PREZENTACE V ANGLICTINE

aneb “The more languages you speak, the better!”

Prezentace by méla obsahovat:
= vaSe jméno

"  nazev
® o je ucelem prezentace, pro¢ dané téma
prezentujete

obsah — hlavni body, o ¢em to bude

faktické informace ve stru¢nych, vystiznych bodech

[ ]
= doplnéni obrazky, grafy, schématy ...
= shrnuti

A presentation should definitely include:
"  your name
= the title or subject of your talk

= purpose: why the subject will be interesting for your

audience

a 'menu’ of main points that you will cover
factual information, organised as main points
visuals

a summary

Struktura prezentace — zakladni fraze

Strukturovani prezentace

1. krok: Privitani
Dobry den. Jmenuji se ...
Dobra, za¢néme ...

2. krok: Sdéleni cile prezentace
Budu mluvit / Rad(a) bych mluvil(a) o ...

3. krok: Sdéleni struktury

Svou prezentaci jsem rozd¢lil(a) na tfi asti.

Zaprvé ... Zadruhé ... A zatfeti ...
Nejdfive vam povim ...

Muj druhy bod je ...

Poté piejduk ...

Zavérem ...

4. krok: Télo prezentace
Zafnemes ...

Nyni piejdéme k ...

Dovolte mi ptejitk ...

Nyni ptejdu k poslednimu bodu.

5. krok: Rekapitulace
Abych to shrnul(a) ...

6. krok: Zavér
Rad bych zakoncil(a) ...

7. krok: Podékovani, rozlouceni
Dé&kuji za vasi pozornost.

Vizualni pomiicky
Podivejme se na ...
Podivejte se na ...

Jak muzete vidét zde ...

Structuring a presentation

Step 1: Introduction
Hello. My name is ...
OK, let’s get started ...

Step 2: Purpose of the presentation
I’'m going to ... / I’ll ... / I would like to speak about ...

Step 3: Communicating the structure

I've divided my presentation into three parts.
Firstly ... Secondly ... And thirdly ...

So first, I'm going to tell you about ...

My second point is ...

Then I will move on to ...

Finally ...

Step 4: Body of the presentation
Let’s start with ...

Now let’s turn to ...

Let me move on to ...

Now I'll come to my last point.

Step 5: Summary
Tosumup ...

Step 6: Conclusion
I’d like to finish ...

Step 7: Thank you, good-bye
Thank you for your attention.

Visual aids

Let’s have a look at ...
Take a look at ...

As you can see here ...
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RozSirena slovni zasoba a fraze

Prezentace — fraze

Presentation — phrases

1. Privitani

Formalni

Snad bychom mohli zacit.
Dobré rano, damy a panové.
Vitdm vas jménem ...
Jmenuji se ...

Pro ty, ktefi m¢ jesté neznaji. Jsem zodpovédny(3) za ...
Vice pratelské

Dobra, zacnéme.

Dobry den.

Dé&kuji, ze jste prisli.

Jsem ...

Jak vite, mam na starosti ...

1. Introduction

Formal

Perhaps we should begin.

Good morning, ladies and gentlemen.

On behalf of ... / May I welcome you to ...

My name is ...

For those who don’t know me already, I’m responsible for ...

More friendly

OK, let’s get started.

Good morning, everyone.
Thanks for coming.

I'm ...

As you know, I’m in charge of ...

2. Sdéleni cile prezentace

Budu mluvit / Rad(a) bych mluvil(a) o / fekl(a) n¢kolik slov o /
prodiskutoval(a) / informoval(a) / prezentoval(a) ...

Dnes dopoledne bych vas rad seznamil(a) s ... / bych vam
rad(a) fekl(a) néco o / bych vam rad(a) ukazal(a) ...

Dnes je mym cilem / uc¢elem / tkolem prezentovat ...

Mam v planu / Chci ...

Pfedmétem / Tématem mé prezentace je ...

Dnes jsme tu proto, abychom ...

Pokusim se / Rad(a) bych vdm podal(a) piehled o ...

2. Communicating the objective of the presentation

I’ll /T am going to / I’d like to speak about / say a few words about /
discuss, report on, present ...

