37¢4T 191: Formal vs Informal Presentations — stage 9 smart,

aI&dr & heart!

Arey wah, boss! Presentation ¢=1T Fdod [&th T83H UG l6i—a audience I ST
AT &, clarity & TTY. 37T g WG formal 3R informal presentations 3T %,
simple Hinglish #, B¢ ¢FTelcd 3iR ready-made lines & &A1Y,
(1) “Presentations” T §? (Meaning)

e Formal presentation: 9 @f¢aT—office, academics, clients, conferences. Tone:

professional, structured, data-backed.

e Informal presentation: casual §f¢aT—team huddle, class share, community
meet, GIEATT demo. Tone: conversational, light, flexible.

Simple line: Formal = suit-boot + structure; Informal = t-shirt + friendly vibe.

(2) 79 3R HT use F? (When + How)
e Formal: ST stakes high 8—board, client pitch, viva, seminar. ST&: clear
agenda, signposting, time-keeping, Q&A control.

e Informal: team updates, idea sharing, workshop demo. SI%I: relatable
examples, questions siT-sa #, light humour.

Core structure (SI=11 & &TH &):
e Opening: hook + purpose + roadmap
e Middle: 2—4 clear points (evidence/examples)
e Close: summary + call-to-action (next steps)

Signposting (audience & IEAT fTG@T3M): first, next, finally; to summarize; let’s move
on; as you can see; in conclusion.

Nerves control tips:
e 3-3-3rule: 3 deep breaths, 3 slow sentences, 3-second pause before key slide.
e Eye-contact triangles: left—center—right.

e Slides = support, voice = main hero.



(3) 20 Ready-made lines (English + Hindi)

(1) Good morning, everyone. Thank you for joining. = T &I THATHR, 3T & foIT
Yo garc |

(2) Today, I'll walk you through our plan. = 37TST # 31T9ehT §HRY ASTAT HHSTH/3fT|
(3) Here’s the agenda for the next ten minutes. = 33Tl &8 fHsIc FI ToisT Tg B

(4) First, a quick overview; then details. = Igel T&19 H, i farar 4|

(5) As you can see on this slide... = ST o 3T ST TABE W T F &...

(6) This chart highlights the main trend. = Jg§ e AT TS feErarg|

(7) For example, our users grew by 12%. = 361&30T & foIT, AR ?:L\—,R-% 12% S|

(8) To keep it brief, here are three takeaways. = &I &, I el q&q CIGES

(9) Let me clarify that point. = & 38 1%@ I TS T G|

(10) That’s a fair question; here’s how we handled it. = Ig 37 TaTdl §; g1 38 0
T |

(11) In formal tone: I'd like to address two concerns. = 3i9aTe &9 #: & af AT W
ST AT dTgam /3|

(12) In informal tone: Quick update, boss—two wins, one blocker. = goh 3GIoT H:
fFaes 319se, STg—ar Siid, Ush Tarac|

(13) Let’s do a quick demo. = TfIT Tk BT SAT A & |
(14) Feel free to jump in with questions. = HdTel Fef 31 & Fehcl & |
(15) We'll take questions at the end. = g 37T & T2 ofdr |

(16) To summarize, we achieved A, learned B, and will do C. = R #, g5« A 9T, B
e, 31K C |

(17) Next steps: finalize the design by Friday. = 373Tel SheH: hd T EGIEGRIECT!
|

(18) Thanks for your time; your feedback is welcome. = FFF & foIT &=gdrg; a1
HIgah TR AT ¢ |



(19) In case you need the deck, I'll share it after the session. = 3R 3] TISS 3h
AIRT, ot & T & a1e; AT gan /M|

(20) It was great presenting to you—arre yaar, energy superb! = 319 Hdch Tl
TET T YT ST TGT—3N IR, TeTsil haATel 2!

(4) Formal vs Informal — Quick Cheat-sheet
e Opening:

e Formal: Good morning... Today, I will...
e Informal: Hey team, quick update...
e Language:
e Formal: data, evidence, “I'd like to highlight...”
e Informal: stories, “Let me show you...”, “Arey wah, look at this!”
e Interaction:
e Formal: Q&A at end, controlled.
e Informal: questions anytime, interactive.
e Visuals:
e Formal: clean charts, minimal jokes.
e Informal: visuals + small humour.

(5) Vocabulary
Agenda: HIHHA T

Signposting: fGem-Fehd
Takeaway: 7TT WG
Transition: TATATAROT/deelTd

Overview: T&T/AR

Deep-dive: [dEdR & S@sTT



Data-backed: 3Tehsl & THATIT
Demo: U&2leT/3HT
Handout/Deck: ATHIT /TS558

Q&A: TR

Engage/Engagement: Si1ST/TeldoTcll
Flow/Timing: &/ TAI-JeteT
Hook: 3TRfHe 3ThvoT
Call to action: SRATS T TEdTeT
Rehearse: 37318 el
(6) Tiny templates (plug-n-play)
e Formal opener: “Good afternoon. My name is X. Today, I will present three

points: first..., second..., finally....”

e Informal opener: “Hey everyone! Quick 10-min share—what we tried, what
worked, and what’s next.”

e Body signpost: “First..., moving on..., lastly....”
e Data line: “According to our latest numbers, X increased by Y%.”

e Close: “In conclusion, we recommend A for B reasons, and we’ll deliver C by
D.”

(7) Funny recap (dT aTell d8T)
e TIEd: “Boss, stage STl g1”

e {H: “Arre yaar, st S ITe TWT—Start strong, Signpost clearly, Summarize
smartly Formal # tie @T €3-1T informal & smile gell EB-]T Slides &H, sense
FTET. SH—audience aYof: arey wah, solid presenter‘



