Open-ended questions...WHAT OR HOW
· No leading.

· No prompting.

· No interrupting. 


Asking for more information without sounding offensive:

· What are your expectations for this product/service?

· How do you see this happening?

· What challenges does it process create?

· What are the best things about that process?

· What other items should we discuss? 
· What kind of information are you looking for?
· What are your thoughts?

Qualifying the results:

· What do you see as the next action steps?

· What is your timeline for implementing this product/service?

· What other points should we know before moving forward?

· What's changed since we last talked? vs Has anything changed since we last talked?

· What concerns do you have over this vs Do you have any concerns over this?
· What time will the project be done? vs Can you give me a good timeline for this?

Closed-ended questions…CAN OR DO
· Can I help you?

·  Can you give me more information?

·  Can you describe the kind of information you want?

·  Could you be more specific?

·  Is there something specific about this, you are looking for?

· Do you need more clarification?

· Is that correct / right / ok?

·  Any other / further questions?

· Is that what you are looking for?

· Does this answer your question?
