1. In business, you don’t get what you deserve, you get what you ____. (Chester L. Karass)
A. negotiate 		B. negotiation		C. need		D. neccessiry 
2. To be ________, you have to relate to people … (George Ross)
A. success			B. successful		C. succeed		D. successfully
3. _______ to plan is planning to fail. ( Anonymous)
A. Fail			B. Felt			C. Fell 		D. Failing 
4. As you are all ______, we have to schedule a meeting with Jackson to negotiate a master agreement.
A. aware			B. awareness		C. waring 		D. wearing
5. To make sure we are prepared property, we should have a _________ session to discuss the details, set up an agenda, and find a date for the actual negotiations. 
A. brain			B. brainstorming		C. logic		D. skill
6. I _______ we meet on 24 June, at 10.30 a.m. Please let me know if the date and time are OK.
A. purpose		B. plan			C. propose		D. proper
7. Could you please do some calculations to enable us to ________ the price range within which we can negotiate?
A. set			B. do				C. put			D. pay
8. Additionally, we have to talk about acceptable delivery and ________ terms. 
A. pay			B. paying 			C. paid		D. payment
9. I require all the details ____ the quality report because we have to specify a standard level of quality in one of the contract clauses. 
A. of			B. off				C. on 			D. in
10.  The proposal ______ Jackson’s team shows a production time of ten working days plus transportation time. 
A. of			B. from			C. in			D. at
11.  __________ the minimum delivery times to ensure continuous production.
A. As you seen		B. As you know		C. Let me know	D. Let’s me know
12.  Would you please join us and give us some more detailed information ______ the 
company?
A. on				B. about			C. at			D. from
13.  I will ______ the meeting, but I need someone to take the minutes.
A. chair			B. sit				C. put			D. table 
14.  If you have _____ questions, please contact me.
A. any 			B. some			C. a lot of		D. many
15.  A HAVE TO HAVE is an aspect or outcome for one of the _______in the negotiation.
A. party			B. parties			C. team		D. group
16.  Generally, there are only one or two in each negotiation. However, they are a ______! You must achieve these items in order for your negotiation to be successful.
A. do			B. talk			C. must		D. should
17.  INTEND refers to something that is__________, but still important in the negotiation
A. more essential	B. less essential		C. fewer essential	D. essential
18.  You might be prepared to be _________ with respect to these items. You only have a few of them, i.e. perhaps two to five.
A. flex			B. flexible			C. flexibility		D. flexing
19.  A TRADABLE item is something you put in your _________ which you believe your partner would like to have. 
A. propose		B. proper			C. proposal 		D. purpose
20.  You are prepared to _________ this item for something which you would like to obtain.
A. change			B. choose			C. chance		D. exchange
21.  Before you begin the negotiations with your________, it is very important to determine these issues and decide which category they belong to from your point of view.
A. friend			B. person 			C. student		D. partner
22.  These issues should be clear to all ________ of your negotiating team. 
A. member		B. members			C. mentors		D. mentions
23.  The___________  you are about your goals and needs and those of the opposite party, the more effective you can be as a negotiator. As a result, you are more likely to obtain the result you want. 
A. clear			B. more clear		C. less clear		B. clearer
24.  You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody if they are busy” – “________________”
A. Have you got a moment?
B. Have you got a watch?
C. Have you got a business?
D. Were you busy?
25.  You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody to finish a calculation” – “________________”
A. Can you help me with the proposal, please?
B. Can you finish off the calculation by 9 o’clock, please?
C. Can you tell me what the word “ calculation” means?
D. Can you calculate, please?
26.  You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody for help on a proposal” – “________________”
A. Can you help me with the proposal, please?
B. Can you finish off the calculation by 9 o’clock, please?
C. Can you tell me what the word “ calculation” means?
D. Can you calculate, please?
27.  You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody to get some information on prices for you” – “________________”
A. Have you got a tag?
B. Can I ask you a favour? 
C. Can you find out the price for me?
D. Can you tell me what the word “ price” means?
28. You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody for the yellow folder with the samples” – “________________”