What I want to do this morning is talk to you about / tell you about /
show you ...

My goal / purpose / objective / aim today is to present ...

Iplanto ...

The subject / theme of my presentation is ...

We are here today in order to ...

I’ll try / I’d like to give you an overview of ...

3. Sdéleni struktury nebo agendy prezentace

Zaméfim se na 4 hlavni body.

Pokryji nasledujici ctyii hlavni / zdkladni oblasti.

Tato prezentace je rozdélena do 4 hlavnich ¢asti / oddila:
nejdiive ... atd.

Zacnu s / Abych zacal(a) s / Dovolte mi zacit s ... / Zaprvé /
Nejdiive bych se rad(a) podival(a) na ... / Poté budu mluvit o /
prejduk ...

Zatfeti ...

Muy;j ¢tvrty bod bude o ...

Zavérem bych rad(a) dodal(a) / se rad(a) podival(a) na ...

3. Communicating the structure or agenda of the presentation

I’1l focus on 4 main points.

I’1l be covering the following four main areas.

This presentation is divided into 4 main parts / sections: firstly ... etc.
I’1l start with / To start with / Let me begin with / Firstly, I’d like to
look at ...

Then / Secondly, I’ll talk about / I’ll be talking about / I’1l move on to

Thirdly ...
My fourth point will be about ...
Finally / And in the end, I ‘d like to add / I’ll be looking at ...

Vybizejici otazky:

Prosim, nevahejte mé prerusit, pokud budu mluvit ptilis rychle
/ pokud se nevyjadiim jasné / pokud budete mit n&jaké otazky.
Budete-1i mit n€kdo néjaké otazky, kdykoli m¢ bez obav
pieruste, prosim.

Inviting questions:

Please, don’t hesitate to interrupt me if I’'m speaking too fast / I’m not
making myself clear / you have any questions.

If anyone has any questions, please feel free to interrupt me at any time.

Odrazujici otazky:

Jsem si jist(a), ze budete mit néjaké dotazy. Na konci budeme
mit dostatek ¢asu se jim vénovat.

Pripadné dotazy nechame na zaveér prezentace.

Na zavér bych rad(a) vénoval(a) prostor diskusi.

Discouraging questions:

I’'m sure you will have some questions. We shall have plenty of room to
devote to them in the end.

Perhaps we can leave any questions you may have until the end of the
presentation.

In the end I’d like to open a discussion.

4. Télo prezentace

Zatnémes ...

Musim zduraznit ...

V tomto bod¢é musime vzit v ivahu ...

Zména tématu:

Nyni piejdéme k ...

Dovolte mi prejitk ...

Protoze jsem skoncil(a) tuto ¢ast, rad(a) bych piesel (presla) k
dal$imu bodu.

Timto jsme se dostali k dal§imu / k otazce ... / k dalSimu bodu.

To mé pfivadik ...

Odkaz na budoucnost:
Dostaneme se k tomu pozdéji.

4. Body of the presentation

Let’s start with ...

I must emphasize ...

At this point we must consider ...

Changing the topic:

Now let’s turn to ...

Let me move on to ...

Having finished this part, I’d like to turn to the next point.

With this we have come to the following / to the question of ... / to the
next item.
This leads / brings me to ...

Referring forward:
We’ll come to that later.




Prezentace — fraze

Presentation — phrases

Tento bod pfijde na fadu za chvilku.
Odkaz na minulost:

Jak jiz bylo fecCeno ...

Jak jsem se jiz zminil(a) ...

That point is coming up in a moment.
Referring back:

As we said earlier ...

As I mentioned before ...

5. Rekapitulace (shrnuti klicovych mySlenek)

Kratce (strucné, v kostce) feceno ...

To, co se snazim fict, je ...

Dovolte mi, abych se to pokusil(a) shrnout, dfive nez prejdeme
k...

Abych zrekapituloval(a) ...

Na zavér bych rad(a) znovu shrnul(a) kli¢ové body (myslenky).

.....

hlavni body.
Diive nez ukon¢im prezentaci, dovolte mi, abych se pokusil(a)
vSe jesté jednou shrnout.

5. Summary (summary of key points)

To put it in a nutshell ...

