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WHAT DO
WE DO?

Queenstown Convention Bureau’s (QCB)
role is to position the Queenstown Lakes
region as a leading business events
destination for planners across all
markets and industries.

QCB does this through supporting
members with their business events
offering and acts as a neutral connection
between those considering/planning a
business event (clients) in the region and
our membership.
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WORKING WITH
CLIENTS

What is a lead?

A lead is an inquiry for a business event, where a client
expresses interest in Queenstown or Wanaka as the destination
for their event. This inquiry creates an opportunity for
Queenstown and Wanaka suppliers to submit proposals for
their business.

Leads typically originate from various types of events, including
conferences, exhibitions, incentive programmes, social
functions, tradeshows, and small meetings.

Our clients include Corporate entities, Professional Conference
Organisers (PCOs), Incentive Houses, and
Associations/Societies.

How does QCB receive leads?

Channels include website RFP submissions, emails, phone
calls, trade shows, referrals and existing relationships.




WORKING WITH
CLIENTS

Why do clients come to QCB?

Clients choose QCB because we offer an impartial,
complimentary service dedicated to supporting their event
planning needs. We assist not only with sourcing venues, but
also are there to support full event programmes, ensuring the
perfect match for both the clients and suppliers to create
unforgettable experiences.

Activities QCB takes part in to build relationships with
clients:

We attend trade shows, organise roadshows, conduct sales
calls with existing and new clients, check in with them through
emails or phone calls, share our Bureau Remarks, connect with
clients via LinkedIn, and offer our assistance with hosting site
inspections and familiarisations.




QCB LEAD
PROCESS

e QCB receives the lead and connects directly with the client to
get a full picture of the business events programme.

e From this, we enter the event requirements into our CRM, and
share the opportunity with suppliers that best fit the clients’
needs, via email prompt, adding the lead to the suppliers’ portal.

e Suppliers fill in the QCB proposal template with the lead details
and submits via the DQ/LWT portal.

e The QCB Sales Manager assigned to the lead pulls together the
final proposal, inclusive of any additional supplier information
requested and sends it to the client. We encourage clients to
contact suppliers directly if they are interested in pursuing the
lead.

e \We follow up with the client and keep the lead open until a
decision has been made.

e \We maintain our client relationship from the initial inquiry
through to post-event, providing support with any additional
information and ensuring they maximise their event experience
in Queenstown and Wanaka.




LEAD PROPOSAL TEMPLATES

« ACCOMMODATION & CONFERENCING
« ACCOMMODATION ONLY
* VENUE
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ACCOMMODATION AND CONFERENCING

Property name

Location and
contact details

Hero imagery

Lead details

Property key
messages

Accommodation €<——

pricing

Test Hotel - An
Example

Conlack Lo I

Emeait Lerern ipremiholelcorg

Wihiaa: = e e R R

Telepbone:  #12 345 4T F9%

Addrass: 1) Loswm ipaum Lane, Susensiown ¥300 Hew leland
Raling R

Queenstown

HEw ZEALAND

% Wanaka

DG LEAD # DRERRERE
DATE OF EVENT: 5-7 Sep f 12-14 Sep [ 22-2& Sep 2024
DATE OF FROPOSAL: ## Month 207y — valid unfil ## month 20vY

Insert the key takeoway message about yow property in bold, in the
first line of this paragraph. The remainder of this portion should be other
key detail. Content should be about 70 words. Content should be
about 70 words. Content should be about 70 words. This content should
be about 70 words. This content should ibe about 70 words. This content
snould be about 70 words. This content should be about 70 words. This
content should be about 70 words

ACCOMODATION
Dates: septemioer 2024

ROOM NUMBER  RO/BERale RO/BS Role  ROJEE Rale

TYFE OFROOMS  5-F3ep24 12-145ep24 22-245ep24
Superior L NI259.00  NI$279.00 NI $30Z00

Reams

Jurier

e 14 NI$305.00 NI$232.00 NI $ITIO0

g".“”""‘ 12 NI $400.00 NI $430.00 NI $440.00

uites

ADDIMONAL CHARGES & CONCESHOMNS

Add any furtther details around charges and concessions in the balow fields -
uze the layout tob to odd/f remove rows. $ome exomples of content below

