UNIT 2 Presenting information /
Predavani informaci
THIS UNIT LOOKS AT:

(1 stating facts and giving reasons / jak uvést fakta a divody
4 building an argument / jak sestavit argument
[d inviting responses / jak si vyzadat reakce

Context

1 Sometimes the information you have to present in a meeting is not going to please the
other participants. What do you think is the best way of presenting unwelcome news? /
Nékdy informace, které musite béhem obchodni schiizky sdélit, ostatni tcastniky nepotési.
Jaky je podle vas nejlepsi zplisob, jak sdélit nepfijemné zpravy?

® Bedirect and start with the bad news

® Begin with something positive and introduce the bad news later

® Only introduce the bad news if you have a possible solution to offer

® Warn the participants by introducing the bad news indirectly by e-mail or letter before the meeting

® Another approach (specify what!)
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2 Have you ever participated in a meeting by phone or videolink? / U¢astnili jste se nékdy
obchodni schlizky prostfednictvim telefonu nebo videa?

What difficulties could you experience in English when the meeting is not face to face?

Presentation

Matt Wolfe works for an e-learning company in Brighton, England, which
produces online training packages for a major client with offices in the
1 USA and Australia. Matt is ringing Scott Myers in Chicago and Michael
Oldman in Sydney to give them an account of the progress on a project.

Stating facts and giving reasons

1 §9 2.1 Listen to the first part of the call. Choose the correct answers. / Poslechnéte si prvni
Cast telefondtu. Vyberte spravné odpovédi.

Matt says the project is /isn’t on schedule.

There is a problem with the picture / project.

Mat thinks / doesn’t think the specifications will need to be modified.
The client’s original brief asked / didn’t ask for a video component.
There js/isn’t enough money to keep to the original specifications.

A 1AW N =

The expected production costs were correct / incorrect.

Tip: When you have to present a problem, it's a good idea first to reassure the participants that /@
the project is not in danger. / KdyZ musite predlozit problém, je dobré nejprve ujistit icastniky, Ze tim Tip
projekt neni ohroZen.

2 ¥ 2.1Listen to the start of the call again and complete the sentences. / Poslechnéte si
znovu zacétek telefonatu a doplrite tyto véty.

This call is up to date on how things stand with the project so far.

N =

Generally, things are going well, and we're on schedule, but | need to put you
on a problem we're facing ....

It ______we're going to have to make a few modifications.
.. but that the budged won't stretch to it.
... and shoot, we're unlikely to meet the tight schedule ...

Yes, | know, but we're we probably all underestimated ...

N O o AW

Looking at the situation realistically, we go over budget
and behind schedule or we look for a way round it.
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,@ Tip: In a phone or video-based meeting without face-to-face contact, prepare and write down what
Tip you want to say before the call. / Na schiizky bez osobniho kontaktu, tedy prostiednictvim telefonu
nebo videa, se predtim pripravte a napiste si, co chcete Fici.

Building an argument

3 (¢ 2.2Listen to the second part of the conversation and answer the questions. /
Poslechnéte si druhou ¢ast jednani a odpovézte na otazky.

Does Matt suggest an alternative solution?
How many reasons does Matt give to support his suggestion?
How does Scott react to Matt's suggestion?

W N =

What does Michael suggest?

,@ Tip: It's a good idea to have an alternative solution ready! / Je dobré mit nachystané alternativni feseni!
Tip

4 a Thereis one mistake in each of these extracts from the second part of the conver-
sation. Correct the mistakes. / V kazdém uryvku z druhé &asti rozhovoru je chyba. Chyby
opravte.

1 Look, let me online an alternative which means we can stay in budget.

2 What could we do is instead of having videos for every unit, replace some with an audio
sequence and photo stills.

3 Ithink I will be good to have the variety of approach ...

... and however, research suggests that photo stills with audio support can be more effective
than video when presenting information.

5 Sure, Michael, no problem. I think you'll be pleasantly surprising.

b §¢ 2.2 Listen again and check. / Poslechnéte si znovu nahravku a zkontrolujte své
odpovédi.

Inviting responses, pronunciation

5 a Which of these ways of inviting responses are used in the conversation? / Které ze
zpUsobd, jak si vyzadat reakci, jsou v rozhovoru pouzity?

What do you think?

Have you got any suggestions?

How about you?

How will this impacton ...?

What are your feelings on this?

S A W =

Any thoughts on this?
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Get back to me with your reactions.
What'’s your opinion?

b §# 2.2 Listen again and check. Which words do the speakers stress? / Poslechnéte si
znovu nahravku a zkontrolujte své odpovédi. Na kterd slova kladou mluv¢i daraz?

