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WELCOME

formal informal

INTRODUCTION
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INTRODUCING THE TOPIC
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Good afternoon
ladies and

gentlemen.

On behalf  of
[company] ,  al low me

to extend a warm
welcome to you.

Hi everyone,
welcome to

[name of event].

Let me briefly
introduce myself.

My name is. . .

My name is  …
and I  represent

[company] .

I 'm.. .  and I  
work for

[company].

I  am delighted to
be here today to

talk to you
about. . .

Today I  am here to
talk to you

about. . .

I  am going to give
you a short

presentation about. . .



start
Let me start with

some general
information about. . .

Let me 
begin by

explaining.. .

Before I  start,
does anyone

know.. .?

transition

This leads me 
to my next point,  

which is . . .

Let's  now
turn to. . .

I 'd l ike to now
move on to

discussing.. .

examples

A good example 
of this is. . .

 

To i l lustrate
this point. . .

To give you just
one example of

this. . .

questions
I  wil l  gladly answer

any questions at the
end of the

presentation.

Are there
any

questions?

Please don't
hesitate to ask
any questions.

conclusion

I 'd l ike to
conclude by. . .

To sum up
my main
points. . .

I  have therefore
come to the
conclusion

that. . .



that brings me to
the end of my
presentation. 

 

ENDING YOUR PRESENTATION
Well that's it from

me. Thanks for
listening 

 

Use these phrases to write a template for professional speeches: 
 

thank you all for
coming / listening. 

 

thank you for
your attention. 

 

it was a 
pleasure to 

be here today. 
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