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Handling Q & A sessions after a 
presentation 
You’ve given your presentation, and now the audience has 
questions. What do you do? Here are some tips to help you. 

 
1. Hands up 
If audience members are raising their hands, pick one person 
and invite them to ask their question. If you need to, rephrase 
their question to ensure that you know what they are asking (“as I 
understand it, you want to know …”). 
 

If you don’t know the answer to a question, admit that, and thank 
them for pointing out another area to explore. If you have an 
answer, be brief but thorough. Then, in either case, thank the 
questioner, and move on to the next raised hand. 
 

2. You can ask questions, too 
If no one is raising their hand, you can ask a question of the 
audience (“does anyone have experience with [some aspect of the 
presentation] that they’d like to share?”) It’s good to have a 
question or two prepared for just such a situation. 
 
3. Take notes 
Have paper and a pen/pencil with you, and jot down questions or 
ideas that the audience has. This can help you further develop 
the ideas in your presentation, and – if you need it to – it can give 
you a moment to collect your thoughts.  
 
4. Keep your cool 
Some people might ask questions that suggest they disagree with 
what you have said, while others might make a comment instead 
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of asking a question. Both situations can be frustrating, or might 
even make you a bit angry. But you will preserve others’ good 
opinion of you if you do not respond with anger. It is fine to 
indicate that you and a questioner do not share the same belief 
or understanding, but aim to do so calmly. Similarly, if someone 
makes a comment rather than asking a question, you don’t need 
to lash out at them, but you can instead call on someone else or 
ask if there are other questions. 
 
5. Acknowledge the audience 
When the Q & A period is done, thank the entire audience for 
their questions and/or their attention). This is not only a good way 
to signal that it’s time to move on, but also to demonstrate that 
you are a polite member of a discourse community. 
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