keep up with growth in the demand. On the other hand, weak economic conditions lead to lower electric demand, which reduces the need for generation. 

In all cases highlighted, most of the growth in renewable electricity generation comes from wind and biomass facilities, which benefit from State Renewable Portfolio Standard (RPS) requirements, Federal tax credits, and, in the case of biomass, the availability of low-cost feeds tocks and the Renewable Fuel Standard (RFS). Overall, the amount of generation from nuclear power in 2035 increases from 2010 levels in all cases with the highest growth in the high gas price and high economic growth case. Despite the growth, nuclear's share of total generation in generation in 2035 is projected to fall below its 2010 level in all of the cases. 

Every AEO2012 cases assume that all coal plants must have either a Flue Gas Desulfurization (FGD) system or Direct Sorbent Injection system installed by 2015 in order to continue operation in compliance with environmental rules. Currently, over half of the coal plants in the nation have FGD systems. 
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Source: U.S. Energy Information Administration, Annual Energy 

Outlook 2012 Electric Power Projections. 

13. Practise giving your presentation.

Unit 2 Delivery Techniques and Evaluating a Presentation
Focus on

· delivery techniques

· elements of effective delivery 

· manner of delivery 
· body language
· key points of presentation preparation
· evaluating presentations 
By the end of the unit you will be able to:

· deliver a presentation in an appropriate manner 
· experience non-verbal communication 

· use the ways to interest your audience 
· follow the guidelines for preparing and giving presentations

· to evaluate each other’s performance

Lead-in
1. Pair-work. Read the following quotation. How do you understand it? Do you agree with it? How does it relate to the topic of the unit? 

	"When you can do the common things in life in an uncommon way, you will command the attention of the world." (George Washington Carver)


Brainstorming

2.  Give your ideas on the following questions:

1. How do you understand the term ‘non-verbal communication’? 

2. What does non-verbal communication include?
3. What elements of non-verbal communication are the most important?
Fill in the mind-map given below.

	


Reading 
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4. Read carefully the article given below. Pay attention to the points in task 2. Add new information to your mind-map. 

Speak English with Body Language
By: Joseph DeVeto

When we speak, we use much more than just words. We also communicate with our face, our hands, and even our own body. This kind of communication can be called "body language" or "non-verbal communication". Non-verbal communication not only includes how we move our body, but also hand gestures, facial expressions including eye contact, and how we use our voice. Psychologists estimate that between 60% and 80% of all of our communication with other people is non-verbal. We communicate a wide range of information non-verbally. We also show our feelings, attitudes, moods, hopes and wishes far better with non-verbal language than with words. 

Not only is a large quantity of communication non-verbal in nature, but the quality is high as well. For example, if a person says something positive while his face looks negative, which are we more likely to believe? In most cases, we will believe the non-verbal facial expression. In the end, his words will not succeed in communicating his message. If we want to succeed in our everyday conversations, we really must learn to "speak" with our body well! 

Let me begin by giving you some general advice. The main thing is to relax and be natural. Trying too hard to use "body language" will make you seem a bit strange. Instead, you should allow your body language to naturally follow your words. If you say something positive, then your face, body and hands should show it too. If you are expressing a sad or worried feeling, then your face, body and hands should change with that feeling. As you think about it more and consider how you can use your body to communicate, you will become more and more natural. 

More specifically, let's talk about hand gestures. Using our hands we can emphasize our main points, remind our listener how many main points we have, and let our listener know when we are changing topics. A dramatic movement of the hand or moving our hands wide apart can signal how important something is. We can even use two fingers, either close together or far apart, to show how big something is. To show very strong feeling we could clap our hands together loudly or make a fist (put our fingers in a ball as though we want to hit someone) and hit a table or desk. To show that we welcome someone, on the other hand, we can hold our hands out with the palms up, and maybe move them towards a chair to invite someone to sit next to us. 

Of course, we can also use our fingers to count, but be careful. People in some countries do not count the same way as in China. In France, for example, people do not count "one" by holding up their first finger, called the "index finger". Instead, they hold up their thumb. In Japan, some people put their thumb down (with the four fingers up) to mean "one"! This can create confusion sometimes, so be sure not to use only non-verbal communication. Use words too, so that your listener will be sure to understand you. 

Some hand gestures that are popular are waving to someone as a greeting or holding your index finger and thumb into a circle to mean "okay". However, there are some countries where these can have bad meanings! It's important to be careful when using certain common gestures. Don't assume that everyone in the world understands one gesture in the same way. Still, you can use basic gestures most of the time, then when you see a strange reaction from your listener, you can make sure to emphasize your real meaning by using words and a different hand movement. 

Facial expressions are a very common way that we use to communicate every day. When speaking English, it's generally good to smile at your listener from time to time, especially when he or she has made an interesting comment. Also nod your head up and down to show you are really interested. From time to time, you can add a sound of agreement, such as "Uh huh" or even just "mmmm", to show you are listening. Above all, it is important to maintain eye contact while listening. Sometimes it is okay to move your eyes away when you are speaking, because you do have to think about what you want to say. However the listener should almost always look at the speaker without moving the eyes away (without "averting" the eyes). 

If you are speaking to someone while standing, it is important to stand neither too close nor too far from the speaker. Stand at a position that is comfortable for both of you. Again, though, you must be careful when talking to people from different countries. People from some southern European countries, such as France or Spain, often stand closer together when speaking than do Chinese people. And people from Arab countries such as Saudi Arabia stand even closer! You do not always have to adapt your behavior when you meet people from around the world, but you should be aware of potential misunderstandings. 

