Any guestions?

)Inviting qllEStiOI'IS nszulvimony

» Does have anyone have any questions?
Nlasfidnlwuaz?

- ['will be happy to answer your questions now
o o a2 a o4 3 ' "*I
ﬁﬂ‘l.l"i"-llmﬂ NuFUANIzAILA DN luna Ul

- If you have any questions, please don't hesitate to ask
dlldnm nganediduaiizonuzaz

» If you have any further questions, I will be happy to talk to you at the end.
ffidmuiiy ﬁﬁuﬁuﬁﬁi]ﬁ‘l!ﬁﬂﬂﬁlmhuﬂﬁiﬁ]"lﬂ%ﬁx
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Dealing with questions (3gFulienuAmniy

1. Asking for clarification
YOATTUNY

2. Avoiding giving an answer
wanidusfiaznoudinaniu

3. Admitting you don’t know the answer

vousuiranlifdmeu




If you do not understand the question, politely ask
the person to repeat or explain it.

°* TI'm sorry. Could you repeat your question, please?

Fudovalnudg quiwmuﬁwmmaaqmﬁnﬂ%@l@ﬂ%m:

* I'm afraid I didn’t quite catch that.

sunserauliassiila

°* I'm afraid I don't quite understand your question.

s‘i’umso'j'\a‘i’uv(aj@i@aLﬁ'ﬂﬂéwmm@oqm




Sometimes you may not want to answer a question, perhaps
because it's the wrong time for it or the question is irrelevant.
When avoiding giving an answer, make sure that your tone of voice
is friendly and your reply is polite.

If you don’t mind, I'd prefer not to discuss that today.
daaliifadiue, dulidesniawedaFesdanarilusuil

Perhaps we could deal with this after the presentation (at
some other time).
urefiiseeazdanisiuBesiindonininaue (luaidw)

I'm afraid that’s not really what we’re here to discuss

today. sunseirillflsfefivaazamenudulusuil




If you don’t know the answer to a question, be honest and say no.
Offer to find out or name a person who can answer the questions.

Sorry, that’s not my field. But I'm sure Peter Bott
from Sales department could answer your question.

I'm afraid I don’t know the answer to your question,

but T'll try to find out for you.

I'm afraid I'm not in a position fo answer that.
Perhaps Peter Bott could help.




C) Asking Polite Questions

When do you plan to move to Geneva?

Polite question

Could you tell me when you plan to move to Geneva?
AmdIavanduleinaiiAmIuruinzgisluniiudeale

Polite question

wnen you pian to move 1o beneva’




Asking Polite Questions

Birectquestion T

“What is the project status?

Polite question

Do you mind if I ask what the project status is?
azsaLngalrNaIazaNIga I welAsen1s dwaenels?

Polite question




Polite Questions

What is the current project status?

Polite question

Can you tell me what the current project status is?
Amdsvananlalradngaiuzlasinistaginaassls?

Polite question

Can you tell me what the current project status is?




In polite questions it is often necessary to change the word
order or add words like “If* or “"Wwhether

Polite question

Could you tell me if (whether) that is the final decision?
andrsvanadulalnainiulunsandulensogaitanialai?

Polite question

Could you tell me if (whether) that is the final decision?




5 Look at the questions in the bubble and use the words given to make them more polite.

— e
f/// What you think
' 1 Are there any other options?
2 What would that mean for us?
| 3 How do we compare with other firms?
4 Will we cooperate with our branches in the UK?
5 How did she arrive at these results? /
6 Are there any figures to back o

=S

What you ask
1 May | ask _ifthere are any other options?

Do you mind telling me _ what that would mean for us?

May | ask

Can you tell me

Would you mind telling me

Could you tell me




D) Anticipating Questions

[f you know your topic well and know who your audience is, it is
possible to anticipate most of the questions that will be asked.

When preparing your presentation, always try to make a list of
questions you expect to be asked.

Some of the most common questions will be something like:




' Dealing with Interruptions '

Sometimes you may be asked questions during the presentation, even if you have
asked the audience to wait. Whereas some questions can and should be answered
quickly. (For example, when a participant hasn’t understood something you’ve

said), you might prefer to postpone unwelcome questions or comments.




Dealing with Interruptions (next) |

After answering questions, especially those that require a longer answer, it is
sometimes necessary to remind the audience what you were talking about before
the interruption. N&931ARAUAIDNN TatLawIzatiNefvdAraaffasnIsAnaufitng
t unenfedndindaadontgilstinsuiqudndayativazisnantiaznyarzdnnng
UNIND







