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12 March 2024 
 
 
 
Tēnā koe, 
 
Re: Official Information Act (OIA) Request – Tākina booking information 
 
I am writing in response to your email dated 2 January 2024 in which you requested a response to the 
following questions: 

 
 Any reports, emails, minutes or any other material related to bookings for Takina, the Wellington 

Convention Centre. 
 I do not require you to include the names of specific organisations or individuals who have booked 

or the amount they paid. What I require, from since the centre opened until the present time, are 
the numbers of completed bookings, the month they occurred in, whether the booking was for the 
whole or part of the meeting spaces. 

 I would also like the same information for bookings for the next year. 
 I repeat that I do not require any information about the names of organisations or the amount they 

paid. This therefore does not give you the opportunity to decline the request on the grounds of 
privacy or commercial sensitivity. 

 
The information is enclosed, with redactions applied under s9(2)(a) and (i) of the OIA. Some text has 
that is unrelated to bookings has been withheld as out of scope of the request. Contracts and quotes 
have been withheld in full under s9(2)(i). 
 
If you are not satisfied with this response you have the right to seek an investigation and review by 
the Ombudsman. Information about how to make a complaint is available at 
www.ombudsman.parliament.nz or freephone 0800 802 602.  
 
If you wish to discuss any aspect of your request with us please contact OIA@tepapa.govt.nz.    
 
Yours sincerely 
 

 
Frances Lawrence 
Principal Advisor Strategy, Planning and Performance 

 



In Month-Year Event Days Attendance Booked Spaces

May, 2023 3.00 500

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rangimarie Room 1, Rongomātāne 

(Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), 

Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room F, Tāwhirimātea Room G

May, 2023 4.00 200

Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, 

Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

May, 2023 1.00 10 Whātaitai Meeting Room 2A

May, 2023 3.00 769

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1 Tākina Organisers 

Office, L1A Lounge, L2 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting 

Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, 

Rongomātāne Room C, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room 

B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

June, 2023 0.75 400 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer)

June, 2023 2.00 850

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One

June, 2023 2.00 1,100

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Tākina Full Venue Space, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 

2A

June, 2023 1.00 10 Whātaitai Meeting Room 2A

June, 2023 3.00 500 Rongomātāne (Foyer), Tāwhirimātea (Foyer)

June, 2023 2.00 700

Amokura Gallery, Angus Room 1, Angus Room 2, Entrance Lobby, Espresso, Gallipoli, Icon, Korero (Red Couches), Mākaro 

Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Oceania, Rangimarie Room 1, Rangimarie Room 

2, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne 

Room C, Signs of a Nation, Soundings Theatre, Tākina Full Venue Space, Tangaroa (Foyer), Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, 

Tāwhirimātea Room F, Tāwhirimātea Room G, Te Huinga Centre Reception, Te Marae, Te Papa Cafe, Te Papa Store, The 

Angus Rooms, The Wellington Foyer, Whātaitai Meeting Room 2A

June, 2023 3.00 840

Amokura Gallery, Art Foyer, Espresso, Korero (Red Couches), Mākaro Meeting Room 1C, Matiu Meeting Room 1A, 

Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne 

Room B, Rongomātāne Room C, Signs of a Nation, Tākina Full Venue Space, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea 

(Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, 

Tāwhirimātea Room G, Whātaitai Meeting Room 2A

July, 2023 2.00 600

L2 Tākina Organisers Office, Matiu Meeting Room 1A, Rongomātāne Plenary Hall One, Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, 

Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

July, 2023 1.00 50

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

July, 2023 0.75 100

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Tangaroa (Foyer), Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

July, 2023 3.00 50 Matiu Meeting Room 1A

July, 2023 1.00 320

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1A Lounge, L2 Tākina 

Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, 

Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

July, 2023 1.00 1,000

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, 

Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

July, 2023 3.00 300

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

July, 2023 2.00 250

Entrance Lobby, Espresso, L1 Tākina Green Room 1, L1A Lounge, L2 Tākina Organisers Office, Mana Whenua, Signs of a 

Nation, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea 

Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Te Marae, The Wellington Foyer, Toi Art, 

Whātaitai Meeting Room 2A

July, 2023 1.00 10 Whātaitai Meeting Room 2A

July, 2023 1.00 80 Tāwhirimātea (Foyer), Tāwhirimātea Room C, Whātaitai Meeting Room 2A

July, 2023 2.00 300

L1 Tākina Organisers Office, L2 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna 

Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, 

Rongomātāne Room C, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer)

July, 2023 1.00 40 Whātaitai Meeting Room 2A

July, 2023 0.75 41 Matiu Meeting Room 1A

July, 2023 1.00 15 Mokopuna Meeting Room 1B

July, 2023 1.00 290

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

July, 2023 0.50 180 Tāwhirimātea (Foyer), Tāwhirimātea Room C

July, 2023 0.50 300 Rongomātāne (Foyer), Rongomātāne Plenary Hall One

July, 2023 0.50 200

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

July, 2023 1.00 320

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

August, 2023 2.00 300 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

August, 2023 3.00 500

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1 Tākina Organisers 

Office, L1A Lounge, L2 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting 

Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Tāwhirimātea  Plenary Hall Two, Whātaitai Meeting Room 

2A

August, 2023 1.00 55 L1 Tākina Organisers Office, Matiu Meeting Room 1A, Rongomātāne (Foyer)



August, 2023 0.75 930

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

August, 2023 3.00 550

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

August, 2023 2.00 160

L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea 

Room G

August, 2023 3.00 530

Angus Room 1, Angus Room 2, Icon, L1A Lounge, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Rangimarie Room 1, 

Rangimarie Room 2, Rangimarie Room 3, Rongomātāne (Foyer), Tākina Full Venue Space, Tangaroa (Foyer), Tāwhirimātea  

Plenary Hall Two, Tāwhirimātea (Foyer), Te Huinga Centre, The Rangimarie Rooms, Whātaitai Meeting Room 2A

August, 2023 3.00 160

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

August, 2023 1.00 240

L1 Tākina Organisers Office, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne 

Room B, Rongomātāne Room C

August, 2023 4.00 750

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Tākina Full Venue Space, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, 

Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, 

Whātaitai Meeting Room 2A

September, 2023 3.00 300

Espresso, L1 Tākina Green Room 4, L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Mana Whenua, Matiu Meeting 

Room 1A, Mokopuna Meeting Room 1B, Passports, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne 

Room A, Rongomātāne Room B, Rongomātāne Room C, Signs of a Nation

September, 2023 0.25 300 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer)

September, 2023 3.00 230

L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea 

Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting 

Room 2A

September, 2023 2.00 350 Matiu Meeting Room 1A, Rongomātāne (Foyer), Rongomātāne Plenary Hall One

September, 2023 1.00 400

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G

September, 2023 1.00 400

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L2 Tākina Organisers 

Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea 

Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

September, 2023 2.00 290

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

September, 2023 0.75 15 Matiu Meeting Room 1A

September, 2023 1.00 450 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

September, 2023 0.75 250 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

September, 2023 0.25 416

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne Plenary Hall One, 

Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

September, 2023 2.00 379

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

September, 2023 3.00 150

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

September, 2023 0.75 150 L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room C

October, 2023 1.00 43 Matiu Meeting Room 1A, Mokopuna Meeting Room 1B

October, 2023 3.00 800 Rongomātāne (Foyer), Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

October, 2023 1.00 260

L1 Tākina Green Room 4, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne 

(Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

October, 2023 2.00 300

Amokura Gallery, Art Foyer, Entrance Lobby, Espresso, Signs of a Nation, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea 

(Foyer), Whātaitai Meeting Room 2A

October, 2023 2.00 160

Mākaro Meeting Room 1C, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne 

Room B, Rongomātāne Room C

October, 2023 2.00 146 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

October, 2023 2.00 300

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

October, 2023 5.00 1,425

L1 Tākina Organisers Office, L1A Lounge, L2 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, 

Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room G, 

Whātaitai Meeting Room 2A

October, 2023 0.50 480

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

October, 2023 2.00 280

L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room 

C

October, 2023 0.75 250 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

October, 2023 0.25 638

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room 

C

October, 2023 3.00 190

L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room 

C

November, 2023 0.50 12 Whātaitai Meeting Room 2A

November, 2023 1.00 180

L1 Tākina Green Room 4, L1A Lounge, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room 

C

November, 2023 1.00 650 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

November, 2023 0.75 10 Matiu Meeting Room 1A



November, 2023 1.00 420

L1 Tākina Green Room 4, L1A Lounge, L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), 

Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, 

Tāwhirimātea Room G, Whātaitai Meeting Room 2A

November, 2023 1.00 40 Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

November, 2023 2.00 210

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

November, 2023 0.75 400

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1A Lounge, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), 

Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, 

Tāwhirimātea Room G, Whātaitai Meeting Room 2A

November, 2023 1.00 538

L1 Tākina Organisers Office, L1A Lounge, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 

2A

November, 2023 4.00 360

L1A Lounge, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), 

Rongomātāne Plenary Hall One

November, 2023 2.00 500

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

November, 2023 2.00 13 Matiu Meeting Room 1A

November, 2023 3.00 229

L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room C, Tāwhirimātea 

Room E

November, 2023 2.00 200

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room 

C

November, 2023 0.75 378 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

November, 2023 3.00 300

Amphitheatre, Entrance Lobby, Icon, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room 

C, Soundings Dressing Room 1, Soundings Dressing Room 2, Soundings Green Room, The Wellington Foyer

December, 2023 1.00 600 L1A Lounge, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

December, 2023 1.00 350 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer)

December, 2023 2.00 165 Matiu Meeting Room 1A, Rongomātāne (Foyer), Rongomātāne Room A, Rongomātāne Room B

December, 2023 1.00 300

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

December, 2023 1.00 298

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), 

Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room F, Tāwhirimātea Room G

December, 2023 1.00 500

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tāwhirimātea  Plenary Hall Two

December, 2023 1.00 317 Tāwhirimātea  Plenary Hall Two

January, 2024 1.00 10 Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A



In Month-Year Event Days Forecast Attendance Attendance Booked Spaces

February, 2024 5.00 200 220

Entrance Lobby, Gallipoli, Icon, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Oceania, Oceania Entrance, Oceania Inner North, Oceania Inner South, Oceania Main Room, Rongomātāne (Foyer), 

Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, The Wellington 

Foyer

February, 2024 0.25 190 190 Rongomātāne (Foyer), Rongomātāne Plenary Hall One

February, 2024 1.00 1 1

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

February, 2024 3.00 270 270

L2 Tākina Organisers Office, Mokopuna Meeting Room 1B, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), 

Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, 

Tāwhirimātea Room G, Whātaitai Meeting Room 2A

February, 2024 2.00 300 240

Art Foyer, Entrance Lobby, Espresso, Icon, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Signs of a Nation, 

Soundings Theatre, The Wellington Foyer

March, 2024 3.00 400

Entrance Lobby, Gallipoli, Icon, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Soundings Theatre, The Wellington Foyer

March, 2024 4.00 450

Angus Room 1, Angus Room 2, Entrance Lobby, Espresso, Gallipoli, Hinetitama, Icon, Mākaro Meeting Room 1C, Matiu 

Meeting Room 1A, Mokopuna Meeting Room 1B, Rangimarie Room 1, Rangimarie Room 2, Rangimarie Room 3, 

Rongomaraeroa, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, 

Rongomātāne Room C, Signs of a Nation, Te Huinga Centre, Te Marae, The Angus Rooms, The Rangimarie Rooms, The 

Wellington Foyer

March, 2024 2.00 340

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

March, 2024 2.00 250

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G

March, 2024 2.00 400

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Organisers Office, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One

March, 2024 1.00 150 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room C

March, 2024 2.00 250

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room C, Tāwhirimātea Room 

E, Tāwhirimātea Room G

March, 2024 4.00 300

Art Foyer, Entrance Lobby, Espresso, Gallipoli, Icon, L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting 

Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Signs of a Nation, 

Soundings Foyer, The Wellington Foyer

March, 2024 0.25 12 Whātaitai Meeting Room 2A

March, 2024 0.75 250

L1 Tākina Green Room 3, L1 Tākina Green Room 4, Mākaro Meeting Room 1C, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One

March, 2024 0.75 250

Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, 

Tāwhirimātea Room F, Tāwhirimātea Room G

March, 2024 2.00 300

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

March, 2024 0.50 50

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, 

Tāwhirimātea Room G, Whātaitai Meeting Room 2A

April, 2024 3.00 280

L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One

April, 2024 2.00 300

L1 Tākina Green Room 1, L1 Tākina Green Room 2, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai 

Meeting Room 2A

April, 2024 3.00 400

Entrance Lobby, Icon, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room 

B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, The Wellington Foyer, 

Whātaitai Meeting Room 2A

April, 2024 4.00 400

Amokura Gallery, Art Foyer, Entrance Lobby, Espresso, Gallipoli, Icon, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, 

Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, 

Rongomātāne Room B, Rongomātāne Room C, Signs of a Nation, Soundings Foyer, Soundings Theatre, Tāwhirimātea  

Plenary Hall Two, The Wellington Foyer

April, 2024 2.75 1,500 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

April, 2024 3.00 250

Entrance Lobby, Espresso, L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna 

Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, 

Rongomātāne Room C, Signs of a Nation, The Wellington Foyer

April, 2024 2.00 200

Art Foyer, Entrance Lobby, Espresso, Icon, L1 Tākina Green Room 1, L1 Tākina Organisers Office, Mākaro Meeting Room 

1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Signs 

of a Nation, Soundings Theatre, The Wellington Foyer

May, 2024 3.00 800

Entrance Lobby, L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1 

Tākina Organisers Office, L1A Lounge, L2 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, 

Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, 

Rongomātāne Room B, Rongomātāne Room C, Signs of a Nation, Tangaroa (Foyer), Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, 

Tāwhirimātea Room F, Tāwhirimātea Room G, Te Marae, Whātaitai Meeting Room 2A

May, 2024 4.00 300

Art Foyer, Art Threshold Gallery, Entrance Lobby, Espresso, Icon, L1 Tākina Green Room 1, L1 Tākina Organisers Office, L1A 

Lounge, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, 

Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, The Wellington Foyer

May, 2024 3.00 400

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

May, 2024 3.00 300 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

May, 2024 2.00 350

L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne 

Room C

May, 2024 0.75 500

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room E, Tāwhirimātea Room 

F, Tāwhirimātea Room G

May, 2024 2.00 700

Angus Room 1, Angus Room 2, Icon, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rangimarie Room 1, Rangimarie Room 2, Rangimarie Room 3, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, 

Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tākina Full Venue Space, Tāwhirimātea  Plenary 

Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room 

E, Tāwhirimātea Room F, Tāwhirimātea Room G, Te Huinga Centre, Te Huinga Centre Reception, The Angus Rooms, The 

Rangimarie Rooms, Whātaitai Meeting Room 2A

May, 2024 2.00 300 Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Rongomātāne (Foyer), Rongomātāne Plenary Hall One

May, 2024 3.00 400

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1A Lounge, L2 

Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea 

Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Te Marae, Whātaitai 

Meeting Room 2A



June, 2024 3.00 800

Angus Room 1, Angus Room 2, Icon, L1A Lounge, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting 

Room 1B, Rangimarie Room 1, Rangimarie Room 2, Rangimarie Room 3, Rongomātāne (Foyer), Rongomātāne Plenary Hall 

One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tākina Full Venue Space, Tāwhirimātea  

Plenary Hall Two, Tāwhirimātea (Foyer), Te Huinga Centre, Te Huinga Centre Reception, The Rangimarie Rooms, Whātaitai 

Meeting Room 2A

June, 2024 3.00 400

Amokura Gallery, Gallipoli, Icon, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Soundings Theatre, The Wellington Foyer

June, 2024 2.00 300

L1 Tākina Green Room 4, L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), 

Tāwhirimātea Room A, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

June, 2024 3.00 600

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room F, 

Tāwhirimātea Room G, Whātaitai Meeting Room 2A

July, 2024 3.00 200

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne 

Room A, Rongomātāne Room B, Rongomātāne Room C

July, 2024 2.00 300

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

July, 2024 0.75 350

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

July, 2024 0.75 650

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1 Tākina Organisers 

Office, L1A Lounge, L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting 

Room 2A

July, 2024 2.00 330

L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1 Tākina Organisers Office, L1A Lounge, Mākaro Meeting Room 1C, 

Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, 

Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

July, 2024 4.00 500

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, 

Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

July, 2024 2.00 300

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tāwhirimātea  Plenary Hall Two, 

Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, 

Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

August, 2024 2.00 500

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Tākina Full Venue Space, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting 

Room 2A

August, 2024 2.00 350

Entrance Lobby, Icon, L1 Tākina Organisers Office, L1A Lounge, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), 

Rongomātāne Plenary Hall One, The Wellington Foyer

August, 2024 2.00 300

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

August, 2024 2.00 200

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

August, 2024 3.00 650

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tākina Full Venue Space, 

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

August, 2024 2.00 300

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

August, 2024 8.00 400

Entrance Lobby, Espresso, Icon, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1 Tākina Organisers Office, L1A 

Lounge, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), 

Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Signs of a Nation, 

The Wellington Foyer, Toi Art Outer Art Foyer

August, 2024 1.00 450

L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea 

Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting 

Room 2A

September, 2024 3.00 300

Entrance Lobby, Espresso, Icon, L2 Tākina Organisers Office, Signs of a Nation, Soundings Auditorium, Tāwhirimātea  

Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, 

Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, The Wellington Foyer, Whātaitai Meeting Room 2A

September, 2024 2.00 500

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, The Wellington Foyer

September, 2024 2.00 450

L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea 

Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting 

Room 2A

September, 2024 2.00 400

Matiu Meeting Room 1A, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea 

Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting 

Room 2A

September, 2024 2.00 200

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

September, 2024 2.00 450 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Whātaitai Meeting Room 2A

September, 2024 3.00 700

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Green Room 3, L1 Tākina Green Room 4, L1 Tākina Organisers 

Office, L1A Lounge, L2 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting 

Room 1B, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, 

Rongomātāne Room C, Tākina Full Venue Space, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea 

Room A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room 

G, Whātaitai Meeting Room 2A

September, 2024 0.75 360

L1 Tākina Green Room 1, L1 Tākina Green Room 2, L1 Tākina Organisers Office, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One

October, 2024 2.00 350

L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne 

Room C

October, 2024 6.00 150

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

October, 2024 5.00 800

Amokura Gallery, Angus Room 1, Angus Room 2, Art Foyer, Entrance Lobby, Espresso, Gallipoli, Icon, Korero (Red 

Couches), Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Oceania, Rangimarie Room 

1, Rangimarie Room 2, Rangimarie Room 3, Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Signs of a Nation, 

Soundings Dressing Room 1, Soundings Dressing Room 2, Soundings Foyer, Soundings Green Room, Soundings Theatre, 

Tākina Full Venue Space, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Te Huinga Centre, Te Marae, The Angus 

Rooms, The Rangimarie Rooms, The Wellington Foyer, Whātaitai Meeting Room 2A



October, 2024 3.00 600

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C, Tākina Full Venue Space, 

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

October, 2024 3.00 300

Entrance Lobby, Icon, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne 

(Foyer), Rongomātāne Plenary Hall One, Soundings Theatre, The Wellington Foyer

October, 2024 2.00 350

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G

November, 2024 1.00 230

L1 Tākina Green Room 4, L1A Lounge, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, 

Rongomātāne (Foyer), Rongomātāne Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne 

Room C

November, 2024 2.00 350

Amokura Gallery, Art Foyer, Entrance Lobby, Espresso, Gallipoli, Icon, L1 Tākina Green Room 3, L1 Tākina Green Room 4, 

L2 Tākina Organisers Office, Signs of a Nation, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room 

A, Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, The 

Wellington Foyer, Whātaitai Meeting Room 2A

November, 2024 1.00 350

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

F, Tāwhirimātea Room G

November, 2024 1.00 400

Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, Tāwhirimātea Room 

C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

November, 2024 3.00 300

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One

November, 2024 2.00 300

L1A Lounge, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, Tāwhirimātea Room B, 

Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G, Whātaitai Meeting Room 2A

November, 2024 1.00 450

Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Mokopuna Meeting Room 1B, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One

November, 2024 2.00 250

L1 Tākina Organisers Office, Mākaro Meeting Room 1C, Matiu Meeting Room 1A, Rongomātāne (Foyer), Rongomātāne 

Plenary Hall One, Rongomātāne Room A, Rongomātāne Room B, Rongomātāne Room C

November, 2024 1.00 400

L1A Lounge, L2 Tākina Organisers Office, Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer), Tāwhirimātea Room A, 

Tāwhirimātea Room B, Tāwhirimātea Room C, Tāwhirimātea Room E, Tāwhirimātea Room F, Tāwhirimātea Room G

November, 2024 2.00 200 Tāwhirimātea (Foyer), Tāwhirimātea Room C, Tāwhirimātea Room G

December, 2024 1.00 350 Tāwhirimātea  Plenary Hall Two, Tāwhirimātea (Foyer)





































































Date: Thursday, 15 February 2024 12:04:33 pm
Attachments:

From:  
Sent: Tuesday, June 27, 2023 6:51 PM
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz>
Cc: 
Subject: 

- Takina Events contract
 
Good evening Jonty

Thank you for sending that through. I have attached the signed contract.
 
Currently our proposed agenda is as followed:
(approximate times subject to change)

11:30am Arrive
12:00pm Lunch
1:00pm-4pm seminar

 
Kind Regards
 

 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Tuesday, June 27, 2023 9:17 AM
To: 
Subject: RE: 

 Takina Events contract
 
Good morning 
 
Please find updated version of the contract to include catering inclusions.
 
Let me know if there are any changes that are required.
 

s 9(2)(i)

s 9(2)(a)

s 9(2)(i)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



Nga mihi,
 
Jonty Datson
Function Sales and Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: jonty.datson@takinaevents.co.nz
Mobile
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 
 

 

From:  
Sent: Monday, June 26, 2023 3:55 PM
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz>
Subject: Re:  ; Reference 54984 - From
25/07/23 to 25/07/23 - Takina Events contract
 
Kia ora Jonty 
 
Hope you had a great weekend. Any update on the amended contract? Would love to lock it all in and
send contract to head office to be signed. 
 
Hope to hear from you soon
 
Kind Regards
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



 
 

From: 
Sent: Saturday, June 24, 2023 9:56:40 PM
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz>
Subject: 

 - Takina Events contract
 
Good evening Jonty
 
Apologies -  I forgot to request in my previous email information/menus regarding the buffet and food
options included in the delegate package. If you could please include that with the contract so we need
not request it further down the line.
 
Kind Regards
 

 

From:  
Sent: Saturday, June 24, 2023 9:53 PM
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz>

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



Subject: RE: 
 Takina Events contract

 
Good evening Jonty
 

I would like to confirm Whataitai for Monday 24th July 2023. Please send through the amended contract
and I can send that off to get signed and approved.
 
Kind Regards

 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Friday, June 23, 2023 10:28 AM
To: 
Subject: RE: 

 Takina Events contract
 
Hi 
 

Confirming I have shifted your booking of Whataitai to Monday the 24th of July.
 
Please confirm at your end, following this I will send through an amended copy of the contract to reflect
the change in date.
 
Nga mihi,
 
Jonty Datson
Function Sales and Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: jonty.datson@takinaevents.co.nz

 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
s 9(2)(a)

s 

s 9(2)(a)



 

From:  
Sent: Friday, June 23, 2023 10:08 AM
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz>
Subject: RE: 

 Takina Events contract
 
Morena Jonty
 
I’ve just tried to call you as unfortunately I must request a slight change in date. Our original discussion

around 25th is no longer suitable.
 

Is there any availability for Whataitai on July 24th, 26th, or 27th?
 
Feel free to call me back to discuss further
 
Kind Regards
 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Thursday, June 22, 2023 10:40 AM
To:
Sub

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)





From: John Fernie
To: Aaron Telford; Tom O"Sullivan
Subject: RE:  July 2023
Date: Thursday, 23 February 2023 9:26:07 am
Attachments: image004.jpg

image005.jpg
image006.png
image007.jpg

Thanks Aaron, that’s fine.
 
Talk soon.
 
John Fernie
Audio-Visual Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: john.fernie@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, 23 February 2023 9:18 am
To: Tom O'Sullivan <Tom.OSullivan@tepapa.govt.nz>; John Fernie
<John.Fernie@takinaevents.co.nz>
Subject: RE:  July 2023
 
Thanks Tom,
 
@John Fernie will organise a time to brief you next week.
 
Aaron
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +
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From: Tom O'Sullivan <Tom.OSullivan@tepapa.govt.nz> 
Sent: Thursday, 23 February 2023 9:12 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE:  July 2023
 
Hi Aaron,
 
Thanks for your email.
 
John (Cc’d) has put his hand up for this one, and I’ve just updated the AV Coordinator entry field
on EVMS to reflect this.
 
Nga mihi,
 
Tom O’Sullivan
Manager Audio-Visual Event Services
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: tom.osullivan@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 22 February 2023 11:58 am
To: Tom O'Sullivan <Tom.OSullivan@tepapa.govt.nz>
Subject:  July 2023
 
Hi Tom,
 
I have  event number 51651 who are ready to go to contract- AV seems like is fairly straight
forward- can you please assign one of your team to this event, so I can give them a brief and
introduce them to the client to start the conversations.
 
Thanks
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There hasn’t been an AV tech assigned to the event as yet, but I have emailed our VA Manager to ask for this to be done, then I will e introduce you
to hem and those discussions can be had directly.
 
Thanks
 
Aaron
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 

From:  
Sent: Monday, 20 February 2023 4:40 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 
 
Thanks for that information.
 
Just wanted to make you aware before you meet with the client:

If more than 120pax for Breakfast, they would like to use the Breakout 3 room as well
Then put the wall back to use the two rooms for breakout sessions as well as the whole room to the left as another breakout session
(walls to be put up during plenary so there is plenty of time)

 
 

 
Kind regards,
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 17, 2023 10:14 AM
To: 
Sub
 
Hi 
 
 
The walkway is 10m wide and yes only the delegates in the back breakout session would need to use this, so plenty of room for movement.
 
Thanks
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: 
 

 
 

From:  
Sent: Friday, 17 February 2023 11:46 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Takina Events Contract
 
Hi Aaron
 
Thanks for your quick response, I thought that would be the case.
 
Another question, Client has also asked the dimensions of the walkway – they are concerned that it may be too cramped for our size. Could
you please clarify? I suppose delegates in Breakout 1 and 3 can walk out of the door, rather than moving to the walkway and out to the
Gallery?
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My client has reached out to me about the two breakout rooms as proposed in the floorplan. They are worried about acoustics as they are
right next to each other and both rooms will have a panel with mics. Are you able to shed some light on the sound bouncing off each room?
This isn’t an issue with my other clients, however this one is a quite high-profile hence the worry from the client’s point of view.
 
Thank you.
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, February 13, 2023 11:35 AM
To: 
Sub
 
Kia ora 
 
I hope you had a good weekend and thank you for the below email.
 
Unfortunately we are not able to do a tour of Takina as we have very limited and restricted access to the site and the builders are curren ly defec ing
the building and finalising for handover to us next month.
 
I am able to meet and show he Te Papa welcome function venue and talk them through the event details.
 
I am free on Monday at 11am or Tuesday at 2pm if this will work for them?
 
Thanks
 
Aaron
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 

 
 

From:  –  <  
Sent: Friday, 10 February 2023 5:30 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:   - Takina Events Contract
 
Hi Aaron
 
Hope you are well.
 
My clients will be in Wellington for business and would like to tour Takina and the Welcome Reception venue at Te Papa on Monday, 20
February between 10am-2pm, or Tuesday 21 February, 8am-9am or 1pm-5pm.
 
Would this be possible?
 
Kind regards,

 
Event Manager

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 1 February 2023 1:23 PM
To:  –  <
Subject: RE:   - Takina Events Contract
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Sounds good, thank you.
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 

 
 

From:  –  <  
Sent: Wednesday, 1 February 2023 3:22 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:   - Takina Events Contract
 
Thank you for confirming. I’ll propose your plan to the client and get back to you.
 
Kind regards,

 
Event Manager

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 1 February 2023 1:12 PM
To:  –  <
Subject: RE:   - Takina Events Contract
 
Hi,
 
No problems at all, and thanks for the below questions.
 
All day catering will be in he gallery area.
 
Dinner will be served in 2 sec ions of the plenary room, so we will still need to allow time to turn this around for you.
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 

 
 

From:  –  <  
Sent: Wednesday, 1 February 2023 3:06 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
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Subject: RE:   - Takina Events Contract
 
Hi Aaron
 
Thanks for the floorplan.
 
Where would the MT, Lunch and AT be? Would that be in the Walkway or the Gallery?
 
Where would Dinner be held?
 
Kind regards,

 
Event Manager

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 1 February 2023 10:41 AM
To:  –  <
Subject: RE:   - Takina Events Contract
Importance: High
 
Kia ora 
 
Thank you for the below update, I think the best scenario will be to move the entire event to L2, as we wouldn’t sell just one section of the Plenary
hall, as this will affect our ability to sell the complete floor to another client.
 
Please see attached a draft floorplan of how this could work for your client, I am happy to honour the same venue hire for this floor as quoted for L1.
 
If you can come back to me and  can move the event for you.
 
Thanks in advance,
 
Aaron
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 

 
 

From:  –  <  
Sent: Tuesday, 31 January 2023 5:54 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:   - Takina Events Contract
 
Hi Aaron
 
Thanks so much for getting back to me.
 
I discussed the contract revisions with my client who had further enquiries:

Client said they are not comfortable with using Plenary Hall 1 for the Breakfast as they don’t want to hurry people out of the room for
room turnaround, they also don’t want it out at the Exhibition Hall. Do you have another appropriate space to have the breakfast? Is
Plenary Hall 2 appropriate and available? I know it’s a huge space so maybe use a section of it to fit up to 150pax cabaret with stage for
a panel? Feel free to suggest another option.
If Plenary Hall 2 is the only other space available for breakfast, what is the hire fee please? Are we able to hire just for the Breakfast or
is it a full-day hire?
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They are happy with other components of the contract.
 
Thank you in advance for looking into this for us.
 
Kind regards,

 
Event Manager

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, 30 January 2023 8:12 AM
To:  –  <
Subject: RE:   - Takina Events Contract
 
Kia ora 
 
I hope you had a good weekend, and hank you for the below update.
 
Please see attached an updated proposal for the event, now that we have refined the brief a bit more.
 
Please note, that final imings, menus etc will be finalised at coordination stage with you dedicated co-ordinator.
 
** Breakfast will be a section of the Plenary Hall (1.1) and will need to finish at 8:30am to allow us the half an hour to reset the room and
remove the wall for Plenary session.
 
If you can review the attached and then if no further changes are required, I can then organise the contract for you.
 
Note:
 
AV pricing is currently being finalised for section 1.2 and staging for each space. The staging will be priced on the size required and will be in hree
sec ions in the plenary for he duration of the event. AV pricing will be confirmed by our team based on the final requirements for your event.
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 

 
 

From:  –  <  
Sent: Friday, 27 January 2023 12:58 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:   - Takina Events Contract
 
Hi Aaron
 
Thanks for your quick response.
 

Thanks for the floorplan. Confirming inclusion of Signs of Nation and Espresso Bar as Welcome Reception venue.
Noted about the exhibition hall acting as the pre-function/foyer area – this is fine.
Please remove Meeting Rooms in the contract.
Stage pieces are required in all breakout spaces for panel.
“The turnaround from breakfast is tight for the 15 minutes to rest a section of the plenary- are you happy for this to be set in the exhibition hall
as above? If so there will be additional AV required for this along with the staging.” – just want to explore the option of having the Breakfast
in the Plenary Hall – will a 30-minute turnaround be sufficient from breakfast to plenary reset? If so, we could end breakfast at 8.30AM
then plenary can begin at 9AM.

 
Kind regards,
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required, only
45min pre-

dinner drinks
package
please

Plated Dinner - 3
course with

alternate drop

19/07/2023 6:30PM 9:00PM 19/07/2023

Dinner 2.5hr
drinks package

  19/07/2023 6:30PM 9:00PM 19/07/2023

TOTAL AMOUNT

TOTAL GST

TOTAL AMOUNT INC GST

 
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 

 
 

From:  –  <  
Sent: Wednesday, 25 January 2023 5:34 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:   - Takina Events Contract
 
Dear Aaron
 
I’m the lead event manager, and will be your contact moving forward.
Thank you for your notes below.
I have added my notes below in blue for your attention. I have also attached a program shell which hopefully provides some clarity.
Any questions please let me know. Look forward to seeing a revised contract.
 
Kind regards,

 
Event Manager

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, 17 January 2023 11:16 AM
To:  <
Subject: RE:   - Takina Events Contract
 
Kia ora 
 
Please see below an update of the new brief provided for  along with new menus attached for canape packages and breakfast. If you can
please review the below and let me know of any changes are required, once this is all approved I can re-do the contract for you.
 
Thanks
 
Aaron
 
I have:
 

1. Altered the catering numbers to those requested as a minimum for contracting
2. Added the Welcome function- canape package and beverage on consump ion – quoted at Takina in the exhibition hall area CAN also look at
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, 16 January 2023 11:16 AM
To:  <
Subject: RE:   - Takina Events Contract
 
Hi 
 
Sorry if there has been a misunderstanding, I will be out of the office for the rest of the week from Wednesday and wont be back until Tuesday 24th.
 
I see you are on leave from next week, we can touch base when you are back?
 
In he mean time I can re do the proposal based on the below changes and provide the feedback required for the client.
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
 

From:  <  
Sent: Monday, 16 January 2023 11:46 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:   - Takina Events Contract
 
Hi Aaron,
 
No problems at all. Thursday would work best for me. Does 1pm Wellington / 11am Sydney work for you?
 
Kind regards,

  
 
ADVANCED LEAVE NOTICE: Please note I will be on annual leave overseas from Monday 23rd January, returning to the office on Tuesday 7th February.

 

Managing Director
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, 16 January 2023 7:26 AM
To:  <
Subject: RE:   - Takina Events Contract
Importance: High
 
Kia ora 
 
I hope you had a good weekend.
 
Unfortunately I will need to change our meeting date – as I will be out of the office on bereavement leave from Wednesday.
 