Complimentary Rooms: 1= comalimantary ream for svary 20 fully poid reams

Breakfast: included in reem rate [ $25.00 par penan

Intemnet: Unfmited whrofast

DAY DELEGATE FPACKAGE

FULL DAY DELEGATE FPACKAGE

HALF DAY DELEGATE PACKAGE

NI $## per pemon

NI $#2 per pemon

Inchedas
- Planary Raam hire
- Moming fea
- Buffet lunch

- Afte ea

Pre & Post Stays: Chargad af tha quoted rote

Room Drops: $22 .83 parreom per delivary
Cor Porking: £23

Porferage: Complimentary round iip luggegs handling

Turndzwn: § V2 roams wil recefve camplmantary furndown, S2maining
raams wil be charged $£3.22 par night far this service.

Condifions: This propasal is subject o cuailshiity af time of backing. All rotes
inchede ©57 and are quated in NID.

COMMISSIOMABLE [ NON-COMMISSIONABLE RATES

- Us= of basiz in-house =gquipmant
- lcad water and mints
- Matepads and pens

Inchedes:
- Blanary Room hire

- Maming or offemacn f=a

- Buffet kench

- Use of basic in-house aquipmant
- lzed water and minks

- Motepads ond pens

COMNFERENCE ROOM HIRE

ROOM TYFE

ROOM HIRE FER DAY

This content should be approximately 30 weords. This content should be
approximately 50 words. This content should be approximeately 30 words.
This content should be approximately 50 words.

Galaxy Ealrmem NI $2,000
2/2 Galaxy Balroom NI $2,000
1/2 Galaxy Balraam NI $2,000
Mesting Bocm 142 BTN
Masting Racm 244 BT

NI §2,000

Maeting RBacm &

Logo

Additional charges
and concessions

Delegate
packages

Conference
room prices

Notes and T&C’s
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ACCOMMODATION AND CONFERENCING

Different range
of hero imagery

%

Capacity chart <——

Additional
information

%

Test Hotel - An
Example

Conlock  Loneen Ipswmn

Erseasdl. Lores inwermv@hobeloo ma

L

Enlaphona:  #13 348 478 599

Addrana: 123 Lotam igaum Lane, Gusensicws #300 New Teaiond
Raling: wE e

Queenstown

HEw ZEALAND

% Wanaka

—
i1 *
AREA SCHIARE = TE CRATIROON, BAMHAFE] B-SHAFE B DTN CARARE] COCEIANL

[ P — 17 Tt n T 00 0 00 250 ]
by L I, W) 17 T x e 150 %0 E 150 150 m ]
Mooting oo 1, 4 70m x4 5m w0 4 24 . o
Meeting Room 2, 1 i A% - ] < i
Mecking Room & #Trmn 625w ] ] ) . . 0

ADMHTONAL INFORMATON SENTERCES

Uphatet cccatun Bt inveleite odia ime lacimanm vl ist, accu roraedi
tohsan depaa St tugea del am ot veisdemgu derddahnhr?

Ligwar o quusd pe quitels det ed con s 1egue ol colos ol
hilaulem uvie aligui auditatesl qui doleia fem igea in nobitbaa delenia W
ancen elur? Erum guam ka feciofi re commiman of qual eod qui Bomene
madigen deriompia dokibur dolsni rvenis o et oot Tem sam mida o
dokem guom, quaRem harm unhamsas eckl ul volupio Bl pomone
madigen deviompia dokebur dolssi rvsna oy et oot Tem am sida o1
ok QriDm, GuaBesn Rarom unhasit iusckd ut volupha horibus.

ADTHTICOHAL BHFORMATION LIST

- Lasem ipaum Pudanihiat voluphaips guods aul ot re @

= lgriaumel pa quam quibus veliceia venk, connm e

= Veltsafmous iBbuicl ref. Dendud. sotoe esenl vanail Sonked dolksae
volo phan et oAur repeea ad m

« [Cii il Fecllsrs praplas &l ahu reperum ad Ml undui, cuplal Reks
deloras voio pAan af otur reperum ad mi

- D& nia redors prepios o ot sepsrum od il undks, cepiot incio
delceae wois Ao of o repene od mi

= D nify recllowe prapion o1 ohs reperum o0 . unde. Cunio.

ADDITRORAL INFOEMATEON LEST
- Volorsmquio stiouci rem. Dendus, cocon sment weriol Hores:

+ Veloramquea stibwnci rerm. Dendui. cecae e vanai harmed dalcros

woks

+ Lonssm ipsumn Pudanihito veholoaps quods ouf ot e il

« Igrisiere Bo Guamn quibus veligua wenl, corenm ress.

- Wolorsmauea stibuici rem. Dendus, cocos swn? wenoni Horasd

ADDITRONAL INFOREMATION SEMTARCES

Lo pwm Pudonihah volupiom quodi aut ul s il igricsmet pa
e guibus valiqua vent, Somrum rescee. Velcsemaquia sfibuici rem
Dendus. cocon seers venmi hanied doiorae wolo Volosemawsa sfipuci
reim. Dradu, OCOE SHEN WeR0E Trael (IO DI VORI
Etbeaci em, Dendul, 0CCo8 sant vesos Torse

Lererm ipsum Pudanhiiali volupiass quodis aut ulf re i igreosmel pa
Tpen) usbast VO BOURD YBNl DOMIUM AaDte . VOIMEOURD BRI P
Dandui S5 sl vans bamied dakinse wols Velsemgues sl
mm. Derdur, occos saent vawios fiorssd doioros volo. Yalcremaguia
wtbaci . Defdui, sccoe aand wivos hicfas

COMFEREMNCE KIT
Leclking lor mon infemmatent Chack ol cur ful cotderanca &t ham,

COMRACT US FORE FURTHER INFORMATION
Ehngrihgeolghosed pom

i INE ED LR RS

.‘J--“

Additional
information

Conference kit

Contact details
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ACCOMMODATION ONLY

Property name

Location and
contact details

Hero imagery

Lead details

Property key
messages

Accommodation
pricing

Test Accom Only

oo Lorem igEam
Brrici Tl e e

‘Wetnie WYY PR TR s

Telephone: #11 345 4TEF9F

addrery 123 Lonem U LOnNe, GUESCIONT FI00 Nw TeNora

Bafing o

Queenstown

HEw ZEALAND

% Wanaka

D@ LEAD & DREHHEEE
DATE OF EVENT: 5-7 Sep / 12-14 Sep / 23-2& Sep 2034
DATE OF PROPOSAL ## Month 207Y - valid until ## Monih 207y

Insert the key tokeoway message about your property in bold, in the
first line of this paragraph. The remainder of this portion should be other
key details. Content should be about 70 words. Content should be
about 70 words. Content should be gibout 70 words, This content snoud
be about 70 words. This content thould be about 70 words. This contant
snould be about 70 words. This confent should be about 70 words. This
content should be aoout 70 words

ACCOMODATION
Dates: septemioer 2024

ROCM NUMBER  RO/BERale RO/BERale  RO/BE Rale
TYPE OFROOMS  5-95ep24 12-143ep 24 2224 Sep 24
Superior 2 NIZ25R00  MWI$27R.00  MI$302.00

Zooms

Juriar

Zuites 14 NI §305.00 WI $332.00 NI §375.00

Executive

Srece 12 NI$ADD.00  NI$430.00 NI §440.00

—

ADDIMONAL CHARGES & CONCESIIONS

Add any further details around charges ond concessions in the below fields -
use the layout tob to add/ remove rows. Jome examples of content below

Complimentary Rooms: 1x zomglimantary reom for avery 30 fully poid reoms

Broakfost: Included in raem rate / $25.00 per penan

Intemnet: Unbmited wirafast

Pre £ Post Stays: Charged af the quoted rate

Room Drops: $22 22 perroom per delivery
Car Parking: $2%

Porderoge: Complimentary reund Hip luggegs handling

Turndewn: § VIB recms wil recsive complmentany fumdown, Ramaining
b= chorged $22.22 par night for his senice.

rooms

Condifions: This prepasal is subjest to ovailsbility ot fime of booking. All rates
inchde 35T and are quoted in HID.

COMMISSIONABLE [ NON-COMMISSIONABLE RATES

ADTHTIOMAL INFDRMATHON LIST

- VIR LiFiELBs M

g

FURTHER IMFORMATION

Loowing for more indfommonionT Checic ous our Tull corfenercs idT rene

=, -

= e}

06&\?9

S S B

This content showid be approximately 50 words. This content should be
approximately 50 words. Ths confent should De approdmately 30 wornds.
This confent shawd be approximately 50 words.

