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TRY Plan your presentation by filling out the following table with your trainer.

Time Style
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ACT Explain your presentation plan to your boss to get approval.
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PART 1 Review the Biz Tips with your trainer and make sure you are comfortable with the expressions
and concepts.

Make sure the attendees don’t forget what you presented by recapping the main points of your
presentation. Use the expressions below:
Formal: Casual:

v Today | presented [main topic]. v | talked about [main topic].
v | covered [#] main points in my presentation. v | went through [#] points.
v First,..., Second, ... Finally, v 1,.2,.ad3,
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