I am free tomorrow or are you able to look at Tuesday, Thursday or Friday next week? ( Monday is a public holiday in Wellington and Wednesday I
am unavailable)
 
Thank you in advance,
 
Aaron
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
 

From:  <  
Sent: Thursday, 12 January 2023 5:45 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:  –  <
Subject: RE:   - Takina Events Contract
 
Hi Aaron,
 

If we could please lock in 12pm your time / 10am our time on Wednesday 18th, that would be great.
 
Re things to cover:
 

1. Currently the contract is for Tuesday 18th and Wednesday 19th July as they were doing 2 x half days. They want to switch the format to

do 1 x full day on Wednesday 19th July.
Format of Wednesday stays same with Plenary plus 3 breakout session rooms and MT, Lunch and AT. Gala Dinner at end of
Wednesday  250 pax for contracting purposes

2. They would like a quote for a 2 hour Welcome Reception on Tuesday 18th, 5pm – 7pm at Takina as well as a comparative quote for it to
be held at Te Papa. 200 pax for contracting purposes

3. They would like to add a breakfast session in on morning of Wednesday 19th July – 100 pax, most likely 7.00am – 8.30am
4. I noticed that the catering is in your exhibition hall. The conference doesn’t really have exhibitions so I am just confirming if this is the

right space for this.
5. I note that the Plenary Hall 1 can split into the 3 sections – one of which will be set for the Gala Dinner – are you able to confirm max

capacity banquet style in one third, noting we need a full stage.
 
Think they are the main points for the moment.
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From: Aaron Telford
To:  – 
Cc: Clarisse Le Floch; John Fernie
Subject:  Handover
Date: Monday, 22 May 2023 9:56:00 am
Attachments: image001.png

image002.jpg

Kia ora 
 
I hope you had a good weekend.
 
I am pleased to e-introduce you to Clarisse who is the coordinator for your
event. She will be in contact soon to continue planning the event.
 
Clarisse will now be your main point of contact for the  event, if you can
now, please channel all communication to Clarisse and she can liaise with
myself if required moving forward.
 
Just so you are aware,  is coming through today to do a walkthrough and
talk about some of the cultural requirements for the event as well.
 
Thank you and have a good week ahead.
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To:  –  Clarisse Le Floch
Subject: RE: Instructions for 2023 
Date: Tuesday, 20 June 2023 10:41:00 am
Attachments: image001.png
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image006.jpg

Hi 
 
Sorry, we have a service day booked on the Tuesday, which I thought was your first event day. So your
suppliers can pack in on the Tuesday afternoon.
 
To be honest a bump in through the main doors is not ideal, as this is a public space with a café that
opens at 7am and public exhibition running, and the apartments either side will still be affected.
 
Either way there will be a surcharge for a pack in as we need to staff this for H&S reasons- as is the
case with most venues.
 
I am happy to remove the bump in fee, but there will be a manning the charge will be an hourly rate
for one of our team to be onsite and meet & greet and oversee the bump in the rate is  plus gst
pe hour for a minimum of 3 hours.
 
Thanks
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 
From:   –   <  
Sent: Tuesday, June 20, 2023 9:56 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>; Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Subject: Re: Instructions for 2023 
 
Hi Aaron
 
The event is on Wednesday so if the suppliers need to bump in via the dock then we would need access on the Tuesday,
not Monday.
 
Clarisse said bump in via main entrance would be possible. I would prefer this than having to spend an additional   to
use the loading dock only to bump in.
 
Please advise Clarisse.
 

 
 
Get Outlook for iOS
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Sent: Tuesday, June 20, 2023 6:28 am
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Cc:   –   <
Subject: RE: Instructions for 2023 
 
Kian ora 
 
I hope you are well.
 
Clarisse is correct in the instruction around the loading dock, I would be surprised that any of our team
would have said there is out of hours access, as this definitely isn’t available. But you cab access the
centre earlier, so possibly some confusion there?
 
However, the foyer space for your event isn’t in use n the Monday- so we can organise a pack in in the
afternoon for your suppliers, there will be a charge for this pack in time and it will be $  for 4 hour
pack in window.
 
Please let me know if this will work and Clarisse can organise the timing for you.
 
Thanks
 
Aaron
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 
From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Monday, June 19, 2023 6:53 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: FW: Instructions for 2023 
 
FYI
 

From:   –   <  
Sent: Monday, June 19, 2023 6:01 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
Hi Clarisse
 
That’s not going to work for our event since the Breakfast starts at 7AM. We have stage theming suppliers, tub chairs
suppliers coming in that need to set up prior to the Breakfast. I also mentioned below that coffee carts will need to be set
up prior to Breakfast so people can access during registration at 6.30AM.
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Could you please escalate to Aaron? We either need to instruct our suppliers to bump in the day before, or bump in 6AM in
the morning to be able to execute.
 
Thank you in advance.
 
Kind regards,

 
Event Manager

 

From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Monday, June 19, 2023 12:31 PM
To:   –   <
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
The main entrance doors for you as client to come through can be open from 6am but the Dockway can be accessible from
7am at the earliest. Unfortunately this is a Wellington City Council rule and we can’t go around it.
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:   –   <  
Sent: Monday, June 19, 2023 2:30 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
Hi Clarisse
 
As I mentioned below, my client has said you had agreed to open the dock from 6AM. Could you please confirm?
 
Kind regards,

 
Event Manager

 

From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Monday, June 19, 2023 12:09 PM
To:   –   <
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
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Hi 
 
Our Dockway is accessible from 7am so shall we say 7am pack in for   on Wednesday 19.07.23 and pack out from
3.30pm on same day? 
 
Can I double check you will not have any trade happening on Tawhirimatea Foyer L2 – only coffee cart, buffet and tea and
coffee stations? And for dinner a corner for media wall, correct?
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 

From:   –   <  
Sent: Monday, June 19, 2023 12:25 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
Hi Clarisse
 
Our Coffee Cart supplier is 
 
Regarding power, they said they just need access to a normal 10 amps power socket for each cart. However, it can’t be on a
multi box.
 
I have asked them to bump in 6AM and bump out 3.30PM.
 
Could you please confirm all OK before I proceed with the hire?
 
Kind regards,

 
Event Manager
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From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Thursday, June 15, 2023 12:06 PM
To:   –   <
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
Ah sorry it is part of the restricted timings for venues at Te Papa – it doesn’t apply for Takina 
 
The most important part of the external coffee cart checklist is for us to know who is the external coffee cart supplier, their
pack in and their pack out timings and the power requirements.
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:   –   <  
Sent: Thursday, June 15, 2023 1:10 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
Hi Clarisse
 
May I ask why it has to bump in only between 8AM and 10AM? We would need to have coffee carts operational for people
registering early in the morning for the Breakfast session.
 
My client said you had agreed to allow the dock open from 6AM for supplier bump in so the coffee carts can set up early.
 
Please advise?
 
Kind regards,

 
Event Manager

 

From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Thursday, June 15, 2023 10:10 AM
To:   –   <
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
We do not provide or arrange coffee cart but you are welcome to arrange it externally. 
 
I included the list of vendors to this email to help you finding an external suppliers.
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Please find below the checklist to be completed prior any final agreement with external coffee cart – just send the
completed checklist to me and should be all good to go. From there I will know as well the power requirements of your
external coffee cart suppliers which will help the Av coordinator to indicate the best location for coffee cart to be.
 
External coffee cart checklist:

You would have to be self-sufficient ( Own barista, own coffee cups, own milk, mat down..) - no fridge or fridge space
will be providing.
All electrical gear must be PAT tested and tagged, and all electrical cords must be taped down - it is at your
responsability.
What are the exact power requirements of the coffee cart? We require to know it prior any confirmation. A photo of
the plug would be fantastic.
What time will it be pack in (have to be between 8am and 10am) ?
What time will it be pack out (have to be after 6pm)?
Who is external supplier of the coffee cart and who will be the contact on the day?
When the baristas will be onsite? please note it will be at your responsibility to assist them.

 
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:   –   <  
Sent: Thursday, June 15, 2023 11:58 AM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
Hi Clarisse
 
Could you please confirm whether Takina has coffee carts that we could hire and baristas please?
 
Kind regards,

 
Event Manager

 

From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Thursday, June 15, 2023 7:50 AM
To:   –   <  John Fernie
<John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
Kia ora 
 
In regards to the best location coffee carts, for John and I to give you the most accurate information, can you let me know
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who is the coffee cart supplier and their power requirements please.
 
I mentioned coffee cart coming TBC in the event order document is for me to remember that I don’t have the pack in and
pack out timings organised yet. Once I hear from you the pack in and pack out timing, that will change.
 
I hope it makes sense, looking forward to hearing from you.
 
Have a lovely day,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 
 
 

From:   –   <  
Sent: Wednesday, June 14, 2023 9:20 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: Re: Instructions for 2023 
 
Hi Clarisse
 
Following up on the request for the floorplan to reflect where the 2x coffee carts should be located in the foyer.
 
Also the revised Event Order you sent through today (attached) says 2 coffee carts coming - TBC. What does this
mean? We aren't bringing external ones and are looking to hire the coffee carts and baristas from Takina?

From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Sent: Sunday, June 11, 2023 10:02 PM
To:   –   <  John Fernie
<John.Fernie@takinaevents.co.nz>
Subject: RE: Instructions for 2023 
 
Kia ora 
 
That’s all good  Please find my answers below in blue. I cced John in it as well as some questions applied to him.
 
Have a good Monday !
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
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PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:   –   <  
Sent: Friday, June 9, 2023 5:23 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Subject: Instructions for 2023 
 
Hi Clarisse
 
Thanks for your detailed handover notes from a few weeks ago. I have had a read through the Client Venue Guide that you
sent through, but I would like to get advice on a few key things that we will communicate to our delegates. I have not been
to the venue so it would help us enormously if you could please recommend the best route for our delegates.
 

What is the best entrance to Te Papa by foot – closest to the Signs of a Nation? Te Papa Museum only have one main
entrance
What is the best entrance to Takina by foot – closest to our contracted space on Level 2? Both entrance (from
Wakefield street and Cable street will be accessible by your delegates depending on where they are coming from in
Wellington.
Could you please provide instructions for delegates to get to Signs for Reception from entrance? Once guests are
coming though the main entrance, they will head to Level 4. Please note that we will have security/host guiding them
through their path so no one will ever lose their way. I included both Te Papa and Takina map floor to help you
visualizing it.

 
Could you please provide instructions for delegates to get to Level 2 on Takina for the Forum? Once delegates arrive
on the ground floor of Takina, they will head to Level 2 either by using our escalator or our lift.
I understand Takina has no parking, and closest parking is at Te Papa – is this correct? All carparks as mentioned in
the Client guide are very close to Takina (1/2 minute walk)

 

s 9(2)
( )

s 9(2)
( )

s 9(2)
(a)

s 9(2)(a) s 9(2)(a)

s 9(2)(a)



For those dropping off delegates by car, is it best to say?: By car: Takina visitor drop off zone off Wakefield St yes
definitely
Do we get any comp parking tickets? We do not issue any complimentary carpark vouchers but we can issue some
carpark voucher as per instruction in the Client guide. 

 

Could you please indicate on the floorplan that you sent through:
2x coffee carts we will have at the foyer? Not sure if this has been communicated prior, but we now have 2
coffee carts sponsored.
Registration desk – we will need 3 trestle tables with black tablecloth, 4 chairs and access to power.

 
Is   or another booth building company is building any booth for your event? If yes, They will issue you with a
floorplan. If no I can send you a floorplan, please draw on it and scan it back to me for me to make it to the right
measurements and check everything is all good to go.
 

When is the earliest we can have organiser goods (1x media wall, 1x pull up banner, 1x box) delivered to Takina?
Hoping we can send these over asap and have them stored for us. It is being delivered from overseas so we want to
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make sure we leave ample time for it to get delivered. We accept deliveries from 48 working hours maximum from
your event date. Please note that any earlier deliveries may not be accepted and send back. Please check page 12 to
15 of the client venue guide especially for this.

 
Could you please include 2x LED screens outside the dinner room to display table seating plan for dinner? @John
Fernie – please liaise with John for any AV requirements. 

 
 
Thanks so much Clarisse.
 
Kind regards,

 
Event Manager
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Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
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From: Aaron Telford
To: "  
Subject: FW: Contract Takina 2024
Date: Monday, 9 January 2023 10:06:00 am
Attachments: image006.jpg
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  Contract 2024 V.3 - Signed.pdf

Kia ora 
I hope you had a good break, please see attached the counter signed contract for your records.
Thanks
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From: Aaron Telford 
Sent: Wednesday, 14 December 2022 12:31 pm
To: 
Subject: RE: Contract Takina 2024
Kia ora 
Thank you for returning this! Got there in the end.
I hope you enjoy the summer break and will be in touch next year to put you in touch with a coordinator for
your event.
Thanks
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  
Sent: Wednesday, 14 December 2022 8:43 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: FW: Contract Takina 2024
Kia ora Aaron
Signed contract attached.
Have a very Meri Kirihimete.
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Tuesday, 13 December 2022 at 1:36 PM
To: 
Subject: RE: Contract Takina 2024
Hi 
Sorry I missed you call have been in meetings,
I think I was calculating the gst inclusive figures, sorry ..the joys of manual contracts!
Please see attached with revised costs.
Thanks
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  
Sent: Tuesday, 13 December 2022 1:15 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Contract Takina 2024
Hi Aaron
I left you a voice message but still can’t get the total figure you are getting. Am I missing something?
I’ve got Venue fee of $  plus catering of $  = $  plus GST not $  plus GSt.
If I add in the $  for AV I get a total of  plus GST.
Nga mihi

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Tuesday, 13 December 2022 at 12:10 PM
To: 
Subject: RE: Contract Takina 2024
Kia ora 
Apologies this wasn’t amended from the previous contract!
Please see correct attached.
Thanks
Aaron
Nga mihi,
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Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  
Sent: Tuesday, 13 December 2022 8:36 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Contract Takina 2024
Morena Aaron
Looks good,except I don’t know how you got the total figure of  plus GST – when I add the
venue and catering and estimated AV costs it comes to less than this.
Can you just clarify for me in case I am missing something?
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Monday, 12 December 2022 at 4:31 PM
To: 
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Subject: RE: Contract Takina 2024
Hi 
Please see attached the updated contract with reduced minimum numbers and costing as below.
Thanks and hope you can make it tomorrow!
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  
Sent: Monday, 12 December 2022 1:36 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Contract Takina 2024
Hi Aaron
Yeah, lets reduce to 300 for conference to start and 200 for cocktail function.
I’m sure we will get more but better to play safe.
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Friday, 9 December 2022 at 11:58 AM
To: 
Subject: Contract Takina 2024
Kia ora 
Happy Friday!
Please see attached the contract for your event in 2024. If you can please review, sign and return this
document to me that will be appreciated.
Note that the summary of charges in for Venue Hire and Catering and doesn’t include additional Audio
Visual charges for any additional equipment or operator charges, I have indicated an amount to allow for
AV Operators for the event to give you a guide line.
I have included the canape charges and beverage on consumption for the networking event as well.
Once you return the contract , I will then countersign this and update our system. From there you will be
allocated one of our amazing coordinators who will work with you to finalise the details of the event and
payment schedules etc.
If you have aby questions, please dot hesitate to reach out to me,
Have a good weekend!
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
Ngā mihi o te Kirihimete me te Tāu Hou
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From:  
To: Aaron Telford
Subject: Re: Takina Enquiry for 2024
Date: Tuesday, 6 December 2022 9:59:30 am
Attachments: image001.jpg
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Hi Aaron
Usually 1.5 hours – just beverage and canapes – stand up affair. Probably the Friday evening – but that won’t be
confirmed for some time.
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Tuesday, 6 December 2022 at 9:56 AM
To: 
Subject: RE: Takina Enquiry for 2024
Hi 
Thanks, the final timings will be done at coordination stage of the event.
I will need to add the welcome function in now for you, how long will this run for and just beverage and canapes?
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Ngā mihi o te Kirihimete me te Tāu Hou
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TOTAL AMOUNT $
TOTAL GST $
Total INC GST $

In terms of the AV I don’t have any further update on additional items at this stage, obviously these change form
event to event requirements.
We have appointed a new manager for our AV team, and we are currently working through different scenarios.
If you have specific needs, if you can please let me know what these may be, then I can go back to the team and
see if I can get a ballpark pricing for you?
I would allow the below for operation each day however as a base:
2 x AV Operators for the conference days @ ph ( excl gst) for 8 hours each $ (excl gst)
2 x Day Operational Equipment( mixing desks etc) for operators  ( excl gst)
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Thursday, 17 November 2022 4:00 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Takina Enquiry for 2024
Thanks Aaron

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Thursday, 17 November 2022 at 3:54 PM
To: 
Subject: RE: Takina Enquiry for 2024
Hi 
No problem, I will look at this soon ( just ducking into a meeting) and then have something back to you first thing
tomorrow am at the latest.
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Thursday, 17 November 2022 2:30 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Takina Enquiry for 2024
Hi Aaron

Just give me an updated price for now. Pack in 13th, conference on 14th and 15th.
Can you also give me a further idea of additional AV costs over and above what is included.
Many thanks 
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Thursday, 17 November 2022 at 1:54 PM
To: 
Subject: RE: Takina Enquiry for 2024
Kia ora 
I hope your weeks going well!
Sorry for the delayed response, its been a busy day!