COMTACT U3 FOR PUETHEE INMOREATION

SooaminSrcIsnaLooT
64 |0 1D ase TR

Logo

Additional charges
and concessions

Additional
information

Notes and T&C’s
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VENUE

Property name

A Venue - Example

Location and
contact details

Hero imagery

Lead details

Property key
messages

Venue capacity <——

Conlack:  Lorem Ipsum
Email: Lorem.iptumBhoteleco nz
Websile: wanw. oremipeu m.co.ne

Telephone: +12 345 475 979
Address: 123 Lerem |psum Lane, Gueensiown 3300 Mew Tealand

Queenstown

HEw ZEALAND

% Wanaka

—

D@ LEAD #: DQf ###i#
DATE OF EVENT: #* . ##* September 2020
DATE OF PROPOSAL: August ##, 2020 - valid unfil September ##, 2020

Insert the key tak about your I tion in bold, in the
first line of this paragraph. The remainder of thiz perfion should be other
key details. Content could be up to %0 words. Content could be up to
0 worde. Content could be up to %0 words. Content could be up to 70
words. Content could be up to 90 words. Content could be up to 90
words. Content could be up to 90 words. Content could be up to 90
words. Content could be up to 90 words. Content could be up to 90
words. Content could be up to 50 words. Content could be up to 50
worde. Content could be up to %0 worde. Content could be up to 90
words. Content could be up to 50 words.

VENUE AREAS
Dates: 7 - 12 September 2020

AREA STANDING SEATING DATES AVAILABLE
Saloon 80 60 Sepl 25 - 31
Fo'c'sle Gallery &0 -1 Sepit 24-31
Total 120 120 Sept 25- 31

Logo

VENUE RATES

ITEMISED COSTS PER PERSON EXCL GST SET COST EXCL GST

Venue Hire 5 %2700

Extension

[when aver 150pax) $1200

Additional chairs

1
[over 140pax only} e
Additional chairs $i0
[over 140pax only}
Tenire Pieces ast {incl candles] From $10

ADDITIONAL INFORMATION SENTENCES
Uptatet occatus sit inveleste odis ime locimaxim vel ipit, occus nonsedi

tatusan dipsam fugit fugia del ium ut velestemngui denihil iduntur? Liquam,

od quunt pe quidel: des eos con re teque ef, optam aut hillautem ute
aligui auditatest gui dolesto tem ipsa in nobitibus delenia sit excea etur?
Erum guam la nectatfiiz re comnimes et gquas eoe quis porrore modigen
destorepta dolorfibue dolessi nveniz as et aut.Tem sam esto et dolum
quiam, guatem harum untureius suscid ut velupta turibus. porore
modigen destorepta deoleribus dolessi nvenis as et aut.Tem som esfo et
delum guiom, guatem harum untureius suscid ut volupta turibus.

ADDITIONAL INFORMATION LIST
- Voloremquia sificusci rem. Dendus, occae esent veriasi fionse

- Voloremquia sifibusci rem. Dendus. occae esent venasi fionsed doloros

volo
- Lorem ipsurn Pudarihitafi volupiospis guodis aut uf re il
- Ignigsimet pa quam quibus veliquia vent, corerum rerore_

- Voleremquia sifibusei rem. Dendus, occae esent veriasi lionsed

ADDITIONAL INFORMATION SENTANCES

Lorem iwsum Pudaonihitati voluptaspis quodis aut ut re ill. Ignicsimet pa
quam quibus veliguia vent, corerum rercre. Voloremaguia sifibusci rem.
Dendus, cccoe esent verias ficnsed doloras volo Voloremauia sitibusci
rem. Dendus, occoe esent venasi fionsed dolorae volo. Voloremauia
sitibusci remn. Dendus, occae esent veriasi fionse

Leram ipsum Pudanibitali veluptaspis quadis aut ut e ill, Igniasmet pa
quam quibus veliquia vent. corerum rerore. Voloremguia sifibusci rem.
Dendus. occoe esent veniasi fionsed doloras vole Voloremguio sifibusci
rem. Dendus, occae esent venasi lionsed dolorae volo, Veloremauia
sitibwsci rem. Dendus. occoe esent veriasi fionse

FURTHER VENUE DETAILS

Locking for more information® Check out more information here.