What I’'m trying to say ...

Let me just try and sum that up before we move on to ...

To recapitulate / recap ...

In the end I’d like to summarize the key points (ideas) again.

Let me go through the main arguments again before finishing this
presentation

6. Zavér

Zavérem mi dovolte fici ...

Réd(a) bych zakoncil(a) ...

Chtél(a) bych zakoncit svou prezentaci ... (zdGraznénim) ...
Na zavér bych rad(a) fekl(a) ...

Ma prezentace je u konce a nyni velmi rad(a) zodpovim
jakékoli vase otazky / a nyni velmi rad(a) uvitam jakékoli
poznamky.

To je vSe, co jsem chtél(a) v ramci své prezentace Fici, nyni
mame pfiblizné ... minut pro diskusi.

6. Conclusion

Let me end by saying ...

I’d like to finish ...

I’d like to finish my presentation with ... (emphasizing)...

In conclusion I’d like to say ...

So that was my presentation, and now I will be pleased to answer any
questions you may have / and now I’d like to invite any comments.

This is all I wanted to say in my presentation, now we have about ...
minutes for discussion.

7. PodéKkovani, rozlouéeni

De¢kuji za vasi pozornost, damy a panove.

De¢kuji vam, ze jste pfisli, a doufam, Ze jsem vas dostatecné
informoval(a).

7. "Thank you, good-bye"

Thank you for your attention, ladies and gentlemen.

Thank you very much for coming and I hope I’ve been able to inform
you sufficiently.

Vizualni pomtcky

Visual aid

Predstaveni vizualni pomiicky
Podivejme se na ...

Podivejte se na ...

Nyni se podivejme na ...

Jak mizete vidét zde ...

.... pfedstavuje ...

Réd(a) bych, abyste se podivali na toto ...
Dovolte, abych vam ukazal(a) ...

Kdyz se podivate na ..., uvidite ...

Nejdiilezitéjsi udaje

Réd(a) bych, abychom se podivali na ... / podrobnéji podivali ...

Abychom se na to podivali dikladnéji ...
Rad(a) bych, abyste vénovali Vasi pozornost ...

Introducing a visual aid

Let’s have a look at ...

Take a look at ...

Now, let’s look at ...

As you can see here ...

The ... represents ...

I’d like you to look at this ...

Let me show you ...

If you look at the ... you’ll see ...
Highlights

I’d like us to look at ... in more detailed way ...

To look at it more closely ...
I’d like to draw your attention to ...




Grafy — popisovani zmény

Graphs — describing change

Rist

zvysit zvySeni
stoupat stoupani
zlepsit zlepseni
stoupat vzestup
zvysit rist

Grow

to increase — an increase

to climb — a climb

to improve — an improvement
to rise — a rise

to grow up — a grow

Narust Increase
rychly rapid
dramaticky dramatic
prudky sharp
nepatrny slight
rovnomerny steady
mirny moderate
maly small
postupny gradual

obnovit — obnova
zlepsit — obrat k lepSimu

to recover — a recovery
to get better — an upturn

Vrchol
dosahnou maxima
dosahnout vrcholu

Peak
to reach a maximum
to reach a peak

vyvrcholit to peak
Stabilizace Stabilization
zUstat stejny to stay the same
ustalit se to level off
stabilizovat to stabilize
Trendy Trends
vzestupny an upward trend
kolisani fluctuation
sestupny trend a downward trend
Pokles Drop

snizit — snizeni

padat, klesat — pad, pokles
klesat, ubyvat — pokles
klesat — pokles

padnout — pad

to decrease — a decrease
to fall — a fall

to decline — a decline

to go down — a drop

to plunge — a plunge

(znacné) poklesnout to plummet
Pokles Decrease
rychly rapid
dramaticky dramatic
prudky sharp
nepatrny slight
rovnomerny steady
mirny moderate
maly small
postupny gradual

zhorsit (se) — zhorSeni
zhorsit (se) — pokles

to deteriorate — a deterioration
to get worse — an downturn

Pocet... vzrostl / stoupl / se zvedl / se zvysil / stoupl.
Ceny se zvedly ... / vzrostly od ... / zvedly se od ... do ...

