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1 Getting StartedDialogues1Welcoming a speakerWelcoming visitors and introducing thespeakerSaying who you
areExplaining the reasons for listeningStarting whth an interesting factDialogues2Giving backgroundExplaining the
plan for the sessionQutlining a presentationQuestions while you talkQuestions at the endHandouts at the
endHandoust now2 Moving onDialogues1Using questions to organiseOrganising pointsThe general to the
specificPresenting optionsGiving your opinionReferring backChanging topicDialogues2Reporting bad
newsReporting positive informationExplaining the meaning of abbreviationsExplaingin the meaning of specific
words/termsGiving examplesRepeating your point using different wordsExpressing possible/likely
outcomesConcluding and moving on3 NumbersDialogueslPercentagesfractionsLarge and small numbersDecimal
pointsPositive and negative numbersApproximate numbersDialogues2An increaseA decreaseStaying the
sameHigh and low pointsPredictingDescribing changes4 Visual Aids5 Problems and Questions6é
ConcludingGlossaryAnswers
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