Can definitely look at this for you , so reducing one day conference and moving bump in to the 13th.
Would you like me to repropose this event in full for you or would you like a price guide based on the reduced
day?
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Thursday, 17 November 2022 8:03 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Takina Enquiry for 2024
Hi Aaron
I have a board meeting next week and I am just preparing a paper for them. If we reduced our conference by one

day i.e. pack in Thursday 13th June 2024 and have a 2 day conference on the Friday and Saturday, how will that
affect the pricing?
Are you able to let me know by tomorrow?
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Friday, 30 September 2022 at 12:14 PM
To: 
Subject: RE: Takina Enquiry for 2024
Kia ora 
I hope you have had a good week, please see attached the proposal for your event in 2024 at Takina.
I have based the proposal on the maximum 400 delegates for you, using Plenary Hall 2 as a mix of Plenary space
and also catering/exhibition as well including a pack in day , which I have applied a 50% venue hire discount to for
your event.
You will see AV inclusions in the document as well for the Takina venues, please note that the proposal doesn’t
include pricing for the AV techs that may be required for your event, there is an indication of prices, and these will
be finalised at the coordination stage of the event, based on your final requirements.
Catering is based on the day catering menus and there are links to this in the document- we will be running the
same menu concepts from Te Papa at Takina as well.
Once you have reviewed the attached document please let me know your thoughts. This is a working document
and starting point for us.
Thanks and have a good weekend.
Regards,
Aaron
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Tuesday, 27 September 2022 3:01 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Takina Enquiry for 2024
Kia ora Aaron
Thank you for getting back to me in a timely fashion. My answers are as follows:

1. Exhibition numbers vary – this year we only had 1 exhibitor, but that was mainly due to venue size and short
notice from conference announcement to actual event plus post-Covid effects. In 2018 (our last
conference) we had 13 sponsors/exhibitors with 16 stands overall. All stands were 3m x 1.8m. These are
built booths – and in the past has been a mixture of us controlling the build and a mix of exhibitors doing
their own builds. I don’t expect we would get too many more than 20 stands.

2. Yes, catering in the exhibition space.

3. Again we have done a mix of tiered seating and cabaret style seating at tables. At this stage we haven’t
decided what format we would want in 2024 but will probably veer towards tiered seating.

Just to explain our date options. In the past we have always had a 3 day event. The first day is our “education day”
which is followed by a 2 day conference. This year, we only had the 2 day conference and it seem to work well.
Those that would normally just come for the education day and then leave, still came to the full 2 day conference
– from a planning and budgeting perspective it worked really well. Again we are not yet sure what format we want
for 2024 but we would need either 3 days plus a pack in day, or 2 days plus a pack in day.
I may have a better idea tomorrow as am meeting with the Board tonight.
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Tuesday, 27 September 2022 at 11:21 AM
To: 
Subject: Takina Enquiry for 2024
Kia ora 
Thank you for your email and enquiry with us for Takina in 2024. The build is coming along very well and we are
excited for next year’s opening! And it is great to see the larger events booking and taking place now and I hope
your recent one was a success!
As you may know Takina has two dedicated event floors, that are basically a reverse of each other space wise.
Level One has the dedicated Exhibition Hall and the smaller Plenary space
Level Two a smaller Gallery and larger Plenary
Rooms & plans - Takina (takina.co.nz)
If you can please let me know the below information, I can review the spaces and see what will work best for your
event.

What size is your exhibition normally and is this built booths and if so what sizes normally?
I assume you will want the catering amongst the exhibition space?
What is your normal Plenary set up?

The best fit for your event date wise at this stage would be
13, 14, 15 June 2024.
Do you require a pack in day for the event?
I look forward to hearing from you,
Aaron
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Thursday, 22 September 2022 4:05 pm
To: Venues <enquiries@takinaevents.co.nz>
Subject: Enquiry for 2024
Kia ora
How exciting to see Takina is on track for opening next year. We have just run our first successful in-person
conference since Covid and are now looking ahead to 2024.
What are bookings like for the following date options:

1. 23rd, 24th and 25th May 2024
2. 30th, 31st May and 1 June 2024
3. 6th, 7th and 8th June 2024
4. 13th, 14th and 15th June 2024

We are not quite sure whether to go with Plenary one or Plenary two. Our overall numbers are usually between
300 and 400 but depending on how the exhibition area and catering areas work etc then we may find the bigger
plenary room better and keep the trade exhibition in one of the divided rooms. It would be useful to have your
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thoughts/ideas.
We usually have a mix of plenary sessions and break out sessions – we could have 3 break out sessions going at
once. Plus we would need a green room, catering space etc.
Nga mihi nui
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Monday, 19 June 2023 at 12:22 PM
To: 
Subject: RE: Level 2 Gallery Area Floor Plan
Kia ora 
I hope you had a good weekend!
Noted to add the additional meeting room, I have actioned this for you.
Fir the social event, shall we leave it for now and then review closer to the date?
Otherwise, I will need to potentially amend the contract again should you
decide to stay onsite with this?
Thanks
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Thursday, June 15, 2023 9:27 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Level 2 Gallery Area Floor Plan
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Thanks for the below, we have followed this up with the AV manager today, as
they were due to be completed at the end of last moth ( we outsourced this to
another company)
Will come back to you when we hear back- hopefully this week. Otherwise I can
try and pull something together for you next week.
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Wednesday, June 7, 2023 3:57 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Level 2 Gallery Area Floor Plan
Kia ora Aaron
I hope the opening of Takina has gone well – I expect you have been very busy.
I’m just wondering if there is a PDF floor plan yet of the level 2 Gallery area and if so do you have
an indication of the best way to locate trade booths?
We are hoping to make a start very shortly on contacting our prospective sponsors and having a
floor plan (with measurements) would assist us immensely.
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)

 
Learn why pronouns are important

 
Administration and Services Manager

 

Hours of work: Monday to Thursday, every 2nd Friday
Level 4, 69-71 The Terrace, PO Box 10443, Wellington 6140, New Zealand
www nzrc.org.nz DDI +64 (4) 499 6626 Mobile +64 27 599 6626

signature_3548358920

This electronic message, together with any attachments is confidential and may be privileged. If you are not the intended
recipient:
1. do not copy, disclose or use the contents in any way.
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F om John e nie
To  f   - l   
Subject RE   Assign Coo d nato  please
Date d      
Attachments mage004 jpg

mage005 png
mage006 png
mage007 jpg

Hi Aaron
Sure  happy to assist.
Nga m hi
John Fernie
Sen o  Audio-Visual Coo d nato
Takina Events
PO Box 467 │55 Cable St eet, Wellington 6011
Ema l  ohn.fe nie@tak naevents.co.nz
Mobile  64 21 
Talk to us about ho ting you  next event at Takina o  Te Papa
Find out mo e at takina.co.nz

From: Aaron Telford <aaron.te ford@takinaevents.co.nz> 
Sent: Friday  June 30  2023 3:49 PM
To: Takina Audio-visual Events Coordination Team <AVECTeam@takinaevents.co.nz>
Subject: Assign Coordinator please
Hi team
Can you please assign a coordinator for the below  this event w ll be handed over next week.

Nga mihi
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Ema l  aaron.telford@takinaevents.co.nz
Mobile  +64 21 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To:  
Cc: Clarisse Le Floch
Subject: Coodinator Introduction
Date: Friday, 7 July 2023 12:17:00 pm
Attachments: image001.png

image002.jpg
   Contract 2024 V.3 - Signed.pdf

Kia ora 
I hope your weeks gone well…..I’m ready for the weekend!
It is my pleasure to introduce you to Clarisse who will be the coordinator for your
event and the main contact moving forward to finalise your event details.
Clarisse has been fully briefed for the event and she will be in touch soon.
As discussed, I have left the cocktail event in the contract currently and closer
to the date, we can review this and remove it if you wish- a minimum 3 months
before the date of the event.
Have a good weekend.
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Tuesday, 13 December 2022 at 1:36 PM
To: 
Subject: RE: Contract Takina 2024
Hi 
Sorry I missed you call have been in meetings,
I think I was calculating the gst inclusive figures, sorry ..the joys of manual contracts!
Please see attached with revised costs.
Thanks
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  
Sent: Tuesday, 13 December 2022 1:15 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Contract Takina 2024
Hi Aaron
I left you a voice message but still can’t get the total figure you are getting. Am I missing something?
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I’ve got Venue fee of $ plus catering of $  = $  plus GST not $  plus GSt.
If I add in the $  for AV I get a total of  plus GST.
Nga mihi

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Tuesday, 13 December 2022 at 12:10 PM
To: 
Subject: RE: Contract Takina 2024
Kia ora 
Apologies this wasn’t amended from the previous contract!
Please see correct attached.
Thanks
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  
Sent: Tuesday, 13 December 2022 8:36 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Contract Takina 2024
Morena Aaron
Looks good,except I don’t know how you got the total figure of $ plus GST – when I add the
venue and catering and estimated AV costs it comes to less than this.
Can you just clarify for me in case I am missing something?
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Monday, 12 December 2022 at 11:07 AM
To: 
Subject: RE: Contract Takina 2024
Morning,
Hope you had a good weekend.
I can reduce the minimum to 300 for you?
How many do you think you may have for the cocktail- ( minimum)
Let me know and I can adjust the contract for you.
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  
Sent: Monday, 12 December 2022 11:01 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Contract Takina 2024
Kia ora Aaron
Thank you for sending through the contract. I will pass this on to my CEO for signing.
Just a quick question – I see we have been quoted based on minimum number of 400. Are we
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committed to this figure or is this adjustable downwards as event planning/registration takes
place. Is it better to adjust now to say 320 and allow for growth?
Also, we probably won’t have 400 for the canape event – are we committed to this figure or is
this adjustable as planning takes place?
Nga mihi nui
Noho tawhiti, tu kotahi (stand distant, but stand united)

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Date: Friday, 9 December 2022 at 11:58 AM
To: 
Subject: Contract Takina 2024
Kia ora 
Happy Friday!
Please see attached the contract for your event in 2024. If you can please review, sign and return this
document to me that will be appreciated.
Note that the summary of charges in for Venue Hire and Catering and doesn’t include additional Audio
Visual charges for any additional equipment or operator charges, I have indicated an amount to allow for
AV Operators for the event to give you a guide line.
I have included the canape charges and beverage on consumption for the networking event as well.
Once you return the contract , I will then countersign this and update our system. From there you will be
allocated one of our amazing coordinators who will work with you to finalise the details of the event and
payment schedules etc.
If you have aby questions, please dot hesitate to reach out to me,
Have a good weekend!
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
Ngā mihi o te Kirihimete me te Tāu Hou
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From:
To: Aaron Telford
Subject: July/Aug 2023
Date: Thursday, 11 August 2022 3:16:22 pm
Attachments: naZZBVTnm97KqvAmRwtrqXiRHeKfUg0f0hPAkqvFT9OY3JbIvGT3e1vJ3L0hxsL06VbSoBTwf9sYJEi2pSE00Atk kc8NohYN8kHmJtomyt6goHa0g=s0-

d-e1-ft.gif

Hi Aaron

 passed on your details.

Wanting to know if you have availability at the new convention centre on any of the following dates
(Thursday would be pack in and Friday the event). And also any indicative pricing.

27 & 28 July 2023
3 & 4 August 2023
10 & 11 August 2023

500pax conference followed by awards night. Would need main space plus green / crew rooms.

Thanks
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On 17/08/2022, at 4:10 PM, Aaron Telford
<aaron.telford@takinaevents.co.nz> wrote:
Hi 
That’s fantastic.
The floor is completely flat across all venues. As the site
is still under construction we don’t have photos as yet as
we have limited access to the site. We will be having
photos taken once we move into the building form
March next year.
In the mean time the website will be the best option to
view the artists impressions and renderings. There are
floor plans and an interactive event builder as well. If the
client is local , I can arrange to have them join a site
inspection of the venue as well, towards the end of the
year.
Based on the proposed I am thinking that we utilise ¾ of
the plenary during the day and the other ¼ for the
dinner preparation items as this will reduce the turn
around time for dinner. (At the moment the team are
thinking that a 4 hour turn-around from plenary to
dinner is required based on the full requirements for AV,
Dancefloors etc for numbers over 450.)
Can I confirm if the event will have trade or not as well
and if so approximately how many booths would there
be?
Please see below the link to the website for Plenary 2
and Gallery space.
Plenary Hall Two - Takina (takina.co.nz)
If you have any other questions at this stage, please
don’t hesitate to reach out.
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Talk to us about hosting your next event at Takina or Te
Papa
Find out more at takina.co.nz
<image001.jpg>
<image002.jpg>

From:  <  
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Sent: Wednesday, 17 August 2022 12:58 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Takina Events for 

 - 28/07/23 to 28/07/23 - Quotation
Hi Aaron
The client is really keen.
Thanks so much for this, can you send me some photos
of the space you have aside for conference and dinner
(Plenary 2)? Is it flat floor as seating is cabaret for both.

Senior Producer

On 16/08/2022, at 12:40 PM, Aaron Telford
<aaron.telford@takinaevents.co.nz> wrote:
Kia ora 
Thank you for your interest in Takina
Events, we would love to welcome 

 to our spaces.
My apologies for the delay in providing this
proposal for you.
I am pleased to confirm availability on your
requested date 27th and 28th July 2023,
and have tentatively penciled you in.
Unfortunately the August dates are not
available at Takina.
When another client requests the space(s)
on the same date, I will reach out to ensure
you’re still interested. If so, we require a
signed contract to confirm your booking.
I have allocated the event into L2 at Takina
based on numbers of 500 and a minimum
of 350 delegates applies.
Room allocations are Plenary 2 , L2 Gallery (
for catering) and the meeting room on this
level for storage/ office- the Plenary space
has green rooms and creww rooms behind
it as well.
Please find attached a quotation for
review. Click on provided hyperlinks if you
want to find more information directly on
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our website (eg. menus, photos...).
The offer is valid until 16/10/22. After this,
we reserve the right to cancel the offer and
to release the spaces to another client if we
haven't heard back from you.
If you have more information about the,
event such as room set ups etc and require
me to update the attached to reflect this,
please let me know.
Feel free to call me if you have any
questions, or would like to organise a
familiarization of the spaces. ( These are
currently by appointment - monthly while
the build is being completed)
We look forward to working with your
team.
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington
6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
< pdf>
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From: Aaron Telford
To:
Subject: Site Visit Takina WCEC

Kia ora, 

 

I am pleased to confirm the date and time for your site visit of Takina WCEC.

 

If we can meet at the Takina entrance on Wakefield Street.

 

Our operations team will be moving about the building , and you will view some back of house areas so please ensure that CLOSED in shoes are
worn for this site.

 

If anything changes on the day, please contact me on the details below.

 

I look forwrd to meeting you then.

 

Aaron Telford

Business Development Manager - Venues

Takina Events

Email: aaron.telford@takinaevents.co.nz <mailto:aaron.telford@takinaevents.co.nz>  

Mobile: +64 21 
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From: Reynold Henkel
To: Aaron Telford; Herwig 
Cc: Clint Schoultz; Andrew Dorrington
Subject: RE: 
Date: Thursday, 6 July 2023 1:05:42 pm
Attachments: image001.png

image002.jpg

Hi Aaron
 
I have Tohu bubbles so will offer that as a tasting with their menu tasting.
 
Thanks
Reynold
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, July 6, 2023 12:38 PM
To: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz>; Herwig 
<Herwig tepapa.govt.nz>
Cc: Clint Schoultz <Clint.Schoultz@tepapa.govt.nz>; Andrew Dorrington
<AndrewD@tepapa.govt.nz>
Subject: 
 
Hi Reynold,
 
Please see below re wines for the  menu tasting.
 
Can you please advise what alternative  we can offer for this client
based on below feedback?
 
Thanks
 
Aaron
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
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From:   
Sent: Thursday, July 6, 2023 10:17 AM
To: Aaron Telford aaron.telford@takinaevents.co.nz
Subject: Re: Counter signed Contract
 
Hey Aaron
 

 would like to taste the following wines:

Bubbles (see note below)
Tohu Manaaki Pinot Gris
Tohu Manaaki Sauvignon Blanc
Tohu Whenua Matua Chardonnay
Tohu Manaaki Pinot Noir
Tohu Merlot 
 
Regarding bubbles, is  Wine NW Blanc de Blanc Brut the only options available? Anna
mentioned that she heard some negative feedback about it at Meetings. Additionally, 
want to have bubbles available throughout the duration of the evening. Confirming that this is
ok, just not with the package options?

Cheers
  

 
Senior Producer
021 567 406

co.nz 
 

 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 
9(2)

s 9(2)
( )



F m  f
To
Subject  te  s g ed Co t a t
Da e ay  7 July 2 23 9 55 00 m
At ac m nts

mag 002 pg

es we do  and can inc ude his in he beve age on consump ion on he evening o  he dinne  We o de  his in o  even s on eques  so don  ho d i  in s ock as no mal i em o e ing  I m no  u e wha  abel i  as hey o de  wha  is avai ab e a  he ime as i  can be ha d o sou ce
 
Thanks
 
Aa on
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  aa on tel o d@tak naevents co nz
Mob le  +64 2

 

 
 

om  
Sent   y  Ju y 7  2023  04 AM
To  Aa o   el o d <aa on e o d@tak naeven s co n >
Sub ect  Re  Coun e  s gned C nt a t
 
G eat  hanks so much
 
Anothe   andom ques ion  do you have any low alc wine ?
 
