The language of presentations (suulise ettekande keel)
· Introduction /sissejuhatav tutvustus/

Good morning/afternoon/evening everyone.

Tonight I am going to talk about......

· Introducing your talk /ettekande sissejuhatamine/

I would like to start by speaking about.....

I shall begin by....

Then I will speak about....

Thirdly I will speak about....

And lastly....

· The main part of the talk /ettekande sisuosa/
Let us begin with.....

However.... /siiski,  sellegipoolest/

As far as (the accommodation) is concerned /mis puutub (majutusse)....
Moving on to the marketing themes I must say that ... /minnes edasi marketingi teemaga, peab ütlema, et.../
My third point deals with problems of transportation /minu ettekande kolmas punkt käsitleb transpordiprobleeme/

And last but not least /ja lõpuks..../

· Summing up/ conclusion (kokkuvõte/

So, in conclusion I’d like to say that /you can see that....

· Saying thank you and ending you talk

Thank you all for listening so attentively.

I hope I have been able to tell you a little about....
Does anyone have any questions?

Holding a meeting (koosoleku pidamine)
· Opening a meeting

Shall we get started? /Kas alustame?/
The first thing we have to discuss/ decide is ... /Esimene aruteluteema on…/
· Inviting comments

I’d like to give the floor to... /ma annan sõna (kellele...)

Mr......., is there anything you would like to say? /hr. … kas te soovite midagi lisada?/
Does anyone have any further comments? /Kas keegi soovib teemat kommenteerida?/
· Directing the discussion
Could we stick to the subject under discussion, please? /palun jääme arutelu teema raamidesse/

Perhaps we could come back to it/that later? /Kas me saaksime hiljem selle teema juurde tagasi tulla?/

· Closing the meeting
Are there any further points anyone wishes to make? /Kas keegi soovib veel  midagi öelda?/

Shall we take a vote? /Kas hääletame?/

All those in favour? /Kes on poolt?/

All those against? /Kes on vastu?/

I declare the meeting closed. /Kuulutan koosoleku lõppenuks./

