
 

 

 

Do you speak English? 
 

 

Phrases types 

et éléments de grammaire 

 

Exemple pour se présenter : 

I’m Phillipe Dubois, the secretary. On behalf of my (name of association), I’m 
writing to answer your call for proposal on the (name of project) which ends 
on (date of expiry).  

Our association (name) specializes in the field of …… We are based in (name of 
town, country). We have been in this domaine since (year). I’m responsible for 
all communication in my association and I handle all the coordination and 
collaboration.  

Your call for collaboration in (project) is of interest to us. We have developed 
…. and we think we could be of help. (Elaborate on how your project was or 
wasn’t a success, how you can work together to innovate new ideas..etc). 

 

Je me présente – let me introduce myself 
Je vous écris – I’m writing to... 
Je voudrais - I would like to + verb 
J’attends de – I’m waiting for... 
Je suis toujours en l’attente de – I’m still waiting for... 
Le plus récent – the latest 
Par conséquent / donc – therefore / hence 
Permettez-moi de – allow me to  
Pour toutes les réponses négatives, il faut dire ‘I’m / we’re sorry’ ou ‘I’m / we’re 
afraid’ 
 



 

 

Quelques expressions 

 

De la part de – on behalf of 

Être intéressé par – to be interested in + noun/Verb+ing 

Être en retard – to be behind schedule 

Être contraint de – to be compelled to 

Être responsable de – to be responsible for + noun/Verb+ing 

Être dans la domaine depuis – to be in the field for + durée / since + point de 
depart 

Etre situé à – to be located in / to be based in … 

Faire suivre – to follow up  

Répondre aux attentes – to meet the expectations 

Répondre aux besoins – to meet the needs 

Répondre aux exigences – to meet the requirements 

Respecter la date limite – to meet the deadline 

Respecter les délais – to meet deadlines 

 