Chee s

  duce
0  567 4 6

co nz 
 

 
 
 
 
On  i  Jul 7  2023 at 9 00 AM Aa on Tel o d < a on tel o d@tak naev nts co n > w o e

Hi osh
 
We have he Tohu o ep ace his- and i  will be avai ab e o  he as ing as well
 
Thanks

Aa on
 
Nga mihi
 
Aa  Te
Business Development Manage  - Venues
Tak a ve s
Ema l  
Mob e  +64 2

 

 
 

om  
Sent  Th sd y  Ju y 6  20  10 17 AM
To  Aa o   el o d < a on e o d@tak naeven s co n >
Sub ect  Re  Counte  s gned Cont a t
 
Hey Aa on
 

wou d  ke  o  aste  he  ol owing w nes

Bubb es (see no e be ow)
Tohu Mana ki  not G is
Tohu Mana ki Sauv gnon Blanc
Tohu Whenua M tua Cha donnay
Tohu Mana ki  not Noi
Tohu Me lot 
 
Rega ding bubb es   W ne NW B anc de B anc B ut  he on y opt ons ava lab e? Anna ment oned that she hea d some negat ve  eedba k about  t at Me t ngs  Add t onal want  o ha e bubb es ava l ble th oughout the du a ion o  the even ng  Con i m ng  hat th s is ok   ust not wi h  he p ckage opt ons?

Chee s
  

  du e
0  567 406

o nz 
 

 
 
 
 
On  hu  Jul 6   023 at 9 28 AM Aa on  el o d <aa on tel o d@ta inae ents co nz> w ote

So y my aul  need o use my wo ds!
 
Nga mihi
 
Aa  Te
Bus ne s Development Manage  - Venues
Tak a ve s
Ema l  
Mobi e  +64 2

 

 
 

om  
Sent  Th day  Ju y 6  20  9 20 AM
To  Aa o   l o d  aa on e o d@ta inae ents co nz>
Sub ect  Re  Counte  s gned Cont ct
 
Ok cool  good  o  now   t on y ment ons packag s on the menu so wanted to c a i y
 
Chee s

  odu e
0  567 406

o nz 
 

 
 
 
 
On Thu  Jul 6  2023 at 9 16 AM Aa on Tel o d <aa on tel o d@t kina vents co nz> w ote

Hey
 
You can have beve age  n con ump ion and  ele t  om ei he   ange ( m x and mat h) but note the e may be  imi ed  vai ab l ty on some wines
 
Most c ien s go  o     Two Wh tes and Two Reds  We have the  u l  an e o  non al ohol c ava lab e
 
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Ema l  aa on el o d@ akinaevents co nz
Mobi e  +64 2

 

 
 

om
S n            
To  Aa o   el o d < >
Sub ect  Re  Counte  s gned Cont act
 
Th nks Aa on
 
So con i m ng we l  ei he  have to do  he c as ic o  p emi m package but  t can e the  be cha ged on con ump ion o  pe  hou ?
 
Chee s

S o   oduce
0 1  67 406

 
 

 
 
 
 
On Thu  Ju  6  2023  t 8 50 AM Aa on Tel o d <aa on te o d@ akin events co nz> w ote

Hi osh
 
ha  won  be a p ob em  p ease see ink o cu en  wine lis  below

 
i  ( i )

 
hanks

 
Aa on
 
 
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Email  
Mobi e  +64 2  

 

 
 

om
ent  T sd y  Ju y 4  202   43  M
o  Aa n  el o d <aa on e o d@ akin events co nz>
ubject  Re  Counte   igned Cont act

 
Hey Aa on
 

lea e s e ou  menu  ele ti n a tached  
 

a so want  o  aste some w ne  A e you able to send me you  wine  i t? We wou d o viou ly pay  o  any bot l s open d  
 
Ch e s

  duce
2  567 406

o z 
 

 
 
 
 
On Tue   ul 4  2023 at 11 57 AM Aa on Tel o d <aa on el o d@ ak naeven s o nz> w ote

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

 

 

s 

s 

 

s 



Hi
 
No p ob ems
 

es ha s co ec
 
Thanks
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on el o d@ akinaeven s co nz
Mobi e  +64 2  

 

 
 

om
Sent            
To  Aa  Tel o d < >
Subject  Re  Counte   igned Cont act
 
Thanks Aa on
 
So bo h ma ns p ote ns w ll h ve  he  ame 3 sid s? So y  o be a p in but I kno w l ask me so ju t wa t  o be supe   lea
 
Chee s
 

 
Se o   oduce
02   67 406

 
 

 
 
 
 
On Tue   ul 4  2023 at 8 53 AM Aa on Tel o d <aa on el o d@tak naeven s o nz> w o e

Hi
 
Okay ounds good
 
The sides a e p a ed all oge he  wi h each main
 
Thanks
 
Aa on
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on tel o d@ ak naeven s co nz
Mob le  +64 2

 

 
 

om
Sent            
To  Aa  Tel o d <aa on l o d@ ak naevents co nz>
Subje t  Re  Coun e  si ned Cont act
 
Hey Aa on
 

l gh s a l so ted at 12pm on 25th is  ocked in
 
Qu ck ques ion a ound how  he menu wo ks  on the ni ht o  the event  w ll  he ma ns be  e ved to each pe son and then the 3 sides  e ved to the m dd e o   he  able o  does  t  ll g t p a ed up toge he ?
 
Chee s

  duce
0  567 406

o nz 
 

 
 
 
 
On Mon  Jul 3  20 3 at 4 06  M Aa on  el o d < > w ote

ip pe ec  i  wi l be a  e apa in he Icon oom
 
Once you con i m eve y hing le  me know and I will o ganise he ca enda  invi e o  you
 
Thanks
 
 
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  aa on tel o d@tak nae en s o nz
Mob le  +64 2

 

 
 

om
Sent            
To  Aa  Tel o d  >
Subje t  Re  Coun e  s gned Cont act
 
Aw some   s 12pm ok  o   he  ast ng? Ju t a an ing  i hts
 
W ll  et ya know menu se ect on ASA

  duce
0 1  67 406

co nz 
 

 
 
 
 
On Mon  Jul 3   023 at 3 47  M Aa on Tel o d < > w ote

Hi josh
 
The 25 h is a l ine
 
I  you can ask he c ien  o e ec
 
4 Mains

 Side Di h
2 Vege ab e Sides
 

lease ee menu a ached
 
 
 
Thanks

Aa on
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  aa on tel o d@tak naevents co nz
Mob le  +64 2  

 

 
 

om
Sent     u        
To  Aa  Tel o d  >
Sub ect  Re  Coun e  s gned Cont a t
 
Hey Aa on
 
Hope  ou had a g eat weekend
 
So y  o  the de ay  ut  an we do  he  as ing on 25  uly? A ound  unch  ime wou d be g eat i  po sib e
 
Chee s
 

S o   oduce
0 1  67 406

 
 

 
 
 
 
On Thu  Jun 29  2023 at 11 44 AM Aa on Tel o d <aa on el o d@ ak naevents co nz> w ote

Hi osh
 
No p oblem
 
We cou d look a
 
Monday 24 h

Tuesday 25 h

Thu day 27 h

 
Thanks
 
Aa on
 
Nga mihi
 
Aa  Te
Business De e opment Manage  - Venues
Tak a ve s
Ema l  
Mob e  +64 2

 

 
 

o  
Sent  Th sday  June 29   23 9 27 AM
To  Aa o   el o d <aa on e o d@tak naeven s co n >
Sub ect  Re  Cou te  s gned Cont a t
 
Hey Aa on
 
Not su e what conve sat on you h d wi h Anna as she  s  he one push ng  o   he  ull  as ing  but  ll con i m wi h he   hat it s de in te y not poss ble  
 
Un o tuna ely we  an t make 10  11 o  12  uly wo k no  the  o low ng week  A e  he e any othe  da e op nio s a ai ab e? 
 
Chee s

  duce
0  567  06

o nz 
 

 
 
 
 
On Wed  Jun 28  2023 at 3 58  M Aa on Tel o d < a on tel o d@tak naev nts co n > w o e

Hi osh
 
Thanks o  he below  we don  have any s and alone cock ail even s coming up in he nex  ew weeks ha  a e se ving he subs an ial canapes (which we e al  se ved a  he we come unc ion o  MEET NGS as  week)
 
osh  when  spoke wi h Anna las  week  he seemed qui e unde s anding ha  we can  do he canape as ings  and as p evious y men ioned his isn  some hing ha  we no ma y do ei he  As you can app ecia e he eam can  jus  make small numbe s o  hese

 
I o a y app ecia e ha  he e may be some hesi a ion a ound he canape menus  howeve  as you know- we p ide ou se ves on he ood we p ovide o  clien s and have consis en y good eedback abou  his ac o s va ious e vice pe iods  In pa icu a  as  week s even  has had ave eviews abou  he ood
 

e onal y  i  I cou d a ange his o  he c ien  I would bu  I have o ol ow he guidelines given o us  I am ying o be accommoda ing as possib e wi h his even  o  menu changes e c
 
Thanks

Aa on
 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

 

s 

 

 

s 



Nga mihi
 
Aa  Te
Business Development Manage  - Venues
Tak a ve s
Ema l  aa on e o d@tak naevents co nz
Mob e  +64 2

 

 
 

om
Sen     u         M
To  Aa o  Tel o d  >
Sub ect  Re  Counte  s gned Cont ct
 
Hey Aa on
 
Hope al  is well  nd you su vi ed Meet ngs we k!
 

was wonde ng i   he e a e any events com ng up whe e canapes etc a e be ng se ed whe e we  ould come down  nd p ggy back o  o   hat  o  a ta t ng?  hey  ea ly a en t com o ab e se v ng 450 peop e  ood they haven t t ed
 
Chee s

 

 
 
 
 
On Tue  Jun 20  2023 at 9 32 AM Aa on Tel o d  > w o e

Hey osh
 
I have spoken o che  and we can do 4 mains o y ( 4 pla es in o a )
 
o  he canapes and pe i  ou s we don  do a as ing as hey a e made in ba ches  howeve  du ing he we come unc ion onigh  he be ow will be e ved om he subs an ial canape menu

 
Roo  Vege a a el  a oush  spinach and smoke chil i dip
Bu e milk chicken  ham pipe ade  moked po cini c eam
E pe le e and g een ga ic p awns  c ab and new po a o salad

o k be y  hoisin sauce  pickled cucumbe  gau bao bun
 
The e wil  a so be cheese boa ds and a desse  bu e  which wi l have some pe i  ou s and la ge  se ves as we l
 
So his wi l cove  he canapes and des e  i ems  
 
Can we ook a  he 0 h  h o  2 h o  uly? As hese a e s igh ly qui e  days o  ou  eam
 
Thanks
 
Aa on
 
 
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Ema l  aa on el o d@ a inaevents co nz
Mobi e  +64 2

 

 
 

om
Sen             M
To  Aa o  T l o d < >
Sub ect  Re  Counte  s gned Cont act
 
Th nks Aa on  App e ia e  t s a bit out o  the no m but they a e qu te pa t cu a  wi h t st ngs - they  ike to t y a  ot!
 
The e w ll be 4 o  us - Anna and C eo  o nd  ono and mysel   o same g oup as s te v s t)
 
Chee s

  odu e
0 1  67 406

o nz 
 

 
 
 
 
On Mon   un 19  2 23 at 10 34 AM Aa on  el o d < > w ote

hanks- we no mal y do he as ing on menus i ems selec ed  so wi l check wi h che  as o wha  can be accommoda ed
 
How many wi l a end he as ing?
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Email  aa on el o d@ akinaeven s co nz
Mobi e  +64 2

 

 
 

om
ent             M

To  Aa o   el o d < >
ub ect  Re  Counte   igned Cont act

 
Hey Aa on
 

ea good th nks  had a nice  e ax ng wee end
 
T anks  o  th w l de n te y want to t y mo e d shes to ma e  hei  de is on on what to se ve on the n ght  I un e s and  his wi l come w th a  ost but can you let me  now w at opt ons we may have  n  ast ng mo e  tems?
 
A so  a e  ny o   he  hin s be ng se ed at Meet ngs th s week  hings  hat they m ght be able to t ck o   he  st?
 
Chee s

e o   oduce
0 1  67 406

 
 

 
 
 
 
On Mon   un 19  2023 at 10 21 AM Aa on Tel o d <aa on tel o d@ akina vents co nz> w ote

Hi osh
 
How a e you? I had a busy bu  good weekend!
 
Happy o o ganise he as ing  we wi l jus  need he mains selec ion ( 2 dishe ) and 4 Subs an ial Canapes om he menus be ow p ease
 
Canape-menu-v2 pd   tak na o n )
 
Set pla ed-menu-4 pd  ( ak na co nz)
 
Thanks
 
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on el o d@ akinaeven s co nz
Mobi e  +64 2  

 

 
 

om
Sent  M day  June 19   23 9 28 AM
To  Aa n  el o d <aa o t l o d@ akin events co nz>
Subject  Re  Counte   igned Cont act
 
Hey Aa on
 
Hope you had a g eat weekend!
 
Just wonde ng i  you have any updates on poss b e da es in Ju y we cou d  ome down  o  a  ast ng?
 
Chee s

 
 

 
 
 
On Thu   un 8  2023 at 9 18 AM Aa on Tel o d < a on tel o @tak naev nts co z> w o e

No p ob ems o h
 
Dinne  cos  wi l be coming in a  $ 0 00 pp
 
Subs an ial Canapes
Al e na e d op Mains
Cheese boa ds and pe i  ou s
 
I am wo king emo ely a  he momen  bu  am back in he o ice nex  week and wi l have a cha  o he eam abou  he bes  da es o look a  o  a menu as ing as we l
 
Thanks
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  
Mob le  +64 2  

 

 
 

om
Sent             M
To  Aa  Tel o d < >
Subje t  Re  Counte   ign d Cont act
 
Awe ome thanks
 
Can y u p ease con i m the dinne  p ice pe  pe on ba ed on the  l ow ng
 
Ent ee  ackage A   ou  sub tan ial  anapes  o  1 hou   
Ma n  Al e nate d p
De se t  Cheese and pet t  ou  s at on  et at back o   oom 
 
Chee s

 

 
 
 
 
On Wed  Jun 7  2023  t 12 00  M Aa on Tel o d  > w ote

Hey
 
I did th nks
 
Yes   hat is co ect  o  the canapes
 
Nga mihi
 
Aa  Te
Bu iness Deve opment Manage  - Venues
Tak a ve s
Email  

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 

s 
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s 

s 

s 

s 

s 

s 9(2)(a)

s 9(2)(a)

s 

s 

s 

s 9(2)(a)

 

 

s 







The e wi l be an addi ional cha ge o  he cheese pla e s
 
Thanks
 
Aa on
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on el o d@ akinaeven s co nz
Mobi e  +64 2
in edIn o low  d the nked n Bu on o ou  Webs e

 

 
 

om
Sent            
To  Aa  Tel o d < >
Subject  Re  Counte   igned Cont act
 
Hey Aa on
 
A e  ou ab e to p ov de a b akdown o   he d nne  o e ng  n ou  cont act?
 
We need  he  ol owing so wonde ng i  we cou d have an upda ed quote 
 
Ent ee
Choice o  main (not a te nate d op)
De se t - pe it  ou s on tab e o   imi a
Cheese sta ion s at back o   oom
 
We w l  al o need to o gan se a tas ing  What  s  he p ocess a ound  hat?
 
Chee s

  duce

 
 
 
On Mon  May 15  2023 at 1 48   w ote

Wonde ul t at s g eat - th nks Aa n
 
Chee s

 

 
 
 
 
On Mon  May 15  2023 at 1 44  M Aa on Tel o d  > w o e

He
 

es  as ong as he noise eve  inside is kep  o a minimum as much as pos ib e   his hou d be ine  Eve y hing can be packed on o he good li  and hen oaded s aigh  ou  in he mo ning
 
Thanks
 
Nga mihi
 
Aa  Te
Bu iness Deve opment Manage  - Venues
Tak a ve s
Ema l  aa on tel o d@tak nae en s o nz
Mob le  +64 2

nked n o ow  dd he nked n But on to ou  Web i e

 

s 

s 

s 

s 

s 

s 

s 

s 

s 9(2)(a)

s 9(2)(a)

s 



 
 

om  
Sent  M day  15 May 2 3 12 9 pm
To  Aa n  el o d <aa on e o d@ ak naeven s o nz>
Subje t  Re  Coun e  si ned Cont act
 
Hey Aa on
 
Thanks  o   his
 
Is  t poss ble  o  us  o do a l ou  pack out at the concu s on o  ou  event  nd move eve y hing to the  oading dock to be sto ed o e n ght  o  a 7am p ck up?
 