Byl nartst ...

Bylo obrovské zlepseni.
Trh se zvedl / obnovil se.
Cena papiru se drzelana ...

The number of ... has grown / gone up / risen / increased / climbed.
Prices rose by ... / have jumped since ... / rose from ... to ...

There was an increase of ...

There has been an enormous upturn.

Market has picked up / recovered again.

The price of paper stood at ...




Grafy

Graphs
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lomena Gara

LY

undulating line
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bar graph
sloupcovy graf

column(s)
sloupec(ce)

row(s)
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tabulka

= - - —

L—r .
plan
plan

dotted line
teckovana Gara

\/

vertical axis
svisla osa

i

solid line
pina cara

A | —NEEEY

.-"'-H-"'-\. -
| = ‘-\._?_(f i i g
umpar
F, — T

e
—— Do
g A7

e ST BT

[ e
T

line graph
spojnicovy graf

pie chart
vysedovy graf
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horizontal axis
vodorovna osa

curve
kfivka




Otazky

Questions

Vybizejici otazky

Nyni bych se rad(a) zamétil(a) na otazky, které k tématu mate /
nejspise mate.

Mate-li n€jaké otazky, rad(a) je nyni zodpovim.

Rad(a) uvitam jakékoli otazky ¢i poznamky.

Nyni bych velmi rad(a) slySel(a) vase poznamky.

Prosim, feknéte mi, pokud bylo néco nejasné.

Néjaké dalsi otazky?

Ocenéni kazdé otazky

Dekuji za vasi / tuto otazku ...

To je skutecn¢ dilezita otazka, rad(a) ji zodpovim ...

Jsem rad(a), Ze jste se na to zeptal(a).

Parafrazovani otazky

Pokud jsem spravné rozumél(a) vasi otazce, fikate ...

To, na co se ptate, je ...

Otéazka tedy zni ... Je to spravné?

Dovolte mi, abych si jen ovétil(a), ze jsem rozumeél(a) vasi
otazce. Ptate se na ...

Piimét tazatele, aby formuloval otazku jinak

Prominite, moc vam nerozumim. Mohl(a) byste to zopakovat?
Bohuzel, nevim piesné, co mate na mysli.

Nezachytil(a) jsem posledni ¢ast vasi otazky.

Inviting questions

I’d now like to turn to the questions that you certainly have / might
have.

If you have any questions I’d be happy to answer them now.

I’d welcome any questions or comments.

Now I’d be very interested to hear your comments.

Please, tell me if anything was unclear.

Any further questions?

Appreciating each question

Thank you for this question ...

That is a really important question, I will be glad to answer it ...
I’m glad you asked that.

Paraphrasing the question

If I’ve understood your question correctly, you’re saying ...

So, what you’re asking is ...

Well, the question is ... Is that right?

Let me just check that I’ve understood your question. You’re asking
about ...

Getting the questioner to rephrase

Sorry I’'m not quite with you. Could you repeat that?
I’m afraid I don’t quite see what you mean.

I didn’t catch the last part of your question.

ObtiZné otazky

Pripusténi neznalosti

Nejsem si jist(a), zda jsem ta spravna osoba k zodpovézeni této
otazky.

Zajimavé. Co myslite?

To je mimo mou kompetenci.

Bohuzel tyto tdaje nemam s sebou, ale mohu vas informovat
pozdéji.

Je mi lito, neznam odpoved’, ale mohu ji zjistit a poslu / dam
vam ji pozd¢ji.

Priipusténi, Ze vy nejste ta spravnd osoba

Dovolte mi ptedat vas dotaz ..., ktery(4) je odbornikem v této
zalezitosti.

Bohuzel, toto neni mij obor / Nemam tuto informaci, ale jsem

si jist(a), Ze pan / sle¢na / pani ... vdm bude schopen odpovédét.

Oddaleni odpovédi

Mohli bychom se k tomu vratit pozdéji?

Touto zalezitosti se budu zabyvat pozdéji. / Dostaneme se k
tomu pozdéji, takze pokud vam to nevadi, radéji bych
zodpoveédél(a) vas dotaz az potom.