A. Can you help me with the proposal?
B. Can you find out the price for me?
C. Can you tell me where is the folder?
D. Where is the yellow folder? I need it.
29.  You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody for more information about the material required (i.e. size, colour, thickness)” – “________________”
A. Do you have any more details on the colors available?
B. Do you know the address of the delivery company?
C. Do you know what the material is?
D. Do you know what the word “ material” means? 
30.  You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody for the name of a person from the production department” – “________________”
A. Who is from the production department?
B. Who is in charge of the production department?
C. Do you know the address of the delivery company? 
D. Can you tell me what the word ‘ haggling’ means?
31. You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody for the address of a delivery company” – “________________”
A. Who is from the production department?
B. Who is in charge of the production department?
C. Do you know the address of the delivery company? 
D. Can you tell me what the word ‘ haggling’ means?
32.  You are working on a project with some colleagues. Make a sentence by using the information: “ Ask somebody for an explanation for the word ‘haggling’” – “________________”
A. Who is from the production department?
B. Who is in charge of the production department?
C. Do you know the address of the delivery company? 
D. Can you tell me what the word ‘ haggling’ means?
33.  A businessman would choose ___________ because price is a critical factor.
A. the right price for the goods
B. short delivery times
C. product quality
D. discounts on large quantities 
34.  A businessman would choose ___________ because it ensures continuous production in one’s own factory and allows for just-in-time delivery.
A. the right price for the goods
B. short delivery times
C. product quality
D. discounts on large quantities 
35.  A businessman would choose ___________ because that avoids problems with the end customer.
A. the right price for the goods
B. short delivery times
C. product quality
D. discounts on large quantities 
36.  A businessman would choose ___________ because it gives him more scope for profit with his own customer.
A. the right price for the goods
B. short delivery times
C. product quality
D. discounts on large quantities
37.  A businessman will choose ___________ so that he will not have to look for new business partners. 
A. good relationship with someone’s company
B. flexibility in case of a rush on certain products.
C. good relatives
D. flexibility in communications
38.  We want easy access to ________ routes such as motorways and ports.
A. daily			B. transport			C. lane		D. traffic light
39.  We would like a good ______ for the land.
A. quantity		B. quality			C. price		D. routine
40.  Good quality _______ that give customers a good impression are essential. 
A. building		B. buildings			C. tower 		D. towers
41.  When negotiating, it’s extremely important to understand _______________.
A. how communication work
B. how communications to work
C. how to communication works
D. how communication works 
42.  For communication to take ________, you have to have someone to send the message – a sender – and someone who receives the message – a receiver. 
A. plan			B. place			C. planning		D. plain 
43.  It’s not what the _________ says, but what the __________ understands that is true. 
A. receiver/ sender			B. sender/ receiver 
C. receivers/ senders			D. senders/ receivers
44.  The __________ are responsible for what the _________ understand.
A. receiver/ sender			B. sender/ receiver 
C. receivers/ senders			D. senders/ receivers
45.  Communication takes place at two levels: the ______level and the ________ level. 
A. content/ relationship			B. concept/ relation
C. inside/ outside				D. indoors/ outdoors
46.  The content level is _________ is said – the facts&figures.
A. how			B. what 		C. which 		D. who 
47. The relationship level is _______ it’s said – the feelings and the atmosphere. 
A. how			B. what 		C. which 		D. who 
48.  It’s like an iceberg. 80 – 90 % of communication takes place under water – at the ____________ level.
A. content			B. high		C. relationship	D. close
49.  If you want to be a successful __________, get to know the other side well.
A. negotiate		B. negotiation	C. negotiating	D. negotiator
50.  Naturally, you should find out as much as you can about your _____________(the person you will be negotiating with), about their business and about negotiations in general.