If, instead of standing, you are speaking to someone while talking, you can show your friendliness and "openness" by leaning a little bit toward the speaker. Try to avoid folding your arms in front of your chest. Many people consider folding your arms as a cold, "protective" gesture. Instead, you could have your hands on your knees or one hand on your knee and the other at your side. You can fold your arms sometimes if you wish, but don't hold them there for a long time. As long as your hands move from time to time, the listener will not think that you are unfriendly. 

Besides all of the obvious physical ways to communicate non-verbally, we have our voice. We use "intonation", loudness and "pitch" (how high or low our voice sounds) to change our meaning. Even when our voice does not make an actual word, it still can communicate feeling and attitude. Combined with the words we use, our voice can be a very powerful way to express what we mean. A strong voice can communicate confidence while a quiet voice communicates intimacy or some secret message. A loud, high pitched voice (similar to a girl screaming) can communicate nervousness or excitement, while a deep voice might mean we are tired or not enthusiastic. 

Body language is one of the basic skills that all students need.

______________________________________________
Accessed on the site: http://www.usingenglish.com/profiles/user/132/

5. Look through the text again, find the information to fill in the table given below. You may use your own ideas.

Table 2.1

	Parts of the body or other elements
	Movements

or quality
	Purpose

	hands
	wide apart
	signal how important something is

	
	
	

	finger
	
	

	
	
	

	smile
	
	

	
	
	

	voice
	
	

	
	
	

	
	
	

	
	
	


6. Study recommendations for delivery and style given below. Which of them are the most useful for you personally? Support your answer with the explanations. 
	For You to Remember:

Delivery and Style
Tempo

Vary the speed – don’t talk at the same pace all the

time. Pause from time to time – a few seconds of silence

 are sometimes just as effective as words.

Volume

This is largely a question of voice projection. There is no need to shout. Vary the volume. A quiet part can contrast with a louder part.

Expressiveness

Vary the pitch. A good way of varying the pitch is to introduce questions into your presentation. This should force you to raise the pitch a little.

Articulation

The sounds will be clearer if you don’t rush your words. If you anticipate difficulty in pronouncing certain key words, practise them beforehand. Usually the problem is the syllabus stress.

Sentence length

Avoid reading your text – this should help keep the sentences fairly short.

Register/Style

Make your English sound natural – don’t use written English. Decide how formal the language should be for the audience.

Emphasizers

It’s always a good idea to exaggerate a little – it will help to get your message across persuasively.




Reading 



7. Read carefully one of the approaches to the principles of public speaking. You might find the information helpful and easy to remember.

A 7 P approach to the principles of public speaking

Purpose: Why are you speaking? What do you want audience members to know, think, believe, or do as a result of your presentation?

People: Who is your audience? How do the characteristics, skills, opinions, and behaviours of your audience affect your purpose?

Place: Why are you speaking to this group now and in this place? How can you plan and adapt to the logistics of this place. How can you use visual aids to help you achieve your purpose?

Preparation: Where and how can you find good ideas and information? How much and what kind of supporting materials do you need.

Planning: Is there a natural order to the ideas and information you will use? What are the most effective ways to organise your speech in order to adapt it to the purpose, people, place, etc?

Personality: How do you become associated with your message in a positive way? What can you do to demonstrate your competence, charisma, and character to the audience?

Performance: What form of delivery is best suited to the purpose of your speech? What delivery techniques will make your presentation more effective? How should you practise?

______________________________________________________

Accessed on the site attachment:/1/attachment1.htm
8. You are going to read the guidelines for preparing a presentation based on A Checklist for Presentation Preparation given below. Circle the bullet points you should follow to change your approach to presentation preparation. Explain the reason of your choice.

A Checklist for Presentation Preparation

Start preparing early: 

· don't wait until the last few days to prepare; 

· prepare it early, let it rest a little bit and come back to it; 

· practise your entire presentation including your slides; 

· if you can practise it before a group of colleagues or friends. 

Think about your audience: 

· Who are they and why are they here? 

· What are their interests? 

· What do they know? 

· What do they want to know? 

Be clear about your purpose: 

· tell them what you are going to do; 

· Are you informing or persuading? 

· What do you want the audience to know, feel, or believe afterwards? 

Use an effective introduction: 

· orient the audience, explain why it is important, set the tone; 

· establish a relationship between the speaker and the audience, establish credibility; 

· avoid weak introductions such as apologies, jokes, rhetorical questions. 

Organise your presentation clearly and simply: 

· prioritise topics and allocate time accordingly; 

· stick to only 3-5 main points; 

· have a well thought pattern (examples are problem/solution, chronological, cause and effect, topical); 

· use transitions to move smoothly from one point to the next.

Use supporting materials to flesh out main points: 

Use examples, statistics, expert opinions, anecdotes. 

Compose for the ear, not for the eye: use simple words, simple sentences, markers, repetition, images, personal language ("You" and "I"). 

Create an effective conclusion: 

· summarise, set final image, provide closure; don't trail off, don't use trite phrases; 

· don't just present data or summarised results and leave the audience to draw its own conclusions; 

· you have had much more time to work with your information than your audience; share your insight and understanding and tell them what you've concluded from your work. 

Sound spontaneous, conversational, and enthusiastic:

· use key phrases in your notes so you don't have to read, use the overhead instead of notes; 

· vary volume, don't be afraid of silence, don't use fillers like "um"...; 

· Practise, Practise, Practise. 

Use body language effectively: 

· relaxed gestures, eye contact; 

· don't play with a pen or pointer; 

· don't block visual aids. 