Tip: When delivering bad news, it is important to give the participants an opportunity to express their
reactions. / Kdyz sdélujete Spatné zprdvy, je dobré ddt ostatnim tcastnikiim moznost vyjddrit reakce.

Practice

Stating facts and giving reasons

1 Put the words into the correct order to make sentences. / Dejte slova do spravného poradi
a utvorte véty.

how things stand / is to let / at the moment. / you know / OK, so this call
as if / we will / more people. / have to recruit / It looks

enough time./ The problem / is that / there isn't / we're facing

want / What we're / that most people / better service. / finding is

v D W N =

we're unlikely / isn't ready, / The software / on schedule. / which means that / to complete the
project

)

The delay / we go / cut quality. / behind schedule / or we / means either
7 another solution./ What we / is try / could do / to find

Building an argument

2 Complete the text with the words and phrases from the box. / Doplite do vét slovicka
a fraze zramecku.

because besides could facing is
looking at the situation means put you in the picture SO
the budget won't stretch the situation improves

First, I need to’ about the problems we're currently 2
What we're finding 3 that higher interest rates mean that we have less
money available than expected, * it looks as if ® to completing
our planned expansion programme. © realistically, this ’ that
we'll have to postpone our plans for Eastern Europe. What we 8 do is wait till the
end of the year to see if ° Lo the business climate is quite

unpredictable, | think it will be good to sit on our hands for a while, and ,
it will give us time to consolidate our other developments.
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Choose the correct propositions. / Vyberte spravnou predlozku.

I would like to have a Christmas party for all our customers, but I'm afraid the budged just
won't stretch to/ by it.

I need to put you through /in the picture regarding the current situation.

Production costs were greater than anticipated, so we're in danger of going out / over budget.
However, we're still in/on schedule for delivery by July 1.

We're facing a problem with the software, but we hope to find a way round/to it soon.
Don't forget to cost in/at all our expenses before presenting the final budget.

We've managed to keep costs down to stay by /in budget, but delays from our suppliers
mean we'll probably be behind / over schedule by a couple of weeks.

First, | want to bring everyone on /up to date with developments.

Pronunciation, inviting responses

4

A W N =

a Look at these sentences from the conversation in Presentation, Exercise 3. Underline
which words are stressed. / Podivejte se na tyto véty ze cvi¢eni 3 v ¢asti Presentation. Pod-
trhnéte zdlraznéna slova.

Have you got any suggestions?

How will this impact on the effectiveness of the package?
What are your feelings on this?

You can get back to me with your reactions.

b $¢ 2.3 Listen and check your answers. Repeat the sentences. / Poslouchejte a zkontro-
lujte své odpovédi. Opakujte véty.

Consolidation

1

Is it always a good idea to state all the reasons behind a decision? Are there any situa-
tions when you think it might be better not to be completely open and honest? Cut out
the cards on page 63 and place them face down on a table. Choose a card. How could you
present this information to clients or colleagues? / Je vzdy dobré uvést viechny dlivody,
které staly za néjakym rozhodnutim? Jsou néjaké situace, v kterych je podle vas lepsi nebyt
zcela otevfeny a upfimny? Vystfihnéte si karticky ze strany 63 a rozlozte je na stll popsanou
stranou dol. Vyberte si kartu. Jak byste sdélili tuto informaci klientm nebo kolegtim?

a Matt’s strategy in presenting the information to his clients can be summarized in six
stages. Complete them. / Matt(v postup, jak sdélit informace svym klientdim, by se dal shrnout
do Sesti krokl. Dopliite je.

Reassure them that the project is going well

Introduce

Give
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4 Offer

5 Build

Allow the clients to

b Check the answers on page 75 and say whether you think this strategy is effective or not. /
Zkontrolujte si odpovédi na strané 75 a feknéte, zda je podle vas tento postup efektivni ¢i nikoli.

3 When you are next in the position of presenting information at a meeting, try out this
strategy. Afterwards, think about how it went. Use the checklist on page 64 to help you. /
AZ budete pfisté pfi obchodni schizce predavat néjaké informace, zkuste tento postup. Poté
popiemyslejte o tom, jak schiizka probéhla. Pouzijte studijni materidly na strané 64.

> NYNI SI NALISTUJTE STUDIJNIi DENIK A UDELEJTE S| POZNAMKY K TETO LEKCI.

Reference Useful phrases / UZite¢né vyrazy

Stating facts and giving reasons

This call is to bring you up to date on ...
how things stand

We're on schedule / budget.