A. negotiation partner			B. negotiator	
C. negotiating friend			D. partner 
51.  Any good business meeting has an/a ________. Any good negotiation has an/a _______, too.
A. agenda/ diary				B. diary/ agenda
C. agenda/ agenda			D. diary/ diary
52.  Organizing and planning an agenda helps you ________ your own issues, priorities, and goals.
A. identify		B. identified		C. identifing		D. identifying
53.  Organizing and planning an agenda helps you identify your _________ issues, priorities, and goals.
A. opposite		B. opponent		C. opponent’s	D. opponents
54.  Organizing and planning an agenda also helps you maintain ____________. 
A. rules			B. regulations	C. laws		D. discipline
55.  Here is a useful phrase expressing HIT with the meaning: HAVE 
A. Our intention is …			B. I would like to …
C. We must …				D. We might like to …
56.  Here is a useful phrase expressing HIT with the meaning: HAVE
A. Our intention is …			B. I would like to …
C. We might like to …			D. Our main concern is …
57.  Here is a useful phrase expressing HIT with the meaning: HAVE
A. It is vital/ crucial that … 		B. I am willing to accept… if …
C. I would like to …			D. I think we will have to agree to …	
58.  Here is a useful phrase expressing HIT with the meaning: HAVE
A. We might like to …			B. I refuse to accept …
C. It would be an alternative to …	D. I would like to …
59.  Here is a useful phrase expressing HIT with the meaning: INTEND
A. Our intention is …			B. We must …
C. Our main concern is …		D. I am willing to accept … if …
60.  Here is a useful phrase expressing HIT with the meaning: INTEND
A. We must …				B. I would like to …
C. Our main concern is …		D. I am willing to accept … if …
61.  Here is a useful phrase expressing HIT with the meaning: INTEND
A. We might like to …			B. I refuse to accept …
C. It would be an alternative to …	D. We can trade this against …
62.  Here is a useful phrase expressing HIT with the meaning: TRADABLE
A. I am willing to accept… if …	B. I think we will have to agree to …
C. I would like to …			D. Both A and B are correct
63.  Here is a useful phrase expressing HIT with the meaning: TRADABLE
A. I would be an alternative to …	B. Our intention is …
C. We can trade this against …	D. Both A and C are correct.
64.  Here is a useful phrase expressing HIT with the meaning: TRADABLE
A. I would like to …			B. It’s vital that …
C. Our main concern is …		D. A few things we can compromise on are …
65.  We do not have to accept all their ideas. But I am quite happy if they choose the venue and _______ the chairperson.
A. appear			B. appoint		C. adapt 		D. admit
66.  I hope 20th February is a suitable _____ for all.
A. hour			B. day		C. date		D. second
67.  We must appoint Johannes _______ our public relations expert.
A. on 			B. at 			C. in 			D. as
68.  With all the bad publicity that banks are getting following the credit crunch, we are going to need someone to make us ________ in the press.
A. to look good		B. look good	C. looking well	D. look well
69.  Concerning the corporate centers, I think we will have to agree to close ours. London is a much financial center. _____________, we can get a good price for the old building. Perhaps we could locate the marketing department in Latvia.
A. In addition		B. In additional	C. Addition		D. Additional 
70. Johannes and I feel that we need __________customers well before the merger, as many Latvian employees will lose their jobs. We cannot risk a negative on the share price as merger goes ahead.
A. notify			B. to notify		C. notifying		D. notified
71.  Now, for the advertising, I am willing to accept the use of a British expert. However, I will agree only if they agree to reduce the number of Oracle branches that have to close in Britain. ____________ to keep at least a few open.
A. We must				B. It is vital that 	
C. I refuse to accept 			D. Our intention is
72.  By the way, my son is interested in combining and updating the computer systems. Perhaps _________________ the new corporate image. 