Difficult questions

Admitting ignorance
I’m not sure I’m the right person to answer that question.

Interesting. What do you think?
That is beyond my competence.
I’m afraid I don’t have those facts here, but I could let you know later.

I’m sorry I don’t know the answer to that, but what I will do is to find
out and send / give you an answer later.

Admitting that you’re not the right person

Let me pass this question to ... who is an expert on this matter.

I’m afraid that’s not my field / I don’t have that information, but I'm
sure Mr / Ms / Mrs ... will be able to answer you.

Postponing an answer

Could we come back to that later?

I’ll be dealing with that matter a little later on. / We will be coming to
that, so if you don’t mind I’d rather answer that question then.

Zbytecné otazky

Myslim, Ze jsem na to jiz odpovidal(a).

Tedy, jak jsem fekl(a) / Jak jsem uz zminil(a) ...
Otazky nesouvisejici s tématem

Je mi lito, ale nevidim zadnou souvislost.

Prominte, nerozumim vam.

Abych byl(a) upfimny(a), myslim, Ze nas to odvadi od tématu.
Tato otazka se tyka jiného tématu.

Zachazeni s kritikou

Vcelku chapu smysl toho, co fikate, ale ... / Vcelku vam
rozumim, ale ...

Je to zajimava véc, ale neméli bychom zapomenout ...
Rozumim vasi kritice, ale nemyslite si, ze ...?

Naprosto s vami souhlasim. Na druhé strané ...

Asi bych mél(a) tuto véc vice objasnit.

Zda se, ze jste m¢ nepochopil(a).

Myslim, Ze zde neni prostor ani ¢as o tom diskutovat.

Unnecessary questions

I think I already answered that earlier ...

Well, as I said / as I mentioned before ...
Irrelevant questions

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

Sorry, I don’t follow you.

To be honest, I think that it raises a different issue.
This question concerns a different topic.

Dealing with criticism

I quite see your point but still ...

That’s an interesting point but we shouldn’t forget ...

I understand your criticism but don’t you think that ...?
I entirely agree with you. On the other hand ...

Perhaps I should make myself clearer on this point.

It seems that you have misunderstood me there.

I don’t think this is the place or time to discuss this.




Dalsi fraze

Next phrases

Otazky na nazor

Co si myslite o ...7

Jaky je vas pohled na ...?

Jaky je vas nazor na ...?
Nemyslite ...?

Jak vnimate ...?

Sdéleni nazoru

Myslim, Zze bychom méli ...
Podle mého nézoru ...

Zda se mi, Ze ...

Myslim / Vnimam to ... / Vé&fim ...
Z mého pohledu / Mdj nazor je ...
Souhlas / Nesouhlas

Vcelku souhlasim.

Presné! Presné tak!

Bohuzel, nesouhlasim.

Promiiite, ale nesouhlasim.
Zvazeni alternativ

Vzal(a) jste v uvahu ...?

Aco..?

To je dalsi zptisob nahledu na ... stoji za Gvahu.

Argumentace

Na jedné strané ...

Na druhé strané ...

Kromé / Dale jeste ...

Nejen ..., alei ....

Kwvili tomu / Jako disledek ...

Proto .../ Tedy ...

Pieruseni

Mohl(a) bych k tomu doplnit ...

Chapu vase stanovisko, ale ...

Odmitnuti pieruseni

Kdybych mohl(a) dokoncit vétu.

Kdybyste byl(a) tak hodny(4) / laskavy(4) a nechal(a) mé to
dokoncit.

Dovolil(a) byste, abych to nejdtive dokoncil(a)?
Vratim se k tomu, jakmile dokon¢im svou fec / jakmile
domluvim.

Nedokon¢il(a) jsem, co jsem chtél(a) fici.

Dovolte mi, abych to dokoncil(a).

Asking opinions

What do you think about ...?
What are your views about ...?
What is your opinion of / on / about ...?
Don’t you think ...?

How do you feel about ...?
Giving opinions

I think we should ...

In my opinion ...

It seems to me that ...

I feel / I believe

In my view .../ My view is ...

Agreement / Disagreement
I quite agree.

Precisely! Exactly!