Use visual aids to enhance the message: 

· use visuals to reinforce and clarify, not overwhelm; 

· keep visual aids uncluttered; 

· use titles to guide the audience; 

· if you use tapes or disks, make sure the equipment is compatible. 

Analyse the environment: 

· check out size of room, placement of chairs, time of day, temperature, distractions; 

· check out AV equipment ahead of time; have a spare bulb. 

______________________________________
Accessed on the site: attachment:/1/attachment1.htm 
Контрольна робота 2 М ВАРІАНТ А
Міністерство освіти і науки України

Державний ТУ «Дніпровська політехніка»

Кафедра іноземних мов
Дисципліна: Іноземна (англійська) мова для професійної діяльності

Модуль  «Дискусії та презентації»

Загальна кількість балів по білету –30 

Час на виконання – 2 академічні години (1 година 20 хвилин)
Test A
Task 1. Look at these tips on Presentation skills and decide whether they refer to Preparation (P) or Delivery (D). 

Максимальна кількість балів за завдання – 4,5 (по 0,5 бала за кожну вірну відповідь)
1. If you are not enthusiastic about what you say you cannot expect to generate interest amongst the audience. Adapt to response – don’t stick to your plan necessarily. If you find that it is not working, alter it to adapt to the audience. 

2. Vary your tone and pitch. Ensure proper modulation. Everything should not be said with equal amount of stress. Certain things need to be emphasized more than others. 

3. Try to involve the audience and respond to their reactions. 

4. Never talk down or up to your audience. Treat them as equals, no matter who they are. 

5. Don’t put boring tables of figures and long lines of text on the overhead projector and read them out. 

6. Welcome questions from your audience. When members of your audience ask you a question, it is usually because they have a genuine interest in what you are saying and want to know more. Treat questions as an opportunity to get your message across better. 

7. Be clear about the purpose of your presentation – is it to inform or to persuade. 

8. Don’t cram – if you have a lot of information to give you could consider giving some of it through handouts rather than cram all of it into your presentation. 

9. Rehearse your presentation in order to time it, and to become familiar with names and figures as well as any complex information you need to give to the audience. 

Task 2. Here are some verbs often required in presentations. Complete the outline of the presentation below by inserting suitable verbs from the box.

Максимальна кількість балів за завдання – 6 (по 1 балу за кожну вірну відповідь)

	A.  outline
	C.  tell
	E.  filling

	B.  talking
	D.  bring
	F.  highlight


Good morning, everyone. I am Adam Sheen. This morning I am going to be 10__________ to you about the Education Project taken up by our Institution. So I’ll begin by 11___________ you in on the background of the project and then I’ll 12____________ you up to date on the progress of the project. I’ll go on to 13____________ what I see as the main achievements of the project. Next I will 14____________ our plans for further extension of the project. In the end I will 15____________ you how you can become a part of this project. Please feel free to interrupt me anytime with any questions you might want to ask. 

Task 3. Signposts help to guide the audience through a presentation. Choose one of the signpost expressions from the box for the following situations.

Максимальна кількість балів за завдання – 5 (по 1 балу за кожну вірну відповідь)

	a) To expand on
	c) To move on to
	e) To go back to

	b) To turn to
	d) To recap
	


16. When you want to make your next point 

17. When you want to change direction 

18. When you want to refer to an earlier point 

19. When you want to recall the main points 

20. When you want to give a wider perspective 

Task 4. Choose the appropriate variant from the words in italics which is suitable in these extracts from presentations: 

Максимальна кількість балів за завдання – 4 (по 1 балу за кожну вірну відповідь)

21. I would like to begin with a preview / an introduction / an outline of the main points of my talk. 

22. The first thing I’ll be saying / telling / talking about is why we need to change our pay policy. 

23. I will then go on to inform / share / confide with you some of the viewpoints of our senior executives. 

24. If we could just draw / focus / attract our attention on the major benefits of the scheme. 

Task 5.   Put the following sentences in the order in which they most likely 

occurred.
Максимальна кількість балів за завдання – 4,5 (по 0,5 бала за кожну вірну відповідь)

Example: 25 - i)
	25
	a)
	Finally, I'll also talk a little about what we expect from our potential graduate recruits.

	26
	b)
	Finally, I'd like to remind you about what I said at the beginning of my talk today.

	27
	c)
	OK, let me just start by introducing myself.

	28
	d)
	I'll then go on to outline what we have to offer to new associates.

	29
	e)
	This brings me to my next point: what benefits can successful applicants to our Graduate Recruitment Programme expect?

	30
	f)
	Our Graduate Recruitment Programme includes an excellent set of benefits for students prepared to commit themselves fully.

	31
	g)
	So, to start with, who are the sponsors of the Programme?

	32
	h)
	First, I'll start by giving you a little information about our University.

	33
	i)
	Hello, everyone, and thanks for coming along.


Task 6. Complete the description of the graph below with the words from the box.

Максимальна кількість балів за завдання – 6 (по 1 балу за кожну вірну відповідь)

	a) increases
	c) growing
	e) falls

	b) to continue
	d) remain
	f) increased


World energy markets by fuel type

In the long-term, the Reference  case  projects 34 …….....….. world consumption of marketed energy from all fuel sources through 2035. Fossil fuels are expected 

35 ………….. supplying much of the energy used worldwide. Although liquid fuels − mostly petroleum based − 36 ………….. the largest source of energy, the liquids share of world marketed energy consumption 37 …………..... from 34 percent in 2008 to 29 percent in 2035, as projected high world oil prices lead many energy users to switch away from liquid fuels when feasible. Renewable energy is the world's fastest 38 …………..... form of energy, and the renewable share of total energy use 39 …….….... from 10 percent in 2008 to 14 percent in 2035 in the Reference case.



