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&% VOCABULARY (3d3iC)

REASONS FOR/ TYPES OF PRESENTATIONS

(FRH % FEH])
inform / informative BUFERE/RAGEEN
sell /sales HER /REEMW
explain / explanatory AR/ MR
persuade / persuasive VAR /A BLIR J1 K
analyse / analytical ST /7 Sy TR
evaluate / evaluative A/ PRAG HE
promote / promotional /RS
introduce / introductory B/ BT
demonstrate / demonstration R/ R

FEATURES OF PRESENTATIONS (&%)

objective

focus
grabber

introduction

main points

conclusion

body language
rapport
rhetorical questions
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10  audience expectations Wr AX
11 audience participation Uip i oE 251

&% | EXERCISE 1

Listen to the tape. You will hear the manager of a trading company
describing four types of presentations. Make a note of ONE example
of each type of presentation in the column on the right. ({¥ MR
FPRE—RR G AlEBI NI RR, EAELC
RE—KNBHHIT. )

Type of Presentation Example

Demonstration

Persuasive

Informative

Sales

&% | EXERCISE 2

Listen to the tape of the four stages of a presentation being de-
scribed. Number the stages below, 1 to 4, as you hear them de-
scribed. (RN R E R BIF R0, BREFHATHX
BREE 1 4%, )

Grabber
Introduction
Main points

Conclusion



&% ! USEFUL PHRASES (% MiRiR)

F = Formal (IE X&) N = Neutral (P ¥E1EE) I = Informal
AEERERK)

1 Good morning. My name’s Janet Ip from Green Is-
land Office Equipment.I wonder if I could talk to
someone about our products. (N)

B, BRENDAERERE A TNHBH, FRITR
TS HRINE P — R E R ERAN A S > R?

2 DI’m not sure if you’ve heard of our company, but
we specialise in high technology office equipment.
(N)

FRERBERRELALAT, RNBENEFBRENLR
&M

3 I could send you our latest catalogue so that you
can see what kinds of products we supply. (N)
RITMLHF LRNBFFH=REF, FRTUEERMNG
R AXBN™ 5,

4 I'd like the opportunity to show you some of our
products and perhaps give you a demonstration. (F)
RELEEVSHHEBRTRNG L=, RESRE—K
R3Bo

5 I'd be happy to fix up a full demo/ demonstration
of our products if you wish. (I)
MBHNENE, RREBHRNEH—REBANTE,




Just a moment, I’ll put you through to our purchasing department.

HME, I REREEERIREE,

Yes, I have heard of your company. What can I do for you?

Wik, BT B A E, RAE R T?

Thank you.I'd like to get a better idea of what you have avail-
able.

BHig, REFEE TRENAFARBRES 28,

Yes, | would be interested in seeing a demonstration of your
products
W RBAENEB R SRE,

We could arrange a time now if you like. How about next Mon-
day?
RATA A — A ui i, T 2H— B AaR?




What date would be most suitable for you?(F)
When would be a good time for you?(Shall we say
Tuesday the 17th?)(I)

HABFREBEEIR?

HARBESRE? (+£S, B, E4R?)

Hello, my name’s Simon Wu.I have a 9:30 appoint-
ment with Mr Larson. (N)
R, BRAR - R, ROTHHREENRERNE,

Good morning. ’m Raymond Lu from Hong Kong
Computers. I’m here to give a presentation to your
management staff. (F)

B LY, BREAERATINER - . REXRBERMNNE
BARE—KTREN,

Hi, my name’s Philip Wang and I’ m here to give a
presentation on our new computer software. (I)
R%F, BRIEFR - £, BERBENNERNSHAB
B,

10

Nice to meet you, Mr Sanders. At last I can put a
face to the voice on the phone. (N)

Wil ks, £2! MFEERFEPTRIZR, BTFITUR
HTo

11

How do you do, Mr Sanders? It’s nice to meet you
at last! (F)
Great to meet you at
last! (I)
IR 4, fREF, REBXATHRRE T o
KT NER, ARFRT o




How about the 15th?I'll be free all moming then.