I’m afraid, I don’t agree.
I’'m sorry, but I disagree.
Considering alternatives
Have you considered ...?
What about ...?

There’s another way of looking at this ... is worth considering.

Argumentation

On the one hand ...

On the other hand ...

In addition / furthermore ...

Not only ... but also ...

Because of this / As a result of this ...
Therefore ...

Interrupting

If I could just interject something here ...
I see your point, but ...

Declining interruptions

If I might just finish my sentence.

If you would be so kind as to let me finish.

If you would allow me to finish off first.

I’ll come back as soon as I’ve finished my talk.

I haven’t finished what I was saying.
Just let me finish.

Casové problémy

Mame velmi malo Casu.

Obavam se, ze jsme vycerpali nas Cas.

Budeme to muset nechat na jindy.

Potvrzeni

Ano, je to spravné.

V zéasadé¢ ano.

Co jsem m¢l(a) opravdu na mysli ...

Ano, pfipoustim, Ze to tak mizete fici.

Kontrolni otazka

Sleduji mé vsichni?

Je to vSem jasné?

Nez budu pokracovat, mate jesté n¢jaké dotazy ohledné ...?
Rozumite mi?

Navazani na predeslé

Jak jsem tikal(a) ...

Abych se vratil(a) k tomu, co jsem se snazil(a) vysvétlit ...
Abych se vratil(a) k tématu ...

Kdybych mohl(a) pokracovat / vratit se k tématu.

Reénické otazky

Problems of time

We’re rather short of time.

I’m afraid we’re running out of time.
We’ll have to leave that to another time.

Confirming

Yes, that’s right.

Basically, yes.

What I really meant was ...

Yes, I suppose you could say that.
Asking check-up questions

Is everyone with me?

Is that clear to everyone?

Before I go on, are there any questions about ...?

Do you understand me?

Picking up the thread
As I was saying ...

Coming back to what I was trying to explain ...

To return to my subject ...
If I could just continue / return to the topic.

Rhetorical questions




Dalsi fraze

Next phrases

Otazkou je ...

Co to pro nas znamena?

Co bychom méli udélat?

Budete se sami sebe ptat ...

Existuje né&jaky lepsi zpisob, jak vytesit tento problém?
Doporuceni

Nabizim / doporucuji / navrhuji ...

Pro¢ ne ...?

Mozna bychom méli vzit v avahu / pfemyslet o ...
Zdiraznéni

Nemohu dostatecné zdiraznit, jak (naro¢né,dulezité, riskantni

)

to je / bylo / by bylo atd.
Predevsim ...

Zejména ...

Co je obzvlast dulezité ...
Rad(a) bych zdaraznil(a) ...
Hlavni (véc) je ...

The question is ...

What does this mean for us?

What should we do?

You will ask yourselves ...

Isn’t there a better way of dealing with this problem?

Recommendations

I propose / recommend / suggest ...

Why don’t we ...?

Perhaps we could consider / should think about ...?

Emphasis

I can’t emphasize enough just how (difficult, important, risky, ...)

this is / was / would be / etc.
Above all ...

In particular ...

What’s especially important is ...
I’d like to emphasize ...

The main thing is ...

Zaméieni (na co)

Co bych rad(a) udélal(a), je ...

Co nemtizeme udélat, je ...

Zmirnéni

Casto miizete zmirnit negativni informaci. Obzvl4sté uZite¢né
je to v ptipadé, kdy chcete byt diplomaticky(a).

Misto:

,»lento vysledek je velmi znepokojivy.”

miiZete Fici:

»Musim pfipustit, ze vysledek jist€ neni pfili§ povzbuzujici.”
Zmirnujici slova:

vice ¢i méng, zcela, docela, trochu, celkem, dohromady, zcela,
uplné, velmi atd.

Focusing

What I’d like to do is ...

What we can’t do is ...

Softening

You can often soften negative information. This is extremely useful
when you want to be diplomatic.

Instead of :

“This result is very disappointing.”

you can say:

“Well, the result is certainly not very encouraging, I have to admit.”
Softeners:

More or less, quite, a little, all in all, fairly, very etc.

Zdroj informaci
http://www.iss-edu.cz/
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