Chee s

  duce

 
 
 
On W d  May 10  2023 at 10 24 AM Aa on Tel o d < a on tel o d@tak naeven s co n > w o e

 
Thanks o  coming down  was nice o mee  you a l and I hope he igh  back was uneven u !
 

ea e ee go s de ai s below- I have ccd him on his email as well
 

 e s
Sen o  AV Coo dina o

ak na E ents
O Box 467    W l i gton 60

Em il  
Mobi e  +64 2
 
Dockway Access
Due o ocal e ou ce con en  and CBD oca ion a ic access o he Takina Dockway is availab e om 7am o 10pm daily no acce s can be g an ed ou side o  he e hou s

ea e ake his in o conside a ion when eviewing you  pack in and pack ou  equi emen s o  you  even
Clien s can acce s he cen e om 6am o pe o m so  and ow noise con e ence se  ups o  p ena y spaces and egis a ion i  equi ed  No e ea ie  access may incu  a ee o cove  addi ional s a ing equi ed
Evening even s equi e he cen e o be vaca ed by midnigh
 
I  you need any hing u he  a  his s age o  any o he  ques ions  p ease e  me know
 
Thjanks
 
Aa on
 
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  aa on tel o d@tak naevents co nz
Mob le  +64 2  

nked n o ow  dd he ink dIn But on to ou  We si e

 

 
 

om
Sent  W nesday  10 Ma   023 9 06 am
To  Aa n  el o d <aa on e o d@tak naeven s o n >
Sub ect  Re  Coun e  s gned Cont act
 
Hey Aa on
 
G eat  o meet you yeste day adn  o  ee  he  enue
 
Can you p ease sha e  go s (hope u ly spe l ng that  igh ) deta ls  o we  an  nk h m up w th ou  AV  eam?
 
Al o  can you plea e con i m the  equi ements o  pa k  n and ou ?   thi k  omeone men ioned th t th s  an on y be done between 7am - 10pm
 
Chee s

 

 
 

s 

s 

s 

s 

s 

s 

s 

s 9(2)(a)

s 9(2)(a)
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On Thu  Ap  13  2023 at 4 19  M Aa on Tel o d <aa on t l o d@ aki aevents co nz> w ote

Easy  ca enda  invi e heading you  way! I wi l a so y o have he even  coo dina o  and AV ech o join us as we l once hey con i m availab i y
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on el o d@ ak naeven s co z
Mobi e  +64 2

nked n o   Add he in edIn But on to ou  W bsi e

 

 
 

o  
Sent  Th sday  13 Ap il  3 4 05 pm
To  Aa o   el o d <aa on e o d@tak naeven s co n >
Sub ect  Re  Coun e  s gned Cont a t
 

e ect  I  you cou d  ock us in  o  1 am on 9 May
 
Chee s

 
 
 
On T u  Ap  13  2023  t 3 51  M Aa on Tel o d <aa on el o d@ ak naevents co nz> w ote

Ei he  wil  wo k o  me  we no ma y y and do he si es a  am i  ha  wi l wo k?
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a e s
Email  aa on tel o d@ ak naeven s co nz
Mob le  + 4 2

nked n ol o   Add he in edIn Bu ton to ou  Webs te

 

 
 

om

s 

s 

s 

s 

s 
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s 

s 9(2)(a)



Sent  Thu sd y  13 Ap i  2023 2 58 pm
To  Aa on Tel o d < a on tel o d@tak naev nts co n >
Sub ect  Re  Counte  s gned Cont ct
 
G eat  we e  ook ng  t  i he  8 o  9 May  Does e the  day wo k be te   o  you?
 
Chee s

  du e

 
 
 
On Thu  Ap  13  2023 at 9 53 AM Aa on Tel o d <aa on el o d@ ak naevents co nz> w ote

Any ime be o e he 5 h wil  be ine
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venu s
Tak a ve s
Ema l  
Mob le  +64 

nked n ol   Add he i ked n Bu ton o ou  Webs te

 

 
 

om  
Sent  Th day  13 Ap l 2 3 9 48 am
To  Aa o   l o d <aa on e o d@ta inae ents co nz>
Sub ect  Re  Counte  s gned Cont act
 
Oh g eat how exc t ng! Just  o doub e check  a e  he e any dates  n May that we  an t  ome  o  a s te?
 
Chee s

 
 
 
 
On Thu  Ap  13  2023 at 9 45 AM Aa on Tel o d <aa on el o d@ ak naeven s o nz> w ote

es we a e in he p ocess o  moving in o he building
 
A  his s age he on y i  ou  a eas le  a e one o  he ki chens and he ca é on he g ound oo  Bo h con e ence loo s a e comple e
 
Ou  i s  es  even  in mid nex  mon h so no  long o go!
 
Nga mihi
 
Aa  Te
Bu ine s Deve opment Manage  - Ven es
Tak a ve s
Ema l  aa on te o d@tak naev nts co nz
Mob le  +64 

nke In ol   Add the nked n Bu ton o ou  Webs te
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om
S nt            
To  Aa o   el o d < >
Sub ect  Re  Counte  s gned Cont act
 
Oh that s g eat  So  s e e y hing bas ca ly  in shed?
 

ll ch ck  n w t and get a  ew date opt ons
 
Chee s

 

 
 
 
On Thu  Ap  13  2023 at 9 40 AM Aa on Tel o d  > w o e

 
hanks o  ouching ba e  we can do a i e visi  wheneve  sui s now  Did you have a da e planned a  his s age ha  you may p e e

 
Nga mihi
 
Aa  Te
Bu in ss De elopment Manage  - Ve ues
T k a ve s
Ema l  
Mob e  +64 2
in edIn o l   Add the nked n Bu t n o ou  Webs te

 

 
 

om
ent  W d esday  12 Ap  2023 12 55 pm
o  Aa n  el o d <aa o t l o d@ akin events co nz>
ubject  Re  Counte   igned Cont act

 
Hey Aa on
 
Hope a l is we l
 
ust wonde ng when we mi ht  e ab e to  op down  o  a si e  is t?

 
C ee s

 
 

 
 
 
On Thu  Ma  30  2023 at 10 13 AM Aa on Tel o d <aa on el o d@ ak naevents co nz> w ote

Hi
 
I  is o! So y I didn  even hink abou  ha !
 
Nga mihi
 
Aa  Te
Busi ess De elo ment Manage  - V nues
Tak a ve s
Ema l  aa on el o d@ta ina vents co nz
Mob e  +64 2
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s 9(2)(a)

s 9(2)(a)
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om
Sent             m
To  Aa  Tel o d  >
Subj ct  Re  Coun e  s gned Cont act
 
Hey A on
 
Thanks  o   hat   ll  heck w t e 28 29 and come b ck  o  ou
 
Chee s

 

 
 
 
 
On Thu  Ma  30  2023 at 8 3 AM Aa on Tel o d  > w o e

 
So y I mis ed you  ca l yes e day
 
Un o una ely he 2 s  and 22nd a e no  avai able  he ol owing week 28 h and 29 h would be i  ha  he ps a  a ?
 
Nga mihi
 
Aa  Te
Bus ness Deve opment M nage  - Venues
Tak a ve s
Email  aa on el o d@ ak naeven s co nz
Mobi e  +64 2

nked n o o   A d he ink dIn But on to ou  W bsi e

 

 
 

om
Sent   a         5 pm
To  Aa  Tel o d  >

-

 

s 

s 

s 

s 
s 

s 

s 

s 9(2)
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From: Aaron Telford
To: Ilavarasu Rajendran; Reynold Henkel
Cc: Jeanine Smit
Subject:  menu tasting 25th July
Date: Monday, 10 July 2023 10:54:00 am
Attachments: image001.png

image002.jpg
Importance: High

Hi Ila,
 
Juts a heads up for the  menu tasting on the 25th of this month.
 
There will be 4 of them attending and they have selected the below to try.
 
1.         Herb rolled beef fillet steak, garlic, mustard jus (GF/DF)
2.         Grilled corn-fed chicken supreme, tarravin, porcini cream (V)
3.         Gremolata crusted lamb rump, pink peppercorn jus (GF)
4.         Mozzarella centered potato patty, tomato, fennel cream (V)
 
Thyme scented confit potatoes
Glazed Carrots
Garlic tossed spring vegetables.
 
 
The event is loaded in EVMS and you will get a run sheet for it.
 
@Reynold Henkel the wines are:
 
Tohu Bubbles
Tohu Manaaki Pinot Gris
Tohu Manaaki Sauvignon Blanc
Tohu Whenua Matua Chardonnay
Tohu Manaaki Pinot Noir
Tohu Merlot 
 
Thanks both,
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



From: Ilavarasu Rajendran
To: Aaron Telford; Jeanine Smit
Subject: RE: Menu tastings |  &   Luncheon | 25 July 2023
Date: Monday, 24 July 2023 12:57:26 pm
Attachments: image001.png

image002.jpg
image003.jpg
image004.jpg

Hi Aaron,
 
Yes fine, I have advised pastry team to produce little extra desserts tomorrow for tasting. Cheers
 
 
Ilavarasu Rajendran (Ila)
Executive Chef
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: Ilavarasu.rajendran@takinaevents.co.nz
Mobile: +64 21 
 
Find out more at takina.co.nz

Email signature image (004)

 
 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, July 24, 2023 12:51 PM
To:  Ilavarasu Rajendran
<Ilavarasu.Rajendran@tepapa.govt.nz>
Subject: RE: Menu tastings |  &   Luncheon | 25 July 2023
 
Thanks Janine,
 
@Ilavarasu Rajendran are we able to do a plate of petit fours for the  table
as well? They are having this for dessert, and I had told them that they couldn’t
have them for the tasting, but the other group has this n their menu now.
 
Please let me know.
 
Thanks
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)

s 9(2)(a)



Aaron
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 
From:  
Sent: Monday, July 24, 2023 12:21 PM
To: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz>; Ilavarasu Rajendran
<Ilavarasu.Rajendran@tepapa.govt.nz>
Cc: Floriana Medina <Floriana.Medina@takinaevents.co.nz>; Glenn Lust
<Glenn.Lust@takinaevents.co.nz>; Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Menu tastings |  &   Luncheon | 25 July 2023
 
Hi All
 
Kindly find the amended Event Summaries attached for Tuesday, 25 July 2023 for the menu
tastings.
 
(FYI – this is the same details that was discussed in the meeting last week, they are now just on
different sheets)
 
Date:                                     Tuesday, 25 July 2023
Venue:                                  Icon
Tastings:                               Please note that this is 2 different tastings:
 

 Menu Tasting
Main Contact:                    
Takina Contact:                 Aaron and Jeanine

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



Pax:                                        4 people
Details:                                 Refer to Event Order Confirmation attached
Important:                          Reynold, kindly note the beverages that must be served – as per
previous email correspondence
 

  Luncheon
Main Contact:                    Ian Klinac
Takina Contact:                 Floriana  
Pax:                                        3 people
Details:                                 Refer to Event Order Confirmation attached
 
@Reynold Henkel there is a printed copy at my desk if you want to send someone to collect it.
Please confirm that all is in order for this event.
 
@Ilavarasu Rajendran – please let me know if there is anything else you require from my side.
 
If there is any questions or any of the details is unclear, please let me know.
 
Nga mihi,
Jeanine Smit
Senior Functions Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: jeanine.smit@takinaevents.co.nz
Mobile: +64 21 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 

s 9(2)(a)

s 9(2)(a)s 9(2)(a)



From: Jeanine Smit
To: Reynold Henkel; Ilavarasu Rajendran
Cc: Floriana Medina; Glenn Lust; Aaron Telford
Subject: Menu tastings |  &   Luncheon | 25 July 2023
Date: Monday, 24 July 2023 12:21:31 pm
Attachments: Event Order Confirmation -   Lunch 25 July 2023.pdf

image001.jpg
Event Order Confirmation -  Menu Tasting (55732).pdf

Hi All
 
Kindly find the amended Event Summaries attached for Tuesday, 25 July 2023 for the menu
tastings.
 
(FYI – this is the same details that was discussed in the meeting last week, they are now just on
different sheets)
 
Date:                                     Tuesday, 25 July 2023
Venue:                                  Icon
Tastings:                               Please note that this is 2 different tastings:
 

 Menu Tasting
Main Contact:                    
Takina Contact:                 Aaron and Jeanine
Pax:                                        4 people
Details:                                 Refer to Event Order Confirmation attached
Important:                          Reynold, kindly note the beverages that must be served – as per
previous email correspondence
 

  Luncheon
Main Contact:                    Ian Klinac
Takina Contact:                 Floriana  
Pax:                                        3 people
Details:                                 Refer to Event Order Confirmation attached
 
@Reynold Henkel there is a printed copy at my desk if you want to send someone to collect it.
Please confirm that all is in order for this event.
 
@Ilavarasu Rajendran – please let me know if there is anything else you require from my side.
 
If there is any questions or any of the details is unclear, please let me know.
 
Nga mihi,
Jeanine Smit
Senior Functions Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: jeanine.smit@takinaevents.co.nz
Mobile: +64 21 
 
Talk to us about hosting your next event at Takina or Te Papa

s 9(2)(a)

s 9(2)(a)
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s 9(2)(a)
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From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Tuesday, June 27, 2023 9:03 AM
To: 
Cc:  <dougal@nzrab.org.nz>; 
Subject: RE:  - Takina Events
 
Good morning 
 
Thank you for confirming you wish to proceed with the booking.
 
Before issuing your contract I will need the following information confirmed at your end as it should
be reflected on the contract and any invoices we issue.
 
Contract –
 

Contact on behalf of the hirer, please include; name, telephone number, email, postal address
(we will only send you digital material)
Contract signatory and their designation
Your finalized event title e.g. – 

 
Invoicing –
 

Please state your bill – to contact including a; name, telephone number, email, postal address
Please advise if you wish to attach a Purchase Order Number to any invoice we issue
Please advise of any other references you wish to attach to any invoice we issue.

 
 
 
Nga mihi,
 
Jonty Datson
Function Sales and Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: jonty.datson@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

















Once the contract is returned I will hand over your event to one of
our coordinators and introduce you to one of our AV team who will
be assigned to your event, they will pick up the conversation
around this for you.
 
Your coordinator will finalise all of the finer details for your event
and will be you main point of contact moving forward.
 
If you have any questions, please do let me know.
 
Thank you again for selecting Takina events!
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
 
 
<  Conference 2023 V.2- Takina.pdf>

s 9(2)(a)
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From: Aaron Telford
To:
Cc: Clarisse Le Floch
Subject: RE: Takina Contract
Date: Friday, 7 July 2023 10:30:00 am
Attachments: image001.png

image002.jpg
 Conference August 2023 V.2 Countersigned.pdf

Kia ora 
 
I hope you have a good break away!
 
Thank you for the contract return, and please see attached the countersigned
copy for your records.
 
I am pleased to e-introduce you to Clarisse, who will be the coordinator for your
event. I think you may have worked together in the past on previous events.
 
Clarisse will now be your main point of contact and will organise the finer details
for your event. She will also introduce you to the AV coordinator for your event
as well.
 
Thank you again for selecting Takina for your event and we look forward to
welcoming yourself and your delegates.
 
Aaron
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)









I also would prefer to hear form you in regards to your event details
base don the email I sent on 21.07.23 prior I send the final 50%
remaining deposit invoice but I would need to send it by end of next
week at the latest. If you could come back to me and Igor early next
week with details that would be fantastic. 
 

Have a lovely weekend,

 

Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

Takina-TePapa

s 9(2)(a)
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From:    
Sent: Thursday, June 29, 2023 2:29 PM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE: Venue Hire for   ‐ Takina Events  
 
Ok thanks Jonty. We’ll be visiting other venues tomorrow so if there is at all the possibility to visit that would be 
great. Otherwise will organise for one of my colleagues to meet you on the 5th. 
 
Thanks again and will wait to hear back from you. 
 
 
Ngā mihi 
 
 

 

 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Thursday, June 29, 2023 2:10 PM 
To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
 
Kia ora    
 
We’ve got the client in from 06:30 – 17:30 tomorrow so may be difficult to fit you in.  
 
I’ll have a quick chat to the event coordinator who is looking after the conference to see if there is a possibility we 
can pop our head in during a catering break or any other opportune time, but I would say at this stage it is best to 
assume we cannot visit tomorrow.  
 
Do you have a colleague that I could potentially meet with for a site inspection whilst you are away on leave ? 

 
Ngā mihi, 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
( )

s 9(2)(a)
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To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
 
Good morning    
 
Unfortunately the venue is engaged tomorrow with the    
 
Are you able to attend the open day on the 5th of July ?  

 
Ngā mihi, 

 
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

  
 
 

 
 

From:    
Sent: Wednesday, June 28, 2023 9:35 AM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE: Venue Hire for   ‐ Takina Events  
 
Kia ora Jonty 
 
Would it be possible to visit the venue on Friday morning between 9.30 and 11.30am? 
 
Thanks 
 
 
Ngā mihi 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Thursday, June 15, 2023 3:17 PM 
To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
 
Hi    
 
Unfortunately, or fortunately ? The venues are fully booked over at Tākina until Wednesday the 5th of July, primarily 
due to the fact that we are hosting the annual BEIA Meetings 2023 in our spaces for the majority of next week.  
 
The 5th of July would also be an opportune time to visit as we are hosting a client open day with food and beverage 
provided.  
 
Happy to push the confirmation booking deadline back as a result of this, we can play it by ear on this as we have 
plenty of time before your event.  
 
