
SMALLTALK



INTRODUCING YOURSELF

• Excuse me, are you …
• How do you do. I´m … Welcome to …
• Let me introduce myself. My name is …
• You must be … Nice to meet you. I´m …
• I don´t think we´ve met. I´m …



INTRODUCING SOMEONE ELSE

• May / Can I introduce you to …

• Have you met …

• Bob, do you know Bill?



RESPONDING TO INTRODUCTIONS

• Pleased to meet you.

• Nice to meet you. I´m …

• Hi. But please call me …

• Sorry, I didn´t catch your name.



PRESENTATIONS



GREET THE AUDIENCE

• Good morning / afternoon / evening, ladies
and gentlemen.

• Hello.

• Hi everyone.



THANK THE AUDIENCE FOR COMING

• I know that you have all travelled a long way.

• I´m very grateful that you could come today.

• It´s nice to see so many faces.



INTRODUCE YOURSELF

• Let me just start by introducing myself. My
name is …

• As some / Most of you already know, I am …



INTRODUCE THE TOPIC

• The title / subject / topic of today´s
presentation is …

• Today, I´d like to speak about …

• What I´d like to talk about is …



OUTLINE THE STRUCTURE

• I´ve didived / split my talk into four main
parts / sections.

• Firstly, what I want to do is …
• Secondly, we will look at …
• Thirdly, we will move on to …
• Then / Next / After that / Finally I will speak

about / examine …



GIVE INSTRUCTIONS FOR ASKING QUESTIONS

• If you have any questions, please feel free to
interrupt.

• Please interrupt me as we go along if you
have any questions.

• I´d be glad to take any questions at the end 
of my presentation.



THANK THE AUDIENCE FOR LISTENING

• Thank you for listening so attentively.

• Thank you for your attention.

• I hope this has been useful.



OFFER THE CHANCE TO ASK QUESTIONS

• I´d be glad to answer any questions.

• So, do you have any questions?

• Are there any questions?



QUESTIONS



QUESTIONS

• GOOD

• DIFFICULT 

• UNNECESSARY

• IRRELEVANT



GOOD QUESTIONS

Thank people for asking them.
They help you to get your message across to 
the audience better.

• I’m glad you asked that.
• Good point.
• That’s a very good question.



DIFFICULT QUESTIONS

These are the ones you can’t or prefer not to 
answer. Say you don’t know, offer to find out or ask 
the questioner what they think.

• I’m afraid I’m not in a position to comment on 
that.

• I’m afraid I don’t have that information with me.
• I don’t know that off the top of my head.
• Can I get back to you on that?



UNNECESSARY QUESTIONS

You have already given this information. Point 
this out, answer briefly again and move on.

• Well, as I said …
• Well, as I mentioned earlier, …
• I think I answered that earlier …



IRRELEVANT QUESTIONS

Try not to sound rude, but move on.

• To be honest, I think that raises a different 
issue.

• I’m afraid I don’t see the connection. 



POSTERS



POSTERS

• Know who your audience is.

• Use figures and graphics where possible.

• Use layout to convey the logical structure of
your argument (columns, boxes, arrows, 
bulleted lists, etc.)



POSTERS

http://www.writing.engr.psu.edu/samples/poster7.pdf



POSTERS

http://www.writing.engr.psu.edu/samples/poster6.pdf



POSTERS

http://www.writing.engr.psu.edu/samples/couch.jpg