A. we can trade this against		B. I would like	
C. we might like			D. Our intention is
73.  Which one is one useful phrase used to ask for agenda points and agreements?
A. I look forward to hearing from you.
B. A few things we can compromise on are …
C. You identify your opponent’s issues, priorities, and goals. 
D. Do you have any points you wish to add?
74.  Which one is one useful phrase used to ask for agenda points and agreements?
A. From our point of view there are some points missing.
B. It’s essential to analyse these points from your side as well as from the opponent’s side.
C. She is happy to accept a British advertising company.
D. Closing the call centres is not a problem for her.
75.  Which one is one useful phrase used to ask for agenda points and agreements?
A. Therefore, we have prepared the enclosed agenda covering the remaining open points.
B. If you have any specific points you would like to include, please …
C. It was decided to hold a further meeting in the New Year.
D. We have not, as yet, received an agenda from your company.
76.  Which is the phrase used to arrange a meeting?
A. I am calling to arrange the … meeting.
B. We need to discuss the agenda …
C. It is extremely important for us to include …
D. It’s very important to understand the difference between these three points.
77.  Which is the phrase used to arrange a meeting?
A. We need to discuss the agenda …
B. It is extremely important for us to include …
C. Who will be coming from ...?/ Who will attend from …?
D. A few things we can compromise on are …
78. Which is the phrase used to agree the agenda?
A. I am calling to arrange the … meeting.
B. We need to discuss the agenda …
C. Let’s meet on …
D. How about …? Or is … a better time for you?
79. Which is the phrase used to agree the agenda?
A. It is extremely important for us to include …
B. It’s very important to understand the difference between these three points.
C. I refuse to accept …			D. Our intention is …
80.  Negotiations take place ________ people who often view the exact same facts and statements differently.
A. into			B. onto		C. between			D. upon 
81.  To achieve success in any negotiations, put yourself in your partner’s _______.
A. socks			B. shoes		C. trousers			D. gloves
82.  I am writing _________ that our CEO, Joseph Daniels, has agreed to meet with your directors to discuss distribution possibilities.