Task 7. Read the article given below. Pay attention to the presentation of the facts that involve different measurements concerning life expectancy in New York City. Use any other way (graph, chart, table, etc.) to visualise the information from the article. Translate paragraphs 1-5 of the article.
Максимальна кількість балів за завдання – 10 балів
Life expectancy is up in NYC--but health still varies 

significantly by neighborhood
By Alanna Schubach

If you live in New York City, you stand a good chance of living longer. (And no, this isn't a joke.) According to the NYC Department of Health, which just released a Summary of Vital Statistics report giving an overview of the city's health by looking at metrics like birth and death rates and pregnancy outcomes, over the past decade, life expectancy is up to a citywide average of 81.2 years, an increase of a year and a half. 

Fewer New Yorkers are dying prematurely (defined as before age 65)—a decline of 18.9 percent since 2006—and the infant mortality rate decreased by over 27 percent since that same time. And one of the biggest changes of all was to the teen birth rate, which went down by 46.8 percent. 

That said, health outcomes for New Yorkers vary significantly depending on where they live, and residents of lower-income neighborhoods have lower life expectancies than those in more affluent ones. 

[image: image16.png]LIFE EXPECTANCY

Figure 4. Life Expectancy at Birth by Community District, New York City, 2006-2015
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In 2015, New York City's life expectancy at bith was highestin Murray Hill (85.9), the Upper East Side (85.9), Battery Park/
‘Tribeca (85.8), Greenwich Village/SOHO (85.8), and Elmhurst/Corona (85.6).

In 2015, life expectancy at birth was lowest in Brownsville (75.1), Morrisania (76.2), Central Harlem (76.2), The Rockaways
(76.3), and Bedford Stuyvesant (76.8).




The disparity is particularly striking when looking at Manhattan: Upper East Siders enjoy the highest life expectancy in the city—85.9 years—while directly to the north in East Harlem, the life expectancy is only 77.3. And in Brownsville, Brooklyn, it's the lowest, at only 75.1 years. 

As Brick previously reported, half of Brownsville's children live in poverty; the Citizens Committee for Children found that relative to the rest of the city, a high proportion of Brownsville mothers received late or no prenatal care, and residents broadly reported lacking adequate health care.

In a 2015 community health profile, Dr. Mary Bassett, commissioner of the New York City Department of Health and Mental Hygiene, noted Brownsville's short life expectancy, writing, "And this is not because residents of Brownsville are dying of unusual diseases, but because they are dying of the same diseases—mostly heart disease and cancer—at younger ages and at higher rates." 

The Department of Health seems to be trying to get ahead of the problem. Last month, ABC reports, the city opened a neighborhood health action center in East Harlem that offers primary, maternity, dental, and mental health care to locals, regardless of their ability to pay. Thanks to $3 million in funding from the city, construction is underway at additional facilities in Brownsville and Tremont in the Bronx, which will also provide subsidized space for community programming. 

In Next City, Dr. Bassett writes that these centers are part of an older tradition, dating back to the early 1900s when the city opened similar facilities in response to outbreaks of illness in crowded immigrant neighborhoods. If those health centers of the past are any indication, there's reason for optimism: Back then, after a center opened in East Harlem, the neighborhood's death rate decreased even faster than the rest of city's did. 
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Кафедра іноземних мов
Дисципліна: Іноземна (англійська) мова для професійної діяльності

Модуль  «Дискусії та презентації»
Загальна кількість балів по білету –30 

Час на виконання – 2 академічні години (1 година 20 хвилин)
Test B
Task 1. Look at these tips on Presentation skills and decide whether they refer to Preparation (P) or Delivery (D). 
Максимальна кількість балів за завдання – 4,5 (по 0,5 бала за кожну вірну відповідь)
1. Check room, seating, acoustics, OHT or Computer (depending on what you decide to use). 

2. Memorize your introduction. This will help you to sound confident and in control. 

3. Keep your sentences short and simple. Use deliberate pauses to punctuate your speech 

4. Whenever you make a really important point, pause and let the full significance of what you have said sink in……before you move on. 

5. When showing a visual, keep quiet and give people time to take it in. 

6. Know the size and the knowledge level of your audience. You must not tell them what they already know. 

7. Key ideas should be emphasized – you must ensure that the importance of your key points is not lost because of over emphasis on sub points 

8. You must present an outline at the beginning of your presentation so that your audience knows how your presentation is structured. This should be well prepared in advance. 

9. Pay attention to your body language: eye contact; gestures; posture; movement. 

Task 2. Here are some verbs often required in presentations. Complete the outline of the presentation below by inserting suitable verbs from the box. 

Максимальна кількість балів за завдання – 6 (по 1 балу за кожну вірну відповідь)

	A.  begin
	C.  discuss
	E.  report

	B.  followed
	D.  go on
	F.  sharing


Good afternoon ladies and gentlemen. I am here to 10____________ on the results of the market study of our new product in the western zone. I will 11____________ with Mumbai which is our main domestic market in the west. I will then 12____________ to Jaipur and Ahemdabad in that order. 
After 13____________ with you information on the data collected from these cities, I will 14_____________ in depth the implications of this report. My presentation will be 15____________ by an open discussion on our performance in the western zone. 

1

Task 3. Signposts help to guide the audience through a presentation. Choose one of the signpost expressions from the box for the following situations.