I’m sorry, it won’t be convenient then. Can we fix another time?
TR WP RIAERENR LBES.

MAR R Al LEHE R — D E?

Good morning, Mr Wu. I'1] just see if Mr Larson is ready for you.

R Rk, ERTH-TRRAEREEEHT .

Ah, yes, Mr Lu. We’re expecting you. Please take a seat.

W,k B RATEARSR, Hk.

Good moming, Mr Wang. Please have a seat. Someone will be with

you in a moment.

RS ERE. BE. HRESAEAK,

Yes, indeed. Nice to meet you too, Mr Wang.

af, Edesd RO MA R L.

How do you do, Mr James?

Good to meet you too, Mr James.
RIF, BB R

il 4o REM AR,




12 Well, I know you’re all extremely busy, so why
don’t we get started?(N)
5T BRAERNBRANA, RINFND EFERE,
Let’s get started. (N)
BMNB LFFH®E,

13 As you will have seen from the brochure we sent
you, our company specialises in photocopying
equipment. (N)
RIMMBRAIER N>R B RFAFLEDERNATLEE
N&EF"ENREMN,

14 I'd like to bring to your attention a product which
I believe you will find interesting. (N)

BEEEFMNNME—I &, BERNT—EL X EBIGB,

15 As I mentioned on the phone, our company has re-
cently developed a new range of products which
may be of interest to your company. (F)
RERFEPHREE, RNAIHEFRT —RIF~ 2,
HERLATIBIGE,

16 I'm sure you’ll find our new products interesting.
(N
BHREGHRIN—ESIRNOH= BRI,




Yes, can you tell us something about the new features of this

machine?

4 ARTTEAAT 48 — T X ERALAR A AR Dh HERG ?

We found your range of equipment quite interesting, particularly the
new model SD400 photocopier.

ROV ARG 7= 0 RSV F RN B, AR SDIO K HHE R
El] HL o

Can you tell us something about the features of this product?

PRAT LA — F XTSRS ?

Can you explain how we might benefit from using these products?

PRE] LR — Tl X e 7= S X R AT R A A 4740152

We are certainly interested in this product, but we would like more
information about it.

RIMOBXTHBBNE, FIRINFERBEZHXM
pig




oY% | EXERCISE 3

Below is an outline of a presentation Alice Chan will be making to
the managers in her company. Listen to Alice describing her pre-
sentation to a colleague and fill in the outline below. (LI F# Alice
Chan HE [ 2N G 2 BEFTATERIBEY R TR U7 Alice [711h
0 — i [ B BT E A, F SE IR BN B o )

Topic: The topic of this presentation is

Objective: The objective of this presentation is to

Main Points: 1’1l make the following main points:

a)
b)
c)

Conclusion: I’ Il conclude by saying




% CONVERSATIONS (&%)

We've never done business with your company be-
fore. Are you new in the field of computer software?
RANMNKREBERNATE LS EHRE. RINZFESMAL
R AT S ?

No, on the contrary. Datacorp has been producing software packages
for over fifteen years now.

FABEER,ES AT RKFEEBETEFT .

Where is your company based?
FRANA SR BRERIL?

Well, our parent company is in the USA, but we have regional of-
fices in Tokyo, Seoul and Singapore.
‘E,ﬁﬁ]%ﬁ’&ﬂ&%@,Xﬁﬁ{ﬂiﬁﬁiﬁ\ﬂb&ﬂﬁmi&ﬂﬁﬁ

AL

Do you have any plans for further expansion in the
region?

PRAFTRE M R s R AL 515?

Yes, we are very eager to develop our products in the mainland of
China and by the end of the year, we hope to set up another office
in South Korea.

%B‘J,&1U3F#ﬁﬂﬁ*ﬁﬁﬁ%ﬁrﬂ{ﬂﬂ‘l?’°:ﬁ:o B RNFE
ERMESERLS —RILHE.




