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I. Introductory remarks
Il. Useful phrases for the presenter

I. Introductory remarks

The purpose of this section is to give you guidance in answering questions, responding to
comments, dealing with difficult questions or questions that you are not able to answer.
Remember that it is common practice in English to begin your request, question, comment,
agreement or disagreement with a polite phrase.

Il. Useful phrases for the presenter

1. Inviting questions

(Are there) any questions?

We just have time for a few questions.

And now I’ll be happy to answer any questions you may have.
I am ready for your questions now.

Your questions are welcome.

2. Dealing with questions

Saying you didn’t understand (because you didn’t hear what was said/because the speaker
spoke too quickly or with a strange accent)

Would you speak up, please?

Would you speak a bit louder, please?

Could you possibly raise your voice?

Could you use the mike/microphone, please?

I’m afraid | didn’t quite catch that.

I’'m sorry, could you repeat your question, please?

Asking for clarification

I’m not quite sure what you mean by that.

I’m afraid | don’t quite follow.

So, if I understand correctly, you would like to know whether ...
Let me check | understand. Are you asking ...?

Does that answer your question?

Avoiding/delaying giving an answer

That’s a very interesting question.

That’s a difficult question to answer.

If you don’t mind, could we discuss that in the coffee break?
I’'m afraid that’s not really what we’re discussing here today.
I’m afraid we don’t have enough time now, but we can discuss this in more detail after the
presentation.

Seeking help from the audience

Has anyone else had a similar problem?

Would anyone else like to comment on that?

Saying you don’t know



Sorry, but | don’t have the figures available at the moment.
Sorry, but | don’t know that off the top of my head.

Sorry, that’s not my field, but I’ll put you in touch with Mr/Ms ...
That’s an interesting question, I’ll try to find out for you.

Dealing with interruptions
I'll deal with precisely that point later in my presentation.
Would you mind waiting until the question and answer session at the end?

Concluding the Q & A session

OK, we only have a few minutes left. Is there one last question?

I’m afraid that’s all we’ve got time for. Thank you all very much for your attention.

I look forward to discussing some of your points in more detail during the coffee break.

EXERCISES

I. Translation
1. Mame tak ¢as na nékolik otazek.

Il. What would you say in the following situations? Where possible, give two responses.
1. You want to encourage the conference participants to ask questions.

3. You didn’t understand what the participant meant.



Ill. Make the following sentences sound more polite.
1. You can ask questions now.

IV. Reformulate the sentences to make them acceptable.
You may think this but you say it like this

1. 1 hate being asked QUESTIONS. e e e
2. Your accent is awful, | cant understand ..o e
aword of What you're SaYiNG. e e e
3. Don’t you know | hate interruptions? e e s s s
4. If you want to ask a qUESTION, e
you'd better do SO NOW. I'M NUNBIY. et ettt et b et e er s benns
5.Damn! Did you have 1o ask that? e e e
[ have noidea What to @anNSWEI. e e e
6. An iMpPossible QUESTIONT e e st eae s
Best to pass the bUCk 10 SOMEONE BISE. .ottt ser s aesbenns