Максимальна кількість балів за завдання – 5 (по 1 балу за кожну вірну відповідь)

	a) To summarize
	c) To conclude
	e) To illustrate

	b) To digress
	d) To elaborate on
	


16. When you want to give an example 

17. When you want to do a deeper analysis 

18. When you just want to give the basic points once again 

19. When you want to deviate from your plan 

20. When you want to finish your talk 

Task 4. Choose the appropriate variant from the words in italics which is suitable in these extracts from presentations: 

Максимальна кількість балів за завдання – 4 (по 1 балу за кожну вірну відповідь)

21. I would like to inform / state / assure at the very beginning that this is just a proposal and not a decision. 

22. But we do need to seriously ask / address / answer the question of how we are going to deal with the problem. 

23. I will be glad to call / answer / invite any questions that you may have at the end of the presentation. 

24. Please feel free to interrupt / ask / enquire me with any questions you may have in the course of the presentation. 

Task 5.  Put the following sentences in the order in which they most likely occurred. 

Максимальна кількість балів за завдання – 4,5 (по 0,5 бала за кожну вірну відповідь)
Example: 25 - f)
	25
	a)
	First, I'll start by giving you a little information about our University.

	26
	b)
	Our Graduate Recruitment Programme includes an excellent set of benefits for students prepared to commit themselves fully.

	27
	c)
	I'll then go on to outline what we have to offer to new associates.

	28
	d)
	OK, let me just start by introducing myself.

	29
	e)
	Finally, I'll also talk a little about what we expect from our potential graduate recruits.

	30
	f)
	Hello, everyone, and thanks for coming along.

	31
	g)
	Finally, I'd like to remind you about what I said at the beginning of my talk today.

	32
	h)
	So, to start with, who are the sponsors of the Programme?

	33
	i)
	This brings me to my next point: what benefits can successful applicants to our Graduate Recruitment Programme expect?


Task 6. Complete the description of the graph below with the words from the box.

Максимальна кількість балів за завдання – 6 (по 1 балу за кожну вірну відповідь)

	a) occurs
	c) growth
	e) affect

	b) an increase
	d) grows
	f) is driven


World energy consumption

In the IEO2011 (International Energy Outlook) Reference case, which does not incorporate prospective legislation or policies that might 34 ………… energy markets, world marketed energy consumption 35 ………... by 53 percent from 2008 to 2035. Total world energy use rises from 505 quadrillion British thermal units (Btu) in 2008 to 619 quadrillion Btu in 2020 and 770 quadrillion Btu in 2035. Much of the growth in energy consumption 36 ………….. in countries outside the Organization for Economic Cooperation and Development (non-OECD nations) where demand 

37 ................ by strong long-term economic 38 .…………. .

Energy use in non-OECD nations increases by 85 percent in the Reference case, as compared with 39 ………… of 18 percent for the OECD economies.



Task 7. Read the article given below. Pay attention to the facts that involve different measurements concerning life expectancy in Shanghai. Use any ways (graph, chart, table, etc.) to visualise the information from the article. Translate the article.
Максимальна кількість балів за завдання – 10 балів
Life expectancy in Shanghai tops 83 years

By Zhou Wenting in Shanghai | China Daily | Updated: 2017-03-29

The average life expectancy in Shanghai reached more than 83 years in 2016, far higher than the national average of 76.3 in 2015 and close to the world's highest of 83.7 in Japan and 83.4 in Switzerland. 

Public health standards in the city have been maintained at the advanced level of developed countries and regions for 13 consecutive years, the Shanghai Municipal Government's Information Office said when releasing the figures on Monday. 

Life expectancies for men and women climbed to 80.83 years and 85.61 years respectively last year, an increase of 0.36 years and 0.52 years year-on-year. 

By the end of last year, the number of Shanghai residents age 60 or older hit 4.58 million, accounting for 31.6 percent of the city's population. Nationally, the proportion was 16.7 percent at the end of last year. 

Shanghai was the first Chinese city to have an advanced aging population. The city has nearly 800,000 residents aged 80 or older, and nearly 2,000 residents aged 100 or older. 

Although a recent survey found that the majority of senior residents hope to spend their twilight years at home, experts say the elderly have become more open to a variety of care services. 

More than 60 percent of the respondents in the survey, which polled 1,110 residents aged 60 or older in Shanghai, said they would like to receive care services at home. More than 11 percent of them said they would like to go to nursing homes, while the rest said they don't have a preference. 

"Family care for senior citizens faces challenges as the size of families living together decreases and professional social care for the elderly continues to develop," said Yin Zhigang, director of the Shanghai Research Center on Aging. 

The number of beds in Shanghai's 700 nursing homes totals more than 130,000, including nearly 10,000 that were newly added last year, according to the Shanghai Civil Affairs Bureau. 

Two years ago, the city introduced care homes for the elderly, a novel exploration in providing short-term stay or day care services. The number of such facilities targeting senior citizens in local communities and giving priority to those who have lost the ability to take care of themselves now totals 73. 

Resource Materials

Appendix A: 10 Steps to Start a Business

BY ALYSSA GREGORY Updated April 24, 2018

There are more than 28 million small businesses in the United States, making up a whopping 99.7 percent of all U.S. businesses, according to the Small Business Administration. When you consider some of the most popular reasons to start a business, including having a unique business idea, designing a career that has the flexibility to grow with you, working toward financial independence, and investing in yourself — it's no wonder that small businesses are everywhere.

But not every small business is positioned for success. In fact, only about two-thirds of businesses with employees survive at least two years, and about half survive five years. So you may be in for a real challenge when you decide to take the plunge, ditch your day job, and become a business owner. The stage is often set in the beginning, so making sure you follow all of the necessary steps when starting your business can set the foundation for success.

Here are 10 steps that are required to start a business successfully. Take one step at a time, and you'll be on your way to successful small business ownership.