Let me know if the 5th of July suits.  

 
Ngā mihi, 

 
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

  
 
 

s 9(2)(a)

s 9(2)(a)
s 9(2)(a)
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From:    
Sent: Thursday, June 15, 2023 9:28 AM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE: Venue Hire for   ‐ Takina Events  
 
Many thanks Jonty – I’ll confirm before the 28th. Would it be possible to go and see the venue? 
 
Thanks 
 
 
Ngā mihi 
 
 

 

 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Tuesday, June 13, 2023 12:04 PM 
To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
 
Kia ora    
 
I can confirm that Matiu is available for hire on the 4th of October.  
 
The venue is located on Level 1 at Tākina and can accommodate up to 70 people in a banquet set up style, allowing 
for both catering and audio – visual to be set in the room.  
 
Further information including interactive floor plans of the venue can be found at the link above, alternatively if 
there is any other questions or queries you have around menus, a.v, setup etc. do let me know.  
 
If I could please ask that you confirm your interest to proceed with the booking under the Full Day Delegate package 
no later than COB Wednesday the 28th of June.  

s 9(2)(a)
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From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Friday, June 9, 2023 11:25 AM 
To:  

 Events  
 
Good morning    
 
Thank you for your enquiry and interest in brining this hui into our spaces here at Tākina events.  
 
I am in the process of working through availability at Tākina on the 4th of October. We have a pack in day booked for 
a large conference that day, so just trying to ascertain the extent of the set up required for said pack in and how 
much of an impact that would have if we were to host you in one of our meeting rooms.  
 
To give you a preliminary indication on price, our Full Day Delegate Package is charge at $  + GST per person 
and includes the following –  
 

‐ Single venue hire from 08:00 – 18:00  
‐ Full day catering from our Daily Menu including; Arrival Tea and Coffee, Morning & Afternoon Tea, Lunch  
‐ A standard audio – visual package to suit your venue 

 
Further package inclusions and conditions can be found in the brochure attached.  
 
One I have a better idea on availability I will get back to you, I imagine this would be at some stage next week.  

 
Ngā mihi, 

 
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

  
 
 

s 9(2)(a)

s 9(2)(i)

s 9(2)(a)

s 9(2)
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Not required at this stage  
 Please advise if you wish to make any reference to a specific department or project within   
 Finance Department 

 
Thanks Jonty 
  
Ngā mihi, 

  
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
  

 
  

From:    
Sent: Friday, July 7, 2023 12:26 PM 
To: Jonty Datson <jonty.datson@takinaevents.co.nz> 
Subject: Re: Venue Hire for   ‐ Takina Events  
  
Kia ora Jonty 
  
Thanks for all the info you’ve provided to us so far. We’d like to go ahead and book as per your original quote, and 
also add to it the Mokopuna room please.  
  
Please confirm at your earliest convenience.  
  
Thanks  
  
Ngā mihi 
  
  

 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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Hi    
  
No chance of viewing the space tomorrow I’m afraid, there’s just too much going on.  
  
If you could please put me in touch with a colleague of yours to arrange a more suitable time to view, ideally next 
Wednesday at our client open day.  
  
We are running two sessions on the 5th, one that will run from 10:00 – 12:00, the other from 16:00 – 19:00. Food 
and beverage will be provided.  

  
Ngā mihi, 

  
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
  
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
  
  
  
  

 
  

From:    
Sent: Thursday, June 29, 2023 2:29 PM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Ok thanks Jonty. We’ll be visiting other venues tomorrow so if there is at all the possibility to visit that would be 
great. Otherwise will organise for one of my colleagues to meet you on the 5th. 
  
Thanks again and will wait to hear back from you. 
  
  
Ngā mihi 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)
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From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Thursday, June 29, 2023 2:10 PM 
To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Kia ora    
  
We’ve got the client in from 06:30 – 17:30 tomorrow so may be difficult to fit you in.  
 
I’ll have a quick chat to the event coordinator who is looking after the conference to see if there is a possibility we 
can pop our head in during a catering break or any other opportune time, but I would say at this stage it is best to 
assume we cannot visit tomorrow.  
  
Do you have a colleague that I could potentially meet with for a site inspection whilst you are away on leave ? 

  
Ngā mihi, 

  
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
  
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
  
  
  
  

s 9(2)(a)

s 9(2)(a)
s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)
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From:    
Sent: Thursday, June 29, 2023 1:27 PM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Kia ora Jonty – unfortunately I’ll be on leave until 20 July.  
  
What time will the venue be busy from? Could we perhaps view just before the start of the conference tomorrow? 
  
Thank you. 
  
  
Ngā mihi 
  
  

 

  

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Wednesday, June 28, 2023 9:56 AM 
To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Good morning    
  
Unfortunately the venue is engaged tomorrow with the   Conference.  
  
Are you able to attend the open day on the 5th of July ?  

  
Ngā mihi, 

  

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)

s 9(2)(a)
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Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
  
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
  
  
  
  

 
  

From:    
Sent: Wednesday, June 28, 2023 9:35 AM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Kia ora Jonty 
  
Would it be possible to visit the venue on Friday morning between 9.30 and 11.30am? 
  
Thanks 
  
  
Ngā mihi 
  
  

 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Thursday, June 15, 2023 3:17 PM 
To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Hi    
  
Unfortunately, or fortunately ? The venues are fully booked over at Tākina until Wednesday the 5th of July, primarily 
due to the fact that we are hosting the annual BEIA Meetings 2023 in our spaces for the majority of next week.  
  
The 5th of July would also be an opportune time to visit as we are hosting a client open day with food and beverage 
provided.  
  
Happy to push the confirmation booking deadline back as a result of this, we can play it by ear on this as we have 
plenty of time before your event.  
  
Let me know if the 5th of July suits.  

  
Ngā mihi, 

  
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
  
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
  
  
  
  

 
  

From:    
Sent: Thursday, June 15, 2023 9:28 AM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE: Venue Hire for   ‐ Takina Events  

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
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Many thanks Jonty – I’ll confirm before the 28th. Would it be possible to go and see the venue? 
  
Thanks 
  
  
Ngā mihi 
  
  

 

  

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Tuesday, June 13, 2023 12:04 PM 
To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Kia ora    
  
I can confirm that Matiu is available for hire on the 4th of October.  
  
The venue is located on Level 1 at Tākina and can accommodate up to 70 people in a banquet set up style, allowing 
for both catering and audio – visual to be set in the room.  
  
Further information including interactive floor plans of the venue can be found at the link above, alternatively if 
there is any other questions or queries you have around menus, a.v, setup etc. do let me know.  
  
If I could please ask that you confirm your interest to proceed with the booking under the Full Day Delegate package 
no later than COB Wednesday the 28th of June.  
  
I look forward to hearing from you.  

  
Ngā mihi, 

  
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
  
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
  
  
  
  

s 9(2)(a)

s 9(2)(a)
s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)
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From:    
Sent: Monday, June 12, 2023 4:58 PM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Thank you very much Jonty – I look forward to hearing if you can fits us in and if yes, if it’s possible to visit the venue 
to get a better idea of the space and if it suits are needs. 
  

Thank you সহ 
  
  
Ngā mihi 
  
  

 

  

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Friday, June 9, 2023 11:25 AM 
To:   
Subject: RE: Venue Hire for   ‐ Takina Events  
  
Good morning    
  
Thank you for your enquiry and interest in brining this hui into our spaces here at Tākina events.  
  
I am in the process of working through availability at Tākina on the 4th of October. We have a pack in day booked for 
a large conference that day, so just trying to ascertain the extent of the set up required for said pack in and how 
much of an impact that would have if we were to host you in one of our meeting rooms.  
  

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)
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To give you a preliminary indication on price, our Full Day Delegate Package is charge at $  + GST per person 
and includes the following –  
  

 Single venue hire from 08:00 – 18:00  
 Full day catering from our Daily Menu including; Arrival Tea and Coffee, Morning & Afternoon Tea, Lunch  
 A standard audio – visual package to suit your venue 

  
Further package inclusions and conditions can be found in the brochure attached.  
  
One I have a better idea on availability I will get back to you, I imagine this would be at some stage next week.  

  
Ngā mihi, 

  
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
  
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
  
  
  
  

 
  

From: enquiries@takinaevents.co.nz <enquiries@takinaevents.co.nz>  
Sent: Tuesday, June 6, 2023 5:40 PM 
To: Venues <enquiries@takinaevents.co.nz> 
Subject:   has sent a contact inquiry from Takina configurator website 
  

Hey Admin,  

 has sent a contact inquiry from the website.  
The details of the inquiry are as follows:  

s 9(2)(a)

s 9(2)(i)

s 9(2)(a)

s 9(2)(a)
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Feel free to ask us if you have any questions. We look forward to hearing from you.   

Ngā mihi,  
 
Huikyu Lee  
(He-Q) 
Sales and Function Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: huikyu.lee@takinaevents.co.nz  
Mobile: +64 21 844 910  

 
 

From:    
Sent: Monday, July 24, 2023 4:19 PM 
To: Huikyu Lee <Huikyu.Lee@takinaevents.co.nz> 
Subject: RE:   External Assessment Team Day ; Reference 55009 ‐ From 04/10/23 to 04/10/23 ‐ Tākina Events 
contract 
 
Many thanks Huikyu. Can I please confirm you will be sending through an invoice for the deposit so that we can 
process payment? 
 
Thanks 
 
Ngā mihi 
 
 

 

 

From: Huikyu Lee <Huikyu.Lee@takinaevents.co.nz>  
Sent: Monday, July 24, 2023 1:01 PM 
To:   
Cc: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: RE:   External Assessment Team Day ; Reference 55009 ‐ From 04/10/23 to 04/10/23 ‐ Tākina Events 
contract 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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Kia ora    
 
Thank you for returning the signed contract. 
 
I have attached a counter‐signed copy for your records. Jonty will prepare the handover with the coordination team 
and will introduce you to your coordinator once he returns, so you can finalise the details of your event with them. 
 
Feel free to contact me if you have any questions in the meantime. We are delighted to welcome your team to our 
spaces. 
 
Ngā mihi,  
 
Huikyu Lee  
(He-Q) 
Sales and Function Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: huikyu.lee@takinaevents.co.nz  
Mobile: +64 21 844 910  

 
 

From:    
Sent: Monday, July 24, 2023 11:01 AM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz>; Huikyu Lee <Huikyu.Lee@takinaevents.co.nz> 
Subject: RE:   External Assessment Team Day ; Reference 55009 ‐ From 04/10/23 to 04/10/23 ‐ Tākina Events 
contract 
 
Kia ora Jonty and Huikyu 
 
Thank you for your email and letting me know that Huikyu is looking after your bookings whilst you’re away. 
 
Please find attached the signed agreement. 
 
Are you please able to send through an invoice for the deposit and I’ll ensure we get this paid. 
 
Thanks again. 
 
Ngā mihi 

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)
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From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Friday, July 21, 2023 8:53 AM 
To:   
Cc: Huikyu Lee <Huikyu.Lee@takinaevents.co.nz> 
Subject: RE:   External Assessment Team Day ; Reference 55009 ‐ From 04/10/23 to 04/10/23 ‐ Tākina Events 
contract 
 
Ata marie    
 
Happy Friday.  
 
I would like to introduce you to my Huikyu who will be managing my bookings whilst I am away.  
 
If you could please return a signed copy of the contract to Huikyu prior to the 25th of July.  
 
Ngā mihi, 

 
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
 

 
 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>  
Sent: Tuesday, July 11, 2023 2:00 PM 
To:   
Subject: RE:   External Assessment Team Day ; Reference 55009 ‐ From 04/10/23 to 04/10/23 ‐ Tākina Events 
contract 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)

s 9(2)(a)
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Kia ora    
 
Yes, the 25th of July is fine. As I’ll be on leave from the 21st of July, I will hand over to my colleague if we don’t have a 
signed copy returned before I head off.  
 
I would say you want to have dietaries submitted around the 18th of September if possible, but this is something 
your event coordinator will liaise with you on.  
 
We do not charge anything to cater for dietary requests, however we do not accept requests that are related to 
certain lifestyle diets such as Keto diets. Anything that is related to health/religious reasons is absolutely fine.  
 
Ngā mihi, 

 
Jonty Datson 
Function Sales and Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jonty.datson@takinaevents.co.nz  
Mobile:  
 

 
 

From:    
Sent: Tuesday, July 11, 2023 1:37 PM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: Re:   External Assessment Team Day ; Reference 55009 ‐ From 04/10/23 to 04/10/23 ‐ Tākina Events 
contract 
 
Kia ora Jonty 
 
Thanks for sending through the contract. I’ve forwarded it to my manager for signing.  
 
I’m actually on leave at the moment so just in case my manager isn’t able to send this though straight away, would it 
please be possible to have an extension to return the contract by 25 July? I’ll be back by then and can ensure I send 
it back by then. Hopefully that’s possible.  
 

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)
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Also, by when should we let you know of any dietary requirements? I’m assuming there is no surcharge for this, but 
please confirm if otherwise.  
 

Thanks Jonty সহ 
 
Ngā mihi 
  
  

 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Monday, July 10, 2023 6:47:23 PM 
To:   
Subject:   External Assessment Team Day ; Reference 55009 ‐ From 04/10/23 to 04/10/23 ‐ Tākina Events 
contract  
  

Kia ora   , 

 

Thank you for confirming the   External Assessment Team Day with Tākina Events. We look forward to 
welcoming you in our spaces. 
  
Please find attached the contract for your review. 
 
Could you return a signed copy of the contract (included terms & conditions) by 18/07/2023 

If you anticipate needing an extension on this, please let me know. After this deadline, we reserve the right to 
release the spaces to another client if we haven't heard back from you. 

Once we receive the signed contract and the countersigned copy is sent, the agreement becomes binding. 

Please let me know the contact person in your office who we should forward any invoices to.  If your company uses 
Purchase Orders, kindly let me know the Purchase Order number for this event, and we will plan to include that on 
our invoice. 

 

Thank you again for choosing our spaces, we look forward to working with your team. 

 

Ngā mihi,  

s 9(2)(i)

s 9(2)(a)

s 9(2)(a)
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Jonty.  

 

      m      m  
  

 
Jonty Datson| Function and Sales Coordinator | Tākina Events    
| Email: jonty.datson@takinaevents.co.nz  Mobile:  
PO Box 467 | 55 Cable Street | Wellington 
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communication of the   If you are not the intended recipient you must not use, 
disclose, copy or distribute this email or  
information in it. If you have received this email in error, please contact the sender immediately.   does not 
accept any liability for changes made to this email or attachments after sending by    
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Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 

From:  
Sent: Tuesday, November 14, 2023 9:48 AM
To: Tory Chan <Tory.Chan@takinaevents.co.nz>
Subject: RE:  - 1 November 2024 - Takina Events contract to sign off
 
Kia ora Tory,
 
Thanks for getting back to us with the contract.
 
Before we sign the attached contract, we noticed that there are a few price differences compared to this year’s
charges. Can you please advise if the rates have increased this year?
 

1. Daily conference menu 2023 - $  – 2024 $
2. Pre-dinner canapes 2023 - $  – 2024 $
3. Set plated dinner 2023 - $  - 2024 $
4. Corkage fee 2023 - $  – 2024 $
5. L1 Takina Exhibition hall – Catering 2023 - $  – 2024 $
6. Rongomatane Plenary Hall One 2023 - $  – 2024 $

 
Can we also please adjust the estimated number of attendees below to 180 during the day & 230 for the evening:
 

 
We have also noticed that there is a new payment plan schedule compared to the payment arrangements for this year.
Can you please confirm that this is correct?
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There is a minimum catering spend of $  + GST per person per day based on 180 people (equivalent of Daily
Menu morning/afternoon tea and lunch)
The minimum spend for dinner is still $  + GST per person per day based on 240 people (equivalent of 3-
course dinner with alternate drop main)
Our daily menu does not include arrival tea/coffee, I have added this as a separate charge for $  + GST per
person
Staging is an additional charge at Takina, the AV details of what is included and what is additional charge can be
viewed here.   I am still waiting for our AV Team to come back to me with the 2024 prices, so I have made a note
of this in the contract and your co-ordinator can add this in
Apologies, I had the wrong total for the corkage fee in the quote, it is updated in the contract
If you wish to bring your own wine, you will need to hire a commercial chiller to store this in

Could you return a signed copy of the contract (included terms & conditions) by next Monday 20th November  If you
anticipate needing an extension on this, please let me know.  After this deadline, we reserve the right to release the
spaces to another client if we haven't heard back from you.
 
Once we receive the signed contract and the countersigned copy is sent, the agreement becomes binding.

We look forward to having you back with us next year 
 
Kind regards,
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 

From:  
Sent: Friday, November 10, 2023 11:07 AM
To: Tory Chan <Tory.Chan@takinaevents.co.nz>
Subject: RE:  - 1 November 2024 - Takina Events Quote
 
Hi Tory,
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From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Thursday, November 9, 2023 12:30 PM
To: 
Subject: RE:  - 1 November 2024 - Takina Events Quote
 
Hi 
 
Thank you for your interest in Takina Events, we would love to welcome  Ltd back
to our spaces.
 