A. confirm 		B. to confirm	C. confirming		D. to confirming
83.  As you may know, our aim is ___________ Bookmark’s range. 
A. to internationalize 	B. international	 C. internationalizing	D. internation
84.  We understand that you _________ to have a high-profile European presence.
A. wishing 		B. to wish 		C. wished			D. wish
85.  Which phrase is used as a formal opening sentence in a business letter or email?
A. I am writing to confirm …		B. This is to confirm …
C. I look forward to meeting you…	D. Both A and B are correct.
86.  Which phrase is used as a formal opening sentence in a business letter or email?
A. I look forward to meeting you…	
B. If you have any queries, please contact me at …
C. Following our telephone conversation …
D. It will be nice to see you at the meeting in/ on …
87.  Which phrase is used as a formal opening sentence in a business letter or email?
A. Following our recent discussions … 
B. Do not hesitate to contact us if … 
C. It will be nice to see you at the meeting in/ on …
D. If you have any queries, please contact me at …
88.  Which phrase is used as a formal opening sentence in a business letter or email?
A. Do not hesitate to contact us if … 
B. It will be nice to see you at the meeting in/ on …
C. Attached you will find …
D. If you have any queries, please contact me at …
89.  Which phrase is used as a formal closing sentence in a business letter or email?
A. I look forward to meeting/ seeing you …
B. I am writing to confirm … 
C. This is to confirm …
D. Following our recent discussions …
90.  Which phrase is used as a formal closing sentence in a business letter or email?
A. I am writing to confirm … 
B. This is to confirm …
C. Following our recent discussions …
D. If you have any queries, please contact me at … 
91.  Which phrase is used as a formal closing sentence in a business letter or email?
A. I am writing to confirm … 
B. It will be nice to see you at the meeting in/on …
C. This is to confirm …
D. Following our recent discussions …
92.  Which phrase is used as a formal closing sentence in a business letter or email?
A. This is to confirm …
B. Following our recent discussions … 
C. Do not hesitate to contact us if …
D. It is extremely important for us to include …
93.  Which phrase is used as a formal question to confirm details in the agenda?
A. Could you please confirm that you have received the revised agenda?
B. I look forward to meeting you.
C. It will be nice to put a face to a name.
D. Could we put … on the agenda after point …?
94.  Which phrase is used as a formal question to confirm details in the agenda?
A. I look forward to meeting you.
B. It will be nice to put a face to a name.
C. Could we put … on the agenda after point …?
D. Does the agenda meet your needs/ expectations?
95. Which phrase is used as a formal question to confirm details in the agenda?
A. I look forward to meeting you.
B. Do you agree with the other items?
C. It will be nice to put a face to a name.
D. Could we put … on the agenda after point …?
96. Which phrase is used as a formal question to confirm details in the agenda?
A. I look forward to meeting you.
B. It will be nice to put a face to a name.
C. Shall we move forward on this basis?
D. Could we put … on the agenda after point …?
97.  Which phrase is added in a final point and justifies the agenda?
A. I look forward to meeting you.
B. It will be nice to put a face to a name
C. I believe we will need to speak about … as well. 
D. Shall we move forward on this basis?
98.  Which phrase is added in a final point and justifies the agenda?
A. Shall we move forward on this basis?
B. Do you agree with the other items?
C. It will be nice to put a face to a name.
D. Could we put … on the agenda after point …?
99. Which phrase is added in a final point and justifies the agenda?
A. It has occurred to us that we need to add … to the agenda.
B. Shall we move forward on this basis?
C. Do you agree with the other items?
D. It will be nice to put a face to a name.
100. Which phrase is used to close expressions?
A. I look forward to meeting you.
B. Do you agree with the other items?
C. I believe we will need to speak about … as well. 
D. Shall we move forward on this basis?
101. Which phrase is used to close expressions?
A. Do you agree with the other items?
B. I believe we will need to speak about … as well. 
C. Shall we move forward on this basis?
D. It will be nice to put a face to a name.
102. At the beginning of the negotiation, go through the agenda and ask for _________.
A. agree			B. to agree			C. agreement		D. agreeing
103. A clear agenda that both parties agree to is very helpful in keeping a negotiation ________ and concise.
A. effect			B. effective			C. effort			D. effected
104. The agenda helps both parties in ______ ways. 
A. two			B. three			C. four			D. five
105. The agenda helps both parties in the way. It sets a ________. It is the first agreement both parties have reached!
A. positive atmosphere		B. negative atmosphere
C. neutral atmosphere			D. the same atmosphere
106. The agenda helps both parties in the way. It _________ the points to be discussed and provides a clear timetable.
A. priorities		B. prior			C. prioritizes		D. prides
107. The agenda helps both parties in the way. It allows both sides to include all points to be _______.
A. discuss		B. discussing 		C. discussed		      D. discussion
108. Don’t underestimate the power of the agenda. It ________ time and builds the relationship.
A. save 			B. waste			C. saves			D. wastes
109. We will meet _____ Wednesday _____ 5.00 p.m.
A. on / at			B. in / at			C. at / on			D. at / in
110. I am going to see my boss _____ an important matter.
A. in			B. on				C. at				D. by	
111. I do not like writing emails _____ night. In general I prefer working ______ the morning.
A. during/ in 		B. on / on			C. at / in			D. in / in
112. Where shall we do _____ lunchtime ______ Monday?
A. during / in		B. on / at			C. at / in 			D. at / on 
113. If you cannot be _____ time, please give me a call.
A. before			B. after			C. on				D. at
114. The meeting will be held _____ our headquarters ______ my office _____ Tuesday afternoon.
A. at / on	/on		B. on / at/in			C. in / at/ on			D/ at / in /on
115. Define your goals! ________ they are, ______ it is to reach them. In addition, be sure to let the other party know exactly what you want. 
A. The clearer / the easier			B. The easier / the clearer
C. The clearest / the easiest			D. The easiest / the clearest
116. There are at least _______ questions you can ask yourself to check how REAL your goals are. 
A. two			B. three 			C. four			D. five
117. A ______ is an offer made by one party to the other. __________ can be made in written and / or verbal form. They provide the basis for the negotiation and a possible settlement, i.e. the deal. 
A. proposal / Proposals			B. negotiation / Negotiations
C. proposal / Negotiations			D. negotiation / Proposals
118. A successful proposal is one that results in a / an _______.
A. negotiation		B. agreement		C. effect		D. discussion
119. A ________ offers an alternative proposal that may suit both parties. This can happen when one party refuses or does not agree with the original proposal. 
A. proposal					B. negotiation		
C. counterproposal 				D. agreement
120. Which phrase is used to present proposals and counterproposals?
A. Can you tell me how …? 			B. Is it alright with you if …? 
C. It seems… What is your opinion? 	D. I/ We propose …
121. Which phrase is used to present proposals and counterproposals?
A. Can you tell me how …? 			B. How do you feel about …? 
C. It seems… What is your opinion? 	D. Is it alright with you if …?
122. Which phrase is used to present proposals and counterproposals?
A. Would / Could you consider …?		B. Can you tell me how …? 			
C. It seems… What is your opinion? 	D. Is it alright with you if …?
123. Which phrase is used to present proposals and counterproposals?		
A. Is it alright with you if …?		B. Can you tell me how …? 	
C. It seems… What is your opinion? 	D. Would / Could you accept …?
124. Which phrase is used to ask for and clarify information?
A. Is it alright with you if …?		B. Would you consider …?  	
C. How do you feel about …? 	 	D. Would / Could you accept …?
125. Which phrase is used to ask for and clarify information?
A. I / We propose …				B. Would you accept …?
C. Can you tell me how …? 			D. I / We suggest …
126. In every negotiation, there are both ______ and ________ signals.
A. verb / no verb				B. verbal / non-verbal
C. verb / noun					C. non-verbal / noun
127. A gesture is _______ signal. A statement, on the other hand, is a ______ signal. 
A. verb / no verb				B. verbal / non-verbal
C. verb / noun					D. non-verbal / verbal
128. In any case, it is important to listen carefully and react properly to verbal signals if you want the negotiation to progress efficiently and ________. 
A. success		B. succeed		C. successful		D. successfully
129. Which phrase is used to express possibilities/ probabilities? 
A. It is out of the question…			B. Unfortunately, that cannot be done!
C. There is a possibility that …		D. It is doubtful whether/if…
130. Which phrase is used to express possibilities/ probabilities?
A. It could well be that … 			B. It is hardly likely …
C. It is impossible to …			D. We can rule out the possibility of …
131. Which phrase is used to express possibilities/ probabilities?
A. It is hardly likely …			B. It is to be expected … 
C. It is impossible to …			D. We can rule out the possibility of …
132. Which phrase is used to express impossibilities/ improbabilities?
A. It is out of the question…			B. It could well be that …
C. It may be …					D. In all probability …
133. Which phrase is used to express impossibilities/ improbabilities?		
A. It could well be that …			B. We can rule out the possibility of …
C. It may be …					D. In all probability …
134. Which phrase is used to express impossibilities/ improbabilities?
A. It may be …					B. In all probability …
C. It is to be expected …			D. It is doubtful whether/if…
135. Could you imagine increasing the order amount _____ 10%?
A. on			B. in			C. by			D. of
136. How do you feel _______ 500 pieces per order?
A. about			B. at			C. of			D. in
137. Can you tell me ______________?
A. how the goods stored are?		B. how are the goods stored
C. how the goods are stored?		D. How are stored the goods
138. How about transport by rail _______ by truck?
A. inspire		B. instead		C. in spite of	D. instead of
139. Is it alright with you if we load in ______?
A. contain		B. containing	C. container		D. a container
140. If I win the lottery, ____________.
A. I can stop working				B. we can go home early
C. we get all our work done			D. I go to the meeting in London 
141. If we get all our work done, ____________. 
A. I can stop working				B. we can go home early
C. I will have to work all weekend		D. I go to the meeting in London 
142. If we get the order, __________
A. we’ll have to work three shifts a day	B. we can go home early
C. we get all our work done			D. I go to the meeting in London 
143. I can also visit the trade fair if _________________.
A. I can stop working				B. we can go home early
C. I will have to work all weekend		D. I go to the meeting in London
144. If I do the research, ____________. 
A. I can stop working				B. we can go home early
C. I will have to work all weekend		D. I go to the meeting in London
145. If I attend a PowerPoint course, __________________.
A. I can prepare the presentations myself.
B. we can save a  lot of money
C. I will go to the meeting in London
D. I can visit the trade fair
146. Can we reduce transportation time by sea freight ________ six ______ four weeks?
A. to / from		B. from / to 			C. about / to		D. from / about
147. Do you think we can have a further discount ________ 2.5%?
A. by			B. on				C. of			D. in
148. Is the price increasing _______ the commodities market?
A. by			B. on				C. of			D. in
149. ___________ a shortage of container space on ships in the near future?
A. Will there have 			B. Would there have 
C. Will there is				D. Will there be
150. [bookmark: _GoBack]Is the exchange rate ________ at its current level?
A. stay			B. to stay			C. staying		D. stayed