CONTACT US FOR FURTHER INFORMATION
ichi ith&hotel L
+54 (03] 123 456 787

Venue rates

—> Additional
information

—> (Contact details
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TEMPLATE
GUIDELINES

e For consistency across all proposal pages, please keep font,
size of font, colours, and the basic order of the page the
same.

e This is an introduction to your property, so please only include
key details on the template. You can, however, add a link to
your website, conference kit or image gallery, providing clients
with more information.

e Parts of the template have been built using ‘tables’ meaning
you will have to manually add/remove lines.

e Include all dates available in one proposal. If rates differ,
highlight this in the columns.

e Save your template as a PDF before you upload.

% Wanaka | Queenstown
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RFP REQUEST EMAIL

Sales Manager assigned <——

Lead details & response «——
date

Member RFP portal link <——

QUEENSTOWN
CONVENTION BUREAU

NEW SALES LEAD

The Queenstown Convention Bureau (QCB) is pleased to present you with a Request for Proposal (RFP) for the following piece of business.

Sales Manager: Sarah McDonald
Reference Number: 2291
Event Type: Conference

Event Attendees: 250
Response Date: 31-05-2024

Please login to the members RFP portal to view RFP and submit your response for this lead by 12 noon *31-05-2024°,

Availability and quotes should be included in the QCB proposal template and uploaded as a PDF file.
If you do not wish to pursue this lead please submit this as your response on the members RFP portal.

Please submit only one proposal, and include all available dates in the template. In the portal, tick "Yes' for all dates you have quoted for and Mo’ for any dates that are unavailable or not quoted.

There is no need to upload multiple proposals.
Any additional notes can be added in the ‘Bureau-Only Comments’ section.

Need a reminder on best practice for submitting a RFP? See manual here.
If you are seeing this email after the due date or if you have any questions, please do not hesitate to contact me.

Kind Regards,

» Wanaka | Queenstown
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SUBMITTING AN RFP - DEMONSTRATION

MQUEENSTOWN
"ONVENTION BUREA

% Wanaka | Queenstown
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https://youtu.be/UDfSmBTwSWQ

SUBMITTING
YOUR PROPOSAL

e Always submit your response attachment as a PDF.

e Upload only one proposal and indicate with a YES or NO, if
your property is available on other dates.

e [fyou’re unable to hold the event, please respond with the
reason why.

e The usual response time set for a lead is 48 hours. If you miss
the cut off, please send directly to the assigned Sales
Manager.

e [fyou face any issues with logging into the extranet, please
contact QCB Business Development Executive for a password
reset.

e |[f you have any questions at point of submission, please
contact the assigned lead Sales Manager noted in the email.

% Wanaka | Queenstown

NEW ZEALAND



CLOSING A LEAD

Confirming a Lead

Once a client confirms their event in Queenstown and Wanaka,
we will send an email notification to inform you that
Queenstown and Wanaka has been selected. We do not
disclose the properties chosen. You will have had contact with
the client if your property was confirmed.

Losing a Lead

If a client decides not to pursue Queenstown and Wanaka for
their event, we will send an email notification to inform you that
Queenstown and Wanaka was not chosen. We strive to gather
as much information as possible from the client to provide you
with detailed feedback.

Lost Business Reasons

The DQ CRM system offers limited options for categorising
reasons for lost business. Consequently, there may be various
reasons why Queenstown and Wanaka was not selected.

These email notifications are sent to keep you informed,
allowing you to update and close the lead on your end.

Qu

eenstown

NEW ZEALAND




CONFIRMED BUSINESS EMAIL

Confirmed Business

)
=)

©\ Reply % Replyall ¥ Forward & [

Mon 6/01/2025 16:01

QUEENSTOWN

CONVENTION BUREAU

CONFIRMED BUSINESS

Thank you for participating in the quoting process for the below piece of business. We are delighted to share that Queenstown has successfully secured this event.

A contract is now in place with one (or multiple) Queenstown supplier(s). If you were the successful supplier, the client would have contacted you directly to confirm.
If you have not been contacted, it means your quote was not selected in this occasion. We sincerely appreciate your efforts and thank you for your continued support.
Sales Manager: Sarah McDenald

Reference Number: 2291

Meeting Type: Conference

Requested Dates: From: 13-08-2026 To: 17-08-2026

Event Attendees: 250

If you have any questions, please do not hesitate to contact me.