I am pleased to confirm availability on Friday 1st November and have tentatively pencilled you in.  If we
receive another enquiry for the same date, I will reach out to ensure you’re interested.  If so, we require a signed
contract to confirm your booking
 
I have quoted for the following spaces on Level 1 at Takina:

Rongomatane Plenary Hall A + B – for your Plenary Room + Breakout Room 1 + Dinner Room
Rongomatane Plenary Hall C – for your Breakout Room 2
Rongomatane Foyer – for your Catering + Pre-Dinner Drinks

 
Please find attached a quotation for review and note the following:

There is a minimum catering spend of $  + GST per person per day based on 180 people (equivalent of Daily
Menu morning/afternoon tea and lunch)
The minimum spend for dinner is still $  + GST per person per day based on 240 people (equivalent of 3-
course dinner with alternate drop main)
Our daily menu does not include arrival tea/coffee, I have added this as a separate charge for $  + GST per
person
Staging is an additional charge at Takina, the AV details of what is included and what is additional charge can be
viewed here. I have sent a request to our AV team and will send you through the updated pricing once I hear
back from them
For 2024 onwards, we are charging a corkage fee of $  + GST per person (instead of per bottle)
If you wish to bring your own wine, you will need to hire a commercial chiller to store this in

 
If you wish to go ahead with this, are you able to confirm the below details so I can include the correct
information in the contract:

Name of the event
Will it be your name that I pop onto the contract   If not, please advise who’s details I put on there
(Please advise full name, title, contact email and phone number and address)
Who will this be billed to?  (Please advise full name, title, contact email and phone number and address if
different from above)

 
Thank you again for the opportunity to host 2024 , look forward to hearing from you.
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Wednesday, November 8, 2023 9:41 AM
To: 
Subject: RE: Takina Venue -  - 8 November 2024
 
Hi 
 
I am heading into back to back meetings today but I will check on these dates and come back to you!
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 

From:  
Sent: Wednesday, November 8, 2023 9:23 AM
To: Tory Chan <Tory.Chan@takinaevents.co.nz>
Subject: RE: Takina Venue -  - 8 November 2024
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Good morning 
 
Thank you for your email to Floriana yesterday, I am so pleased to hear everything went well last week! 
 

I am happy to assist you with your 2024 booking, we currently have a tentative booking on Friday 8th November which

we will follow up on.  Are you flexible with your date if we can’t accommodate the 8th 
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 

From:  
Sent: Monday, November 6, 2023 3:51 PM
To: Floriana Medina <floriana.medina@takinaevents.co.nz>
Subject: Takina Venue -  2024
 
Kia ora Floriana,
 
Hope you had a lovely weekend.
 

 here, I’ve recently joined  as their Marketing and Events Coordinator
and will be in charge of organising our Advisor Conferences just like the one we recently hosted this past Friday.
I understand that you have been in contact with my colleague, .
 
We were genuinely impressed with the professional ambiance and felt it fit our requirements well. We are
interested in reserving the same venue for our conference next year.
 
Given how busy this period can become, were we please able to secure Takina’s venue for us for next year? The
date for our conference next year will be 8 November 2024.
 
For now, will be the same place and specifications as this year’s venue: Rongomatane Foyer, Rongomatane
Plenary (A,B,C) – Full Day
 
Please do let me know if you need any other information from me at this stage to secure the venue.
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From: Michealle Gelderblom
To:  
Cc: Michealle Gelderblom
Subject: RE: AV Requirements
Date: Monday, 31 July 2023 3:13:33 pm
Attachments: image001.jpg

image002.jpg

Hi 
 
Thank you for the feedback.  I am tentatively holding the dates for you .  If the date is challenged,
I will let you know.
 
Have a Great Day
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 

 

From:  
Sent: Monday, July 31, 2023 2:48 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: AV Requirements
 
Hi there,
 
Thanks for the follow up, the additional AV requirements we need are not extensive so I have
made an allowance in my budget for components.
 
The client is very keen on the dates and space so please don’t release this to anyone else, I will
be in touch regarding next steps as soon as I can.
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Thursday, July 27, 2023 2:24 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Quotation Version 2
 
Hi Maureen,
 
Thank you for your call, I have added the extra room into your quotation as you requested.  I
have also attached floor plans; these floor plans are rough and show the max capacity in theatre
but gives you an idea of the set set up.  
 
Let me know if there is anything else I can assist with 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 s 9(2)(a)
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From:    
Sent: Tuesday, August 8, 2023 3:04 AM 
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Subject: RE: 100789 ‐     / RE: introduction I‐ Takina and   

 
 
Hello Michealle 
 
Please can you send me your contract in full for this booking so I can share with the client. 
 
Thank you 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>  
Sent: 07 August 2023 03:17 
To:   
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Subject: RE: 100789 ‐     / RE: introduction I‐ Takina and   
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From: Michealle Gelderblom
To: Sarah A Cooper
Cc: Michealle Gelderblom
Subject:   Contract
Date: Monday, 14 August 2023 3:07:44 pm
Attachments: image001.jpg

56158  Govtech Furures Contract 9-11-2023.pdf

Good afternoon, Sarah,
 
Hope you had a great weekend , attached is the contract For  
 
Let me know if I need to change anything.
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 
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From: Michealle Gelderblom
To: Sarah A Cooper
Cc: Michealle Gelderblom
Subject: RE: 100789 - RE:   Contract
Date: Thursday, 31 August 2023 9:03:14 am
Attachments: image001.jpg
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Good morning, Sarah,
 
I hope you are well 
 
Rongomatane B&C combined – This is the plenary; the walls will not be moved to create 2
separate rooms. Moving of the walls will take about 1.5-2 hours and will be an additional charge.
Rongomatane A – Breakout session
Matiu – Breakout session
Makaro – you asked to add this room on
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 

 

From:  
Sent: Wednesday, August 30, 2023 9:59 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: 100789 - RE:   Contract
 
Hello Michealle
 
I have received a query from the client on the room layout.  Can you please help with the below;
 
Can I please ask for some clarity on the room layout
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Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 

 

From:  
Sent: Thursday, August 24, 2023 11:22 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: 100789 - RE:   Contract
 
Hello Michealle
 
Thank you yes.  This is all with the client for their authorisations and signature process.
 
Kind regards
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Have a Great Day
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 

 

From:  
Sent: Monday, August 21, 2023 10:32 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: 100789 - RE:   Contract
 
Hello Michealle
 
I am very sorry about this.  We need to revert back to the

Signatory-
 
I do apologise about this.  Could you possibly update so I can pass through for signatures.
 
Thank you
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From:  
Sent: Wednesday, August 16, 2023 12:12 AM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: 100789 - RE:   Contract
 
Hello Michealle
 
I have sent this to the client for review and there is a slight change please.
 
Please can you update the contract to the revised entity -   New Zealand Ltd 
 
The entity name needs to read  Limited please on Page 1 in order for Helen He to sign,
 once the contract is updated – we can start the raising of the PO for payment.
 
Kind regards
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Wednesday, September 27, 2023 8:31 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: FW: date change
 
Good morning, 
 
Hope you keeping warm  please could you let me know if any decision has been made regarding this? I must put
the changes through, change dates and inform Co-ordination.
 
Your feedback would be greatly appreciated.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, September 26, 2023 8:44 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: date change
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Good morning, Marlene,
 
Hope you well 
 
Not sure why I didn’t see it yesterday but your original event as per below:
 

8th November 2023 pack in

9th November 2023 Event
 
The new dates can work as per below and there would be no change in pricing everything would stay the same
except the dates 

9th November 2023 pack in

10th November Event
 
The other option would be to move to level 2 at Takina, this space is a lot larger than level 1. Costing below.
 

15th November 2023 pack in

16th November 2023 event
 
Tawhirimatea 2.1 also known as room C cat seat 240 theatre style or 180 banquet style.
Tawhirimatea 2.3 also known as room A cat seat 240 theatre style or 180 banquet style.
Tawhirimatea 2.4 also known as room E cat seat 240 theatre style or 180 banquet style.
Tawhirimatea 2.6 also known as room G cat seat 240 theatre style or 180 banquet style.
 
Tawhirimatea plenary $  + GST per day. Pack in will cost $  + GST staging, and wash lights are an
additional cost.
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From: Jeanine Smit
To: Michealle Gelderblom
Subject: RE:  
Date: Tuesday, 10 October 2023 9:55:38 am
Attachments: image001.jpg
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Good Morning
 
Just to let you know I have chatted to 
 
Will get everything sorted today for her. Just have back to back meeting for the rest of the morning.
 
Nga mihi,
Jeanine Smit
Senior Functions Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: jeanine.smit@takinaevents.co.nz
Mobile: +64 21 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, October 10, 2023 8:21 AM
To:  
Cc: 
Subject: RE:  
 
Morning 
 
Hope you had a good evening.  This sounds more like an AV question.
 
@Jeanine Smit please could you assist with putting  in touch with her AV co-ordinator 
 
Have a great day further.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Thursday, September 28, 2023 12:03 PM
To: 
Cc:  
Subject: RE: date change
 
Afternoon 
 
I can confirm the event date has been changed 9/11/2023 Pack in 10/11/2023 conference day. We have added
Mokopuna (another breakout room), this room can seat 45 Theatre style $  + GST per day. We can offer a 20%
discount on this room.
 
Let me know if there is anything else I can assist with.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  
Sent: Wednesday, September 27, 2023 2:59 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Cc: 
Subject: RE: date change
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Makaro – Breakout room
 
We have confirmed the cost of an AV Technician:
1 x Av Technician rate is   + GST per hour for a minimum of 4 hours.
If you could please offer some guidance on how many technicians we would require for the event.
 

Costs for a fold back monitor
Costs for a time keeping device

 
@    if you could please let John know if there is any other specific requirements.
 
I look forward to hearing from you.
 
Nga mihi,
Jeanine Smit
Senior Functions Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: jeanine.smit@takinaevents.co.nz
Mobile: +64 21 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, October 10, 2023 8:21 AM
To:   
Cc: 
Subject: RE:   
 
Morning 
 
Hope you had a good evening.  This sounds more like an AV question.
 
@Jeanine Smit please could you assist with putting   in touch with her AV co-ordinator 
 
Have a great day further.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Thursday, September 28, 2023 12:03 PM
To: 
Cc:   
Subject: RE: date change
 
Afternoon 
 
I can confirm the event date has been changed 9/11/2023 Pack in 10/11/2023 conference day. We have added
Mokopuna (another breakout room), this room can seat 45 Theatre style $  + GST per day. We can offer a 20%
discount on this room.
 
Let me know if there is anything else I can assist with.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 21 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:   
Sent: Wednesday, September 27, 2023 2:59 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Cc: 
Subject: RE: date change
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s 9(2)(a)

s 9(2)(i)









2

Pack in day 9 November and event day 10 November 

 Standard AV inclusions as per contract 

 Stage  
Stage Wash 

 Second fold back monitor / comfort monitor 

 Time keeping clock 

 Technician x 1 only for rehearsals from 12pm on 9th November (what Ɵme would you/the team be ready for 
rehearsals that day ?) 

 Technician x 1 only for the event day. ‐ See Ɵmings aƩached 
 
Rongomatana C ‐ Breakout room Event Day 10 November – only used on 1 day 

 Standard AV inclusions as per contract 

 Stage  
Stage Wash 

 Technician x 1 only for the event day ‐ See Ɵmings aƩached 

 * please advise cost for second fold back monitor and clock as an opƟonal extra 
 
MaƟu – Breakout room Event Day 10 November – only used on 1 day 

 Standard AV inclusions as per contract 

 Stage  
Stage Wash 

 Technician x 1 only for the event day ‐‐ See Ɵmings aƩached 

 * please advise cost for second fold back monitor and clock as an opƟonal extra 
 
Makaro – Breakout room Event Day 10 November – only used on 1 day 

 Standard AV inclusions as per contract 

 Stage  
Stage Wash 

 Technician x 1 only for the event day ‐‐ See Ɵmings aƩached 

 * please advise cost for second fold back monitor and clock as an opƟonal extra 
 
Mokupuna: 

 Please advise what AV is included in the room rental 
 
Notes: 

 We won’t require a speaker prep room at this stage.  

 We will try and get all presentaƟons and holding slides to you prior to the event. 

 The programme is being finalised by the client, I have aƩached high level Ɵmings so you can see when the 
aƩendees will be breaking and moving to break out rooms etc.  

 Please advise capaciƟes in theatre style for all rooms (with stage) 

 Thanks for providing digital lectern and digital signage specificaƟons, we will get our designer to create 
these and send them through. 

 
@Jeanine Smit, thanks for confirming that we are allowed to use any conƟngency (between minimum numbers of 
176 and 220) towards AV is required and thanks for advising that we can use the registraƟon tea and coffee 
allowance towards a coffee cart, if required. 
@Jeanine Smit, please confirm deadline dates for final numbers and dietary requirements for this event. 
@Jeanine Smit, Ɵmings aƩached for your banquet event order Ɵmings 
 
Once the revised AV quote is received, we will review it and advise final catering choices and whether we will have a 
coffee cart onsite also. 
 
Ngā Mihi ǀ Kind Regards 
 









6

Jeanine Smit  
Senior FuncƟons Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jeanine.smit@takinaevents.co.nz  
Mobile: +64 21   
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>  
Sent: Tuesday, October 10, 2023 8:21 AM 
To:     
Cc:   
Subject: RE:     
 
Morning   
 
Hope you had a good evening.  This sounds more like an AV quesƟon. 
 

@Jeanine Smit please could you assist with puƫng   in touch with her AV co‐ordinator সহ 
 
Have a great day further. 
 
Ngā mihi, 
 
Michealle Gelderblom 
Account Manager 
Tākina Events 
  

 
  
PO Box 467 │50 Cable Street, Wellington 6011 
Email: michealle.gelderblom@takinaevents.co.nz  
Mobile: +64 21  
 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
s 9(2)(a)
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Ngā mihi, 
 
Michealle Gelderblom 
Account Manager 
Tākina Events 
  

 
  
PO Box 467 │50 Cable Street, Wellington 6011 
Email: michealle.gelderblom@takinaevents.co.nz  
Mobile: +64 21  
 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 

s 9(2)(a)
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Thank you for your email সহ 
 
Please click on the link AV Systems at Takina you will be able to see all AV included in the rooms you have hired as 
well as addiƟonal costs for wash lights and stage. 
 

Hope this helps, let me know if there is anything else I can assist with সহ 
 
Ngā mihi, 
 
Michealle Gelderblom 
Account Manager 
Tākina Events 
  

 
  
PO Box 467 │50 Cable Street, Wellington 6011 
Email: michealle.gelderblom@takinaevents.co.nz  
Mobile: +64 21  
 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Monday, October 9, 2023 1:19 PM 
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Cc:     
Subject: RE: date change 
 
Good aŌernoon  
 
Thank you for your email, 
 
Can you please do me a favour and outline exactly what AV we have available and included in each of the rooms 
which is booked for    

s 9(2)(a)

s 9(2)(a)

s 9(2)(a) s 9(2)(a)

s 9(2)(a)
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Hope you keeping warm সহ please could you let me know if any decision has been made regarding this? I must put 
the changes through, change dates and inform Co‐ordinaƟon. 
 
Your feedback would be greatly appreciated. 
 
Ngā mihi, 
 
Michealle Gelderblom 
Account Manager 
Tākina Events 
  

 
  
PO Box 467 │50 Cable Street, Wellington 6011 
Email: michealle.gelderblom@takinaevents.co.nz  
Mobile: +64 21  
 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>  
Sent: Tuesday, September 26, 2023 8:44 AM 
To:   
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Subject: date change 
 
Good morning, Marlene, 
 

Hope you well সহ 
 
Not sure why I didn’t see it yesterday but your original event as per below: 
 
8th November 2023 pack in 

s 9(2)(a)

s 9(2)(a)
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Ngā mihi, 
 
Michealle Gelderblom 
Account Manager 
Tākina Events 
  

 
  
PO Box 467 │50 Cable Street, Wellington 6011 
Email: michealle.gelderblom@takinaevents.co.nz  
Mobile: +64 21  
 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

s 9(2)(a)
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Kia Ora    
  
Kindly find the floorplans for your upcoming event aƩached.  
  
Kindly confirm that all is in order and if there are any changes that should be made.  
Do you have a detailed runsheet for the event? 
Could you also confirm the final amount of delegates & dietary requirements? 
  
I look forward to hearing from you.  
  
Ngā mihi, 
Jeanine Smit  
Senior Functions Coordinator  
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jeanine.smit@takinaevents.co.nz  
Mobile: +64 21   
  
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 

 
  

s 9(2)(a)

s 9(2)(a)





 
I will be in touch closer to the time to confirm numbers, table layout (classroom style – TBC how many seats per table), break times and provide any
additional dietary requirements
 
Nga mihi

 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Tuesday, 10 October 2023 3:41 pm
To: 
Subject: RE:  ; Reference 56822 - From 20/11/23 to 21/11/23 - Takina Events contract
 
Kia ora 
 
Yes that is fine re extension.
 
I have attached x 2 PDFs that have been forwarded on by the finance team.
 
It may be that Te Papa are already listed as a supplier with  ? In which case there is no need to create a new supplier as we are
continuing to trade as “Museum of New Zealand Te Papa Tongarewa”.
 
Let me know if there is anything else that I can help with.
 
Nga mihi,
 
Jonty Datson
Function Sales and Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: jonