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1

المراسٌم، التعلٌمات، المناشٌر، القرارات )، النصوص التنظٌمٌة (القوانٌن والأوامر)الدستور، النصوص التشرٌعٌة : على مستوى النصوص 

 (والمقررات
 رئاسة الجمهورٌة، الوزارات بهٌاكلها، البلدٌة، المدٌرٌة، المصلحة، المكتب؛: على مستوى المؤسسات

رئٌس الجمهورٌة، الوزٌر الأول، الوالً، الكاتب العام، مدٌر الإدارة المحلٌة، رئلً المصلحة، رئٌس الدائرة، رئٌس : على مستوى الوظائف
 المجلس الشعبً البلدي، رئٌس مصلحة

2
  ٌلفت الانتباه، ٌشٌر الى، ٌنهً الى علم، ٌلزم، ٌفرض، ٌشٌر، ٌولً أهمٌة كبرى، ٌرجو السهر على، ٌرجو ان ٌتفضل:لرئيسا

 . ٌعرض، ٌرجو، ٌشكر، ٌقترح، ٌفٌد، ٌوافً، ٌرسل، ٌقدم، ٌرجو قبول التفضل، ٌرجو تقبل عبارات الاحترام والتقدٌر:المرؤوس
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Source : https://www.dgfp.gov.dz/ar/Circulaire_texte.asp 
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Source: https://www.dgfp.gov.dz/ar/Circulaire_texte.asp 
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Rapport administrative (Administrative Report) 

Formule administrative (Administrative Form)

documents administrative (Administrative documents) 

document écrit (Written document) 
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Registre (Registre)   

Réunion officielle (Official Meeting) 

séance (session) 

 Procès-verbal de la réunion (Minutes of the meeting) 

Ultimatum (Ultimatum) 

signature (Signature)  

Délégation (Delegation)  
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Cachet (Stamp) 

droit du travail (right to work) 

Gestion de ressource humain (Human Resource

Management)

Analyse des besoins (Needs Analysis) 

Planification de l’action (Action Planning)

Habiletés (Skills)  
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Habiletés de communication (Communication Skills) 

curriculum Vita (curriculum Vita) 

test d’emploi (Employmemt Tests)

Epreuve d’habileté (Ability Test)

Interview de recrutement (Interview de recrutement) 

conditions du travail (Working conditions) 

 salaire (Salary) 

 heures de travail (Hours of Work) 
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Assurance sociale (Social Insurance) 

Nomination (Hiring)  

Promotion (Promotion) 

Carrière (Career) 

Echelon (Ranging) 

Echèle des salaires (Salary scale) 

Ethique (Ethics)  
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Autonomie (Autonomy) 

Autorité (Autority) 

Auto formation (Self-Training) 

Enseignement continu (Continuons Learning)  

Organigramme (Organizational Chart) 

Chaine de commande (Command Chain) 
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Hiérarchie administrative (Administrative Hierarchy) 

départementalisation administrative (Administrative 

departmentalization) 

Règlement intérieur (Rules of Procedures) 

décentralisation (decentralization)  

Conseil d’administration (Board of Directors) 

Comité (committee)  
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Atelier du travail (Workshop) 

 Budget (Budget)

Syndicat (Syndicate) 

En français  In English 

annoncer (annonce) Announce (Announcement) 

déclarer (déclaration) declare (declaration) 

dit que (dire) says that (say) 

clarifier (clarification) clarify (clarification) 

expliquer (explication) Explain (Explain) 

préciser (précision) specify (specification) 

interpréter (interprétation) Interpret (interpretation) 

répondre (réponse) Reply (Reply) 

montrer (monstration) show (show) 

demander (demande) Ask (Request) 

Remarquer (remarque) Notice (note) 

penser (pense) Thinking (thinking) 
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croire (croyance) believe (belief) 

supposer (supposition) suppose (supposition) 

exposer (exposition) Exhibit (Exhibition) 

enregistrer (enrigestrment) Record (record) 

signaler (signal) Signal (signal) 

rappeller (rappel) Remind (Reminder) 

commenter (commentaire) Comment (Comment) 

exprimer (expression) express (expression) 

solliciter (sollicitation) Solicit (solicitation) 