Step 1: Do Your Research

Most likely you have already identified a business idea, so now it's time to balance it with a little reality. Does your idea have the potential to succeed? You will need to run your business idea through a validation process before you go any further.

In order for a small business to be successful, it must solve a problem, fulfill a need or offer something the market wants.

There are a number of ways you can identify this need, including research, focus groups, and even trial and error. 

As you explore the market, some of the questions you should answer include:

· Is there a need for your anticipated products/services?

· Who needs it?

· Are there other companies offering similar products/services now?

· What is the competition like?

· How will your business fit into the market?

· Don't forget to ask yourself some questions, too, about starting a business before you take the plunge.
Step 2: Make a Plan
You need a plan in order to make your business idea a reality. A business plan is a blueprint that will guide your business from the start-up phase through establishment and eventually business growth, and it is a must-have for all new businesses.

The good news is that there are different types of business plans for different types of businesses.

If you intend to seek financial support from an investor or financial institution, a traditional business plan is a must. This type of business plan is generally long and thorough and has a common set of sections that investors and banks look for when they are validating your idea.

If you don't anticipate seeking financial support, a simple one-page business plan can give you clarity about what you hope to achieve and how you plan to do it. In fact, you can even create a working business plan on the back of a napkin, and improve it over time. Some kind of plan in writing is always better than nothing.

Step 3: Plan Your Finances

Starting a small business doesn't have to require a lot of money, but it will involve some initial investment as well as the ability to cover ongoing expenses before you are turning a profit. Put together a spreadsheet that estimates the one-time startup costs for your business (licenses and permits, equipment, legal fees, insurance, branding, market research, inventory, trademarking, grand opening events, property leases, etc.), as well as what you anticipate you will need to keep your business running for at least 12 months (rent, utilities, marketing and advertising, production, supplies, travel expenses, employee salaries, your own salary, etc.).

Those numbers combined is the initial investment you will need.

Now that you have a rough number in mind, there are a number of ways you can fund your small business, including:

· Financing

· Small business loans

· Small business grants

· Angel investors

· Crowd funding
You can also attempt to get your business off the ground by bootstrapping, using as little capital as necessary to start your business. You may find that a combination of the paths listed above work best. The goal here, though, is to work through the options and create a plan for setting up the capital you need to get your business off the ground.

Step 4: Choose a Business Structure

Your small business can be a sole proprietorship, a partnership, a limited liability company (LLC) or a corporation. The business entity you choose will impact many factors from your business name, to your liability, to how you file your taxes.

You may choose an initial business structure, and then reevaluate and change your structure as your business grows and needs change.

Depending on the complexity of your business, it may be worth investing in a consultation from an attorney or CPA to ensure you are making the right structure choice for your business.

Step 5: Pick and Register Your Business Name

Your business name plays a role in almost every aspect of your business, so you want it to be a good one. Make sure you think through all of the potential implications as you explore your options and choose your business name.

Once you have chosen a name for your business, you will need to check if it's trademarked or currently in use. Then, you will need to register it. A sole proprietor must register their business name with either their state or county clerk. Corporations, LLCs, or limited partnerships typically register their business name when the formation paperwork is filed.

Don't forget to register your domain name once you have selected your business name. Try these options if your ideal domain name is taken.

Step 6: Get Licenses and Permits

Paperwork is a part of the process when you start your own business. There are a variety of small business licenses and permits that may apply to your situation, depending on the type of business you are starting and where you are located. You will need to research what licenses and permits apply to your business during the start-up process.

Step 7: Choose Your Accounting System

Small businesses run most effectively when there are systems in place. One of the most important systems for a small business is an accounting system.

Your accounting system is necessary in order to create and manage your budget, set your rates and prices, conduct business with others, and file your taxes. You can set up your accounting system yourself, or hire an accountant to take away some of the guesswork. If you decide to get started on your own, make sure you consider these questions that are vital when choosing accounting system.
Step 8: Set Up Your Business Location

Setting up your place of business is important for the operation of your business, whether you will have a home office, a shared or private office space, or a retail location.

You will need to think about your location, equipment, and overall setup, and make sure your business location works for the type of business you will be doing. You will also need to consider if it makes more sense to buy or lease your commercial space.

Step 9: Get Your Team Ready

If you will be hiring employees, now is the time to start the process. Make sure you take the time to outline the positions you need to fill, and the job responsibilities that are part of each position. The Small Business Administration has an excellent guide to hiring your first employee that is useful for new small business owners.

If you are not hiring employees, but instead outsourcing work to independent contractors, now is the time to work with an attorney to get your independent contractor agreement in place and start your search.

Lastly, if you are a true solopreneur hitting the small business road alone, you may not need employees or contractors, but you will still need your own support team. This team can be comprised of a mentor, small business coach, or even your family, and serves as your go-to resource for advice, motivation and reassurance when the road gets bumpy.

Step 10: Promote Your Small Business

Once your business is up and running, you need to start attracting clients and customers. You'll want to start with the basics by writing a unique selling proposition (USP) and creating a marketing plan. Then, explore as many small business marketing ideas as possible so you can decide how to promote your business most effectively.

Once you have completed these business start-up activities, you will have all of the most important bases covered. Keep in mind that success doesn't happen overnight. But use the plan you've created to consistently work on your business, and you will increase your chances of success.
Appendix B: Company Profile 

This document is a template and should be customised to your specific purpose.
Company name and logo (an image/illustration giving a clue to the nature of business)

Main company contact details (or contact person details if you prefer), that companies/individuals can make contact with if they require more information or clarifications. 

