EFFECTIVE QUESTION AND ANSWER EXCHANGES
Adapted from Mortimer Adler, How to Speak, How to Listen (Collier, 1983), ch.9

Effective Questions:

· Clarify before challenging or objecting

· Are specific about what needs clarification

· May ask for elaboration on an argument

· May ask for additional examples

· May propose counter-examples or raise neglected issues

· Are appropriate to the audience (i.e. do not address obscure issues or assume specialized knowledge when in an audience that does not share that knowledge)

· Make clear any basis of objection (misuse of evidence, faulty reasoning, etc.)

· Help reveal assumptions and/or values

· Help others in audience frame their own questions

· Respect the time of other listeners

· Are not thinly-veiled statements or mini-speeches

· Do not caricature the speaker's position

· Are not attacks on the speaker

Effective Answers:

· Are direct and to the point; do not go off on tangents or give more detail than necessary

· Affirm the value of the question

· Acknowledge that the question helped the speaker extend her/his thinking

· May restate the question for understanding of speaker and audience

· Treat examples as illustrative only and not as conclusive in and of themselves

· Cite only relevant evidence

· Suggest further resources to help resolve questions of fact

· Exemplify good delivery

· Are not attacks on the questioner

· Do not bluff; admit you don't know if you don’t know