Inciter (incitation) Incite (incitement) 

indiquer (indication) indicate (indication) 

constater (constat) Observing (Observation) 

considérer (considération) Consider (Consideration) 

estimer (estimation) Estimate (Estimate) 

maintient (maintien) maintain (maintenance) 

légaliser (légalisation) Legalize (legalize) 

Accepter (acceptaion) Accept (acceptaion) 

Proposer (proposition) Propose (proposal) 

Admettre (admission) Admit (admission) 

Confirmer (confirmation) Confirm (confirmation) 

Enregistrer 

(enregistrement) 

record (Recording) 

Juger (jugement) Judge (judging) 

Reconnaître 

(reconnaissance) 

Recognize (recognition) 

Recommander 

(recommandation)  

Recommend (recommendation) 

Défendre (défense) Defend (Defense) 

Souhaiter (souhait) Wish (wish) 
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Craindre (crainte) Fear (fear) 

Pencher (penchant) Lean 

Prévenir (prévision) Prevent (prediction) 

Préférer (préférence) Prefers (preference) 

Juger (jugement) Judge (judging) 

Soutient ( soutien) Support (support) 

Soutient ( soutien) Support (support) 

Supposer (supposition) Assume (assumption) 

Etonner (étonnement) Astonished (astonishment) 

Interroger (interrogation) Query (query) 

Mettre en doute (doute) Doubting (doubt) 

Nie (négation) Denie (negation) 

Ne voit pas que (vision) Don't see that (vision) 

Ne croit pas que 

(croyance) 

Don't believe that (belief) 

N’espère pas (espérance) Don't hope (hope) 

Ne pense pas que (pensée) Don't think that (thought) 

Ne correspond pas 

(correspondance) 

Does not match (match) 

Désapprouver 

(désapprobation) 

Disapprove (disapproving) 

Abstient (abstention) Abstain (abstention) 

Réclamer (réclamation) Claim (Claim) 

Nie (négation) Denie (negation) 

Contredire (contradiction) Contradict (contradiction) 

Critiquer (critique) Criticize (Review) 

Douter (doute) Doubt (doubt) 
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In English En français  

central administration Administration centrale 

(ministère) 

local administration  administration locale (wilaya 

commune) 

direction  Direction 

The general direction  générale direction 

The General Secretariat  secrétariat général 

General Administration  administration générale 

Subdivision sous direction  

Administrative Service Service 

Department   Département 

Office  Bureau 

Workshop   Atelier 

station  Station 

Factory  Usine 

Unit  Unité 

Observatory Unit  Observatoire 
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Center  Centre 

Agency  Agence 

office  Office 

subdivision  Subdivision 

section  Section 

Company  Société 

Institution   Etablissement 

group  Groupe 

Laboratory  Laboratoire 

 Departement  Département 

Service  Service 

Accounting Service  service de comptabilité 

Finance Department  service des finances  

Logistics Department service logistique  

Human Resources 

Department 

 service ressources humaines  

Material Resources 

Department 

 service ressources matérielles  

Maintenance Service  service d'entretien  

Production Department  service de production  

Documentation  service de documentation  
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Department 

Archives Department  service des archives  

Procurement Department  service des marchés 

Research and Studies 

Department 

Service des études 

Human Resources 

Department 

 service personnel 

Training Department  service de formation 

Information Technology 

Department 

 service informatique 

Maintenance Department  service de maintenance 

General Services 

Department 

 service des moyens généraux 

Implementation 

Department 

 service réalisation 

Technical Department  service technique 

Reception Department  service accueil 

Purchasing Department  service d'achat 

Cultural and Sports 

Activities Department 

 service animation culturel et 

sportif 

Supply Chain Department  service approvisionnement 

Insurance Department  service assurance 

Budget Department  service budget 
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Commercial Department  service commercial 

Legal Department  service contentieux 

Payroll Service  service de paye 

Studies and Training 

Department 

 service étude et formation 

Tax Department  service de fiscalité 

Forecasting Management 

Department 

 service gestion des prévisions 

Social Services 

Department 

 service des œuvres sociales 

Social Services  service social 

Planning Department  service planification 

Statistics Department  service statistiques 

Exploitation Department  service exploitation 

External Relations 

Department 

 Service Relation extérieur  
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