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Question - Answer Sessions  :-  Some Hints
Provoking Questions:

Do not avoid questions; Provoke them. They are inevitable anyway. Do this by:

- Asking  "Does anyone have questions for me?" or "What questions do you have?"

- Moving towards the audience as you ask.

- Raising your hand as you ask. (This encourages audience to raise their hands.)

- Leaving a longish pause after your invitation to give the audience time to react. 

Answering questions - tactics :

a)
Before your presentation, anticipate and prepare answers for questions you 

expect to get.

b) 
You can repeat a question that has been asked even if it was clear. Maybe part of 
the audience didn't hear it. In any event repetition gives you time to think.
c) 
You can appeal to the speaker for repetition.

     

"I'm sorry, could you repeat that please."

     

"I didn't quite catch that. Could you say it again please"

d) 
You can ask for rephrasing.

     

"Could you explain what you mean please."     

     

"I don't quite see what you mean; Can you put it another way?"

     

"I'm sorry?"

e) 
There is a fair chance someone in the audience speaks your language. 

    
Ask for a translation.

     

"Can somebody tell me what that is in French?"

     

"Can I ask someone to translate that please?"

f) 
You can suggest talking about it later:

     

"That may not be of general interest but I'd be glad to speak 



   to you about it later."

g) 
You can say you don't have the information but will contact the questioner later :

     
"I'm afraid I don't have the detailed figures with me but I'd be glad to give you a 

call about it next week if you leave me your number afterwards."

h)
In any answer involve the whole audience. Eye contact should be 25% with the 

questioner and 75% with the others in the audience.