Kind Regards,

» Wanaka | Queenstown
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LOST BUSINESS EMAIL

Lost reason
details

Lost Business

QUEENSTOWN
CONVENTION BUREAU

LOST BUSINESS
Thank you for quotifjessica Langelaan ' piece of business.
Sales Manager: Sarah McDonald
Reference Number: 2291
Meeting Type: Conference

Requested Dates: From: 13-08-2026 To: 17-08-2026
Event Attendees: 250

We have heard from the event organiser and unfortunately Queenstown was unsuccessful in the bid process.
Lost Reason: Lost to alternative destination.
If you have any questions please do not hesitate to contact me.

Kind Regards,

LOST LEADS REASONS

© 4 Reply % Replyal * Forward | & [

Ihe graph below reflects the number and reasons why
Mon 6/01/202

leads were lost in the last quarter.

Cancelled/

postponed
Alternative 8%
Desunation
8%

Rates
17%

No Response
67%

Quarterly Report
January —March 2024
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TOP TIPS

e Submit your proposal within the given request period.

e I[nclude all relevant information in one proposal, even when
you are pursuing multiple dates.

e Proposal images should be the best representation of your
property; horizontal placement, warm and welcoming, wider
style shots to include event set-up and room features.

e Include a link to your website, conference kit, or image gallery
to give clients more information about your business.

e |[f there are changes in your organisation’s lead recipient
details, let the QCB Business Development Executive know.

% Wanaka | Queenstown
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WORKING WITH QCB

Share product updates

For presentation and marketing opportunities,
such as our Bureau Remarks and LinkedIn
page, keep us updated on your products and
share any video and imagery you are happy for
us to use to promote your business.

Stay engaged with DQ

Stay up to date with the latest happenings in
Queenstown and Wanaka through our
Fortnightly Remarks and learn about QCB's

activities in our Quarterly Reports.

Learn more about QCB

The member hub includes the latest data and
insights, industry events, and a range of
resources designed to help build capability
among businesses within the Queenstown
and Wanaka region.

Check out our QCB 101 presentation for a
deep dive into what the Bureau does.

% Wanaka | Queenstown
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https://www.queenstownnz.co.nz/destination-queenstown-member-area/newsletter-sign-up/
https://www.queenstownnz.co.nz/member-hub/plans-and-reports/business-plan-annual-reports/
https://www.queenstownnz.co.nz/member-hub/
https://assets.simpleviewinc.com/simpleview/image/upload/v1/clients/queenstownnz/DQ_QCB_101_14c6ab83-e43c-41d8-b074-faefbdffacf4.pdf

MEET THE TEAM

STU CORDELLE BEN OWENS CYNDI FENG LUISA CARDONA

Head of Business Development Business Development Manager Account Manager Asia Business Development Executive
MICE

M: +64 21617 916 M: +64 21 145 6505 M: +64 22 412 6622

E: stuc@qgueenstown-wanaka.nz M: +64 27 246 4172 E: cyndif@gueenstown-wanaka.nz E: luisac@qgueenstown-wanaka.nz

E: beno@qgueenstown-wanaka.nz

% Wanaka | Queenstown
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mailto:stuc@queenstown-wanaka.nz
mailto:stuc@queenstown-wanaka.nz
mailto:stuc@queenstown-wanaka.nz
mailto:beno@queenstown-wanaka.nz
mailto:beno@queenstown-wanaka.nz
mailto:beno@queenstown-wanaka.nz
mailto:cyndif@queenstown-wanaka.nz
mailto:cyndif@queenstown-wanaka.nz
mailto:cyndif@queenstown-wanaka.nz
mailto:luisac@queenstown-wanaka.nz
mailto:luisac@queenstown-wanaka.nz
mailto:luisac@queenstown-wanaka.nz

THANK YOU

Destination Queenstown and
Lake Wanaka Tourism

Mountaineer Building
Level 2
32 Rees Street

Queenstown 9300

Luisa Cardona

E: luisac@qgueenstown-wanaka.nz

T:+64 224126622

% Wanaka | Queenstown
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