
Contact: Palais du Grand Large – +33 (0)2.99.20.60.20 – contact@pgl-congres.com 

REGISTRATION AND ACCOMMODATIONS MANAGEMENT FOR PARTICIPANTS 
 
The Palais du Grand Large can take care of managing registration and hotel reservations for your participants: 
     Either by using a printed form sent out and received by mail or fax 
     Or by using an online form (on the internet) with a secure credit card payment system 
 

DIAGRAM OF OUR MANAGEMENT STRATEGY 
 

 
 
 
 
 

 

FOR REGISTRATION: 
- Determination of what is covered by 

registration fees (participation in sessions, 
workshops, meals, etc.) 

- Determination of the various levels of 
registration according to the participant’s 
status (student, member, etc.) 

- Determination of the options available 
(participation in the gala dinner, workshops, 
excursions, transfers, etc.) 

 

FOR ACCOMMODATIONS: 
 

- Specification of: 
   - Number of nights to be reserved 
   - Desired hotel comfort levels 
   - Types of rooms (single, twin, etc.) 
   - Requirements (proximity, maximum 
 number of hotels, etc.) 
 

 

CLIENT’S SPECIFICATIONS DETERMINED

Creation of printed notice and distribution to participants 
and/or 

form made available online 

Registration fees and hotel 
deposits processed 

Confirmation sent to each participant by mail or e-mail with hotel information 
(including town map), registration fees and options selected, and receipt of 

payment. 

Search for rooms 

PGL option placed with the hotels after 
consent from the organiser 

Processing of registration forms 
received by mail or online 

Rooms assigned according to 
participants’ wishes 

Printing of: 
 Programmes (general or theme-based lists) 
 Passes 
 Invoices (on the organiser’s letterhead) 

Deposits sent to 
hotels 

Rooming lists printed 
for the organiser 

Accounting and publication of a 
summary of the client’s account 