Business, Administrative & Contact Information

· Business name: company/Trust name CC/Pty (Ltd)/Ltd trading as XYZ (if applicable)
· Business type: Sole proprietor/Closed corporation/Private company/Company/ Trust/
· Contact Information: 

1. Introduction

· Company History (A short, 1 paragraph, history of the company).  
· What the company does (2 to 3 sentences about what the company does, what its business is, and which market sectors it services).

2. Strategy 

· Vision statement (A vision statement outlines what a company wants to be. It focuses on tomorrow; it is inspirational; it provides clear decision-making criteria; and it is timeless)

· Mission statement (A mission statement outlines what the company is now. It focuses on today; it identifies the customer(s); it identifies the critical process(es); and it states the level of performance)

· Values (General guiding principles that are to govern all activities)

· Business goals & objectives (Specific goals that the company wants to achieve)

· Business strategy (The general strategy of the company. E.g. diversification, vertical integration, horizontal integration, organic growth, growth by acquisition, etc.)

· Economic intent (What the economic intent of the organisation is. E.g. profit making, not for profit, investment, speculation, etc.)

3. Business concept

· Business concept (What the business does)

· Products 

· Services

· Business competitiveness (What makes the business competitive with other businesses in its sector, what are the competitive advantages?)

·  Quality policy & objectives 

· Service pledge (A pledge of how the company wants to deliver services)

· Business model (Describe your business model and the reasoning behind choosing it. E.g. Centralised, de-centralised, retail, home based, office bound, etc.)
· Value chain (Give a breakdown of the value chain you will be operating in and where your company will fit into this value chain)

4. Management & Ownership

· Management structure (An organogram may be added showing the management structure and reporting hierarchy)

· Directors

· Office and administrative personnel

5. Current customers & projects

6. Completed projects

Appendix C: Functional Phrases for Discussions
	Function
	Functional Phrases

	Agreeing
	That would be very nice.

Of course.

That’s no problem.

I agree entirely.

Right.

	Approving
	Fantastic!

Good idea.

Great!

That’s a good idea.

That’s all right, then.

That sounds like a good idea.

That would be fine.

	Asking for repetition and clarification
	Could you repeat it, please?

… did you say?

I’m sorry. Could you repeat that, please?

I’m sorry. I didn’t quite catch that?

I’m sorry. What was that you said?

	Asking for/giving factual information
	Can you tell me …?

I’d like to know …?

Could you help me …?

Have you got …?

Is there …?

How much/How often …?

	Asking for/making suggestions
	How about …?

What about …?

Shall we …?

Why not …?

If you …, we’ll …

Would you like to …?

Let’s …… instead.

Let’s not …

I’ve got a better idea.

It would be better/more fun to …

I’d rather …

I’d prefer to …

Why don’t we …?

I suggest …

Better make it later.

I’ve got a suggestion. Why don’t we …?

Now, if you don’t mind …?

Why don’t you …?

	Attracting attention
	I’m sorry to bother you.

Listen.

Look.

Oh, look.

	Changing the subject
	Before I forget, …

By the way, …

Incidentally, …

Speaking of …

That reminds me …

	Disagreeing
	I’m not sure I agree with you. I mean…

I’m not sure you’re right. You see …

I see what you mean, but …

No, but really …

That’s all right for you, but …

Well, yes, but …

Yes, but on the other hand, …

	Evaluating
	I think the first one is very good.

I don’t think much of the second.

What do you think of the fourth one?

There’s nothing in it.

I think the fifth is better than the fourth.

	Exemplifying
	An example of this is when/the way …

For a start, …

For example/instance, …

For one thing, …

If you look at …

Look at …

	Hesitating
	Let me see …

Let me think …

Let’s see …

	Making and cancelling plans and arrangements 
	Going to/Present Continuous/Future continuous for arrangements that have been made

Will for making arrangements

Would like/would rather/would prefer

How about …?

What about …?

Let’s …

Shall we …?

Would you like to …?

You can’t …

You’ll have to …

I’m sorry/I’m afraid I can’t/I’ll have to/

It won’t be possible to …

	Making conclusions and stating results
	Subordinate clauses with so, so that, therefore

Must

	Persuading
	It’s obvious that …

You must agree that …

Why don’t you …?

How about …

	Restating
	… in other words …

… that is …

… that is to say …

That means …

You mean …

You mean to say that …

	Stating and justifying opinions 
	I think 

In my opinion ….

It would be better/more reasonable etc. to …

I’m not sure I agree with you. I mean …

I see what you mean, but …

That’s all right for you, but …

Yes, but on the other hand, …

I believe that …

I could be wrong, but I think …

I personally think …

	Stating consequences
	So, therefore, thus, accordingly, hence, consequently

Which means/meant that …

So … that

	Stating the problem
	The main point is …

The most important thing is …

The problem is …

	Thanking and responding to thanks
	Thank you (very much) for … -ing

I’d like to thank you for … -ing

I’d like to say thank you for … -ing

Thanks a lot.

Thanks for your advice.

Thanks. You’ve been most helpful. 


Appendix D: Language to Use in an Oral Presentation
	Sub-skills
	Functions
	Functional Phrases 

	Opening a presentation
	Greeting and introducing yourself
	Good morning. My name’s …/I am …

Let me introduce myself.

Good afternoon. Let me start by saying a few words about …

	
	Presenting the title/subject
	The subject of my presentation is …

The focus of my paper (academic) is …

I’d like to talk today about…

I’m going to present the recent …

I’m going to inform you about …

	
	Specifying the purpose/

objective
	We are here today to decide/ agree/learn about …

The purpose of the presentation is to …

The talk /presentation is designed to …

	
	Outlining the presentation
	My presentation will be in … parts.

