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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. 

W H A T  D O  
W E  D O ?



What is a lead?

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

W O R K I N G  W I T H  
C L I E N T S



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.

W O R K I N G  W I T H  
C L I E N T S



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

• 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. 

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

• 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. 

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

• 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 Wānaka.

Q C B  L E A D  
P R O C E S S
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• For consistency across all proposal pages, please keep font, 
size of font, colours, and the basic order of the page the 
same.

• 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.

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

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

• Save your template as a PDF before you upload.

T E M P L A T E  
G U I D E L I N E S
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S U B M I T T I N G  A N  R F P  -  D E M O N S T R A T I O N  

https://youtu.be/UDfSmBTwSWQ


• Always submit your response attachment as a PDF.

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

• If you’re unable to hold the event, please respond with the 
reason why.

• 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.

• If you face any issues with logging into the extranet, please 
contact QCB Business Development Executive for a password 
reset.

• If you have any questions at point of submission, please 
contact the assigned lead Sales Manager noted in the email.

S U B M I T T I N G  
Y O U R  P R O P O S A L



Confirming a Lead

Once a client confirms their event in Queenstown and Wānaka, 
we will send an email notification to inform you that 
Queenstown and Wānaka 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 Wānaka for 
their event, we will send an email notification to inform you that 
Queenstown and Wānaka 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 Wānaka was not selected.

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

C L O S I N G  A  L E A D



C O N F I R M E D  B U S I N E S S  E M A I L



L O S T  B U S I N E S S  E M A I L

Lost reason 
details

Quarterly Report
January – March 2024



• Submit your proposal within the given request period.

• Include all relevant information in one proposal, even when 
you are pursuing multiple dates.

• 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.

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

• If there are changes in your organisation’s lead recipient 
details, let the QCB Business Development Executive know.

T O P  T I P S



W O R K I N G  W I T H  Q C B

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 Wānaka 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 Wānaka region.

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

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


M E E T  T H E  T E A M

STU CORDELLE
Head of Business Development 

M: +64 21 617 916
E: stuc@queenstown-wanaka.nz 

BEN OWENS
Business Development Manager 
MICE

M: +64 27 246 4172
E: beno@queenstown-wanaka.nz 

CYNDI FENG
Account Manager Asia              

M: +64 21 145 6505
E: cyndif@queenstown-wanaka.nz 

LUISA CARDONA
Business Development Executive   

M: +64 22 412 6622
E: luisac@queenstown-wanaka.nz 
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D e s t i n a t i o n  Q u e e n s t o w n  a n d                          
L a k e  W ā n a k a  To u r i s m

Mountaineer Building 

Level 2

32 Rees Street 

Queenstown 9300 

L u i s a  C a r d o n a

E: luisac@queenstown-wanaka.nz

T: +64 22 412 6622

T H A N K  Y O U
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