We may go behind schedule / over budget.
It looks as if ...

I need to put you in the picture on ...

a problem we're facing

The problem is that ...

What we're finding is that ...

The budget will / won't stretch to ...

... which means that ...

We're unlikely to ...

We're in this situation because ...
looking at the situation realistically

this means either ... or ...

Building an argument
Look, let me outline ...
What we could do is ...

I think it will be good to ...
... and besides, ...

Inviting responses

Have you got any suggestions?
How will this impacton ...?
What are your feelings on this?

Jak uvést fakta a diivody

Volam, abych vés informoval o ...

jak se véci maji

Jedeme podle ¢asového planu / podle rozpoctu.

Mozné se zpozdime oproti planu / pfekroc¢ime rozpocet.

Vypada to, jako by ...

Potfebuji vam sdélit ...

problém, s kterym se potykame
Problém je, ze ...

Zjistili jsme, ze ...

Rozpocet se ne / zvétdina ...

... COZZnamena, ze ...

Neni pravdépodobné ...

Dostali jsme se do této situace, protoze ...
podivame-li se na tuto situaci realné ...
to znamena bud'... nebo ...

Jak sestavit argument
Podivejte, nastinim to ...

Co bychom mohli udélat, je ...
Myslim, ze bude dobré ...

... a kromé toho ...

Jak si vyzadat reakce

Méte néjaké navrhy?

Jaky to bude mit dopad na ...?
Co si o tom myslite?

Obchodni schiizky v angli¢tiné
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Vocabulary / Slovicka

Talking about projects
to be seton
brief
component

to costin
delays

delivery
developments
effectiveness
every other one
expenses
modifications
one in three
over-ambitious
progress
quality
requirements
schedule
second-rate

to set up
solution
specifications
tight

to underestimate
unlikely

variety

Media
component
media package
movie

photo

sample
scenarios
sequence

TV advertising
video stills

Jak mluvit o projektech
byt stanoven na
souhrn

slozka, komponent
statv

odklad, zpozdéni
doruceni

vyvojové trendy
Uspésnost, efektivita
kazdy druhy
vydaje

Upravy

kazdy treti

velmi ambiciozni
pokrok

kvalita

pozadavky

plan

druhofady
stanovit

feSeni

specifikace

tésny

podcenit
nepravdépodobné
pestry vybér

Média

soucastka
medialni soubor
film

fotografie

vzorek

scénar

sekvence, uryvek
televizni reklama

snimky z videa (zastaveny obraz)

Studijni tip: Dobrym zplsobem, jak si zapamatovat uzite¢né fraze, mohou byt rliznd vizual-

ni vyjadreni, napf.
over
on budget
under

in the

picture
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Review
Skills

Put these stages in order to outline a strategy for presenting unwelcome information at
a meeting. / Sefadte tyto kroky tak, abyste sestavili strategii, podle které na obchodni schiizce

oznamite nepfijemnou zpravu.

Offer a solution

Build an argument

Allow the clients to comment
Introduce the problem
Reassure the clients

Give reasons

-0 an oo
oooooo

Useful phrases

Complete the sentences with one word in each gap. / Doplnte do kazdé mezery jedno slovo.

1 is to let know the latest situation on product development.

2 You need to know at present.

3 lhopeto you in the regarding the delay in delivery.
4 Unfortunately, the won't to using TV advertising.
5 This we have to find an alternative.

6 So,we cut quality or we go over budget.

7 How will this on the schedule?

8 Letme my ideas for a few modifications.

9 we dois bring in a consultant.

10 Have you got any how to solve this problem?

Vocabulary (1]
Complete the crossword with words from this unit. / — —
Vyplnte kfizovku slovicky z této lekce. 2

Across 3

3 A lot of different things (7)

5 Not probable (8)
7 A schedule with little time to complete (5)
8 One part of, e.g. a product (9) — —

~

9 It takes a lot to up a business (3)
Down 5
1 The details of 2 Down (14) 3

2 The outline of a project’s requirements (5)
4 A photo which isn't a movie (5)

6 How will this on you? (6) | 7

£0 2.1., 2.2 Listen to the two parts of the conference call

again. Take each role and repeat what the person says. (38

Focus on which words are stressed in each sentence. /
Poslechnéte si znovu obé casti telefonické konference.

Prevezméte vsechny role a opakujte, co ktera osoba fika. 9

Soustfedte se na slova, na kterych je diraz.

Obchodni schiizky v angli¢tiné
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