I’ve divided my presentation into … sections. They are …

First/ Firstly/ First of all, I’d like to give you (an overview of) ...

Second/Secondly/Next/Then, I’ll focus 

on … 

Lastly/Finally, we’ll consider … 

I’ll be developing … main points.

The first point will be…. Second, … Lastly, … 



	
	Referring to questions
	Feel free to interrupt me during the talk if you have any questions.

I’ll be happy to answer your questions at the end.



	Sequencing and linking ideas/parts


	Introducing each part/section
	Firstly … , secondly … , thirdly … .

Let’s start with …

Let’s move on to …

This leads me to …

That brings us to …

Let’s leave that …

That covers …

Let’s go back to …

Let me turn now to …

Finally/Lastly let’s deal with …



	
	Giving reasons/causes
	Therefore, …

So, …

As a result, …

Consequently, ...

That’s why …

This is because of …

This is largely due to …

It could lead to…

It may result in …



	
	Contrasting
	But …

On the other hand, …

Although …

In spite of this, …

However, …

	
	Comparing
	Both (technologies) …

Similarly, …

In the same way, …

	
	Contradicting
	In fact, …

Actually, …

	
	Highlighting
	… in particular.

… especially …

	
	Digressing
	Before going on, I’d just like to say …

By the way, …

… in passing …

	
	Giving examples
	For example, …

For instance, …

A good example of this is …

To illustrate this point, …

Take … for instance.

 such as …

	
	Generalising
	As a rule, …

… usually …

… generally …

	Involving the audience
	Asking rhetorical questions
	What‘s the explanation for this?

How can we explain this?

How can we do about it?

How will this affect …?

What are the implications for …?

	
	Referring to common knowledge
	As you know …

As I’m sure you’re aware …

We have all experienced …

You may remember …

	
	Checking understanding
	Is that clear?

Are there any questions?

	Describing and analysing performance
	Describing performance 
	The … performed well/poorly.

The … has/have shown considerable/ slight growth/improvement/decrease …

	
	Analysing performance
	The main explanation for this is …

A particular/one/another reason is …

A key problem is …

	
	Describing facts, figures and trends
	There is/has been a slight /dramatic /steady/considerable/significant

/moderate increase/rise/decrease/ fall/drop/collapse in …

… remain(s)/has remained constant/stable. 

… has/have decreased/increased/ fallen/risen sharply/dramatically/ considerably/slightly.

	Using
visual aids
	Referring to visual information
	This transparency/diagram shows …

If you look at this graph you can see …

Now, let’s look at the position of …

For … the situation is very different.

Let’s move on now and look at …

The next slide shows …

If we now turn to the …

This chart compares … and …

The slide gives information about …

	
	Focusing the audience’s attention
	You can see here the …

As you can see …

I’d like to draw your attention to …

Notice/Observe the …

It is important/interesting to notice that…

	Ending a presentation
	Signalling the end
	That brings me to the end of my presentation.

That completes my presentation.

Before I stop/finish, let me just say …

That covers all I wanted to say today.

	
	Summarising
	To sum up…

In brief/ briefly …

In short …

I’d like to sum up now …

I’ll briefly summarise the main issues.

Let me summarise briefly what I’ve said.

If I can just sum up the main points.

At this stage I’d like to run over the key points again.

Let’s recap, shall we?

	
	Concluding
	In conclusion, …

To conclude, …

As you can see, there are some very good reasons …

I’d like to leave you with the following thought/idea.

	
	Recommending
	Our suggestion/proposal would be to …

We recommend/I’d like to suggest/propose setting up….

	
	Closing
	Thank you for listening.

Thank you for your attention.

I hope you have gained an insight into …

I would welcome any comments/suggestions.

	Handling questions
	Inviting questions
	I’d be happy to answer any questions.

If you have any questions, I’d be pleased to answer them.

Any questions?

	
	Clarifying questions
	So, what you are asking is …

If I understand the question correctly, you would like to know …

When you say … do you mean…?

Sorry, could you repeat that?

I’m not sure what you’re getting at.

	
	Avoiding giving an answer
	Perhaps we could deal with that later.

Can we talk about that another time?

I’m afraid that’s not my field. I don’t have the figures with me.

I’m sure Mr X could answer that question.

That’s interesting, but I’d prefer not to answer that today.

I’m afraid I’m not the right person to answer that.

Could we leave that till later?

I’m not sure this is the right place/time to discuss this particular question.

	
	Checking the questioner is satisfied
	May we go on?

Does that answer your question?

Is that clear?


Appendix E: Functional Phrases for Making a Summary
	Elements of the summary
	Functional phrases

	1. The title of the article
	The article under review is entitled as …

The article is headlined …

The headline of the article is …

The title of the article I have read is …


	2. The author of the article; where and when the article was published
	The author of the article is …

The article is written by …

It is published in …


	3. The main idea of the article
	The main idea of the article is …

The article is about/is devoted to/deals with / touches upon …

The aim of the article is to give the reader some information on/to provide the reader with some data on …

The article discusses/expresses the view that …

	4. The contents of the article (facts, names)
	The author starts by telling the readers about …

The author writes/states/stresses/thinks/points out that …

According to the text …

Further the author reports/says that …

	5. The conclusion of the article
	To sum up …

In conclusion the author says …

The author concludes that …

The author makes it possible to conclude that …

The author draws/comes to/reaches a conclusion …

	6. Your opinion of the article


	I find/found the article interesting/important/ valuable/too hard to understand



Computer





Images





Visual aids





Equipment





Graphs





Non-verbal communication





Eye contact
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