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Choose the correct answers for the following sentences.
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 plan is planning to fail. ( Anonymous)
A. Fail			B. Felt			C. Fell 		D. Failing 
3. 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
4. Additionally, we have to talk about acceptable delivery and ________ terms. 
A. pay			B. paying 			C. paid		D. payment
5. 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
6. __________ the minimum delivery times to ensure continuous production.
A. As you seen		B. As you known		C. Let me know	D. Let’s me know
7. I will ______ the meeting, but I need someone to take the minutes.
A. chair			B. sit				C. put			D. table 
8.  If you have _____ questions, please contact me.
A. any 			B. some			C. a lot of		D. many
9. 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
10.  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
11. You are prepared to _________ this item for something which you would like to obtain.
A. change			B. choose			C. chance		D. exchange
12.  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
13.  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		D. clearer
14.  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?
15.  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?
16. 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?
17. 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
18. We want easy access to ________ routes such as motorways and ports.
A. daily			B. transport			C. lane		D. traffic light
19.  We would like a good ______ for the land.
A. quantity		B. quality			C. price		D. routine
20. 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 
21.  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 
22.  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
23. Communication takes place at two levels: the ______level and the ________ level. 
A. content/ relationship		B. concept/ relation
C. inside/ outside			D. indoors/ outdoors
24.  The content level is _________ is said – the facts&figures.
A. how			B. what 			C. which 		D. who 
25. The relationship level is _______ it’s said – the feelings and the atmosphere. 
A. how			B. what 			C. which 		D. who 
26.  It’s like an iceberg. 80 – 90 % of communication takes place under water – at the ____________ level.
A. content			B. high			C. relationship	D. close
27. 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
28.  Organizing and planning an agenda helps you ________ your own issues, priorities, and goals.
A. identify		B. identified			C. identifing		D. identifying
29.  Organizing and planning an agenda helps you identify your _________ issues, priorities, and goals.
A. opposite		B. opponent			C. opponent’s	D. opponents
30.  Organizing and planning an agenda also helps you maintain ____________. 
A. rules			B. regulations		C. laws		D. discipline
31. 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
32.  I hope 20th February is a suitable _____ for all.
A. hour			B. day		C. date		D. second
33.  We must appoint Johannes _______ our public relations expert.
A. on 			B. at 			C. in 			D. as
34.  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
35.  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 
36.  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
37.  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
38.  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?
39. 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.
40.  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.
41.  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
42.  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
43.  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
44.  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
45.  A successful proposal is one that results in a / an _______.
A. negotiation		B. agreement		C. effect		D. discussion
46.  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
47.  In every negotiation, there are both ______ and ________ signals.
A. verb / no verb				B. verbal / non-verbal
C. verb / noun					C. non-verbal / noun
48.  Would you please join us and give us some more detailed information ______ the 
company?
A. on				B. about			C. at			D. from
49. 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…
50. Could you imagine increasing the order amount _____ 10%?
A. on			B. in				C. by			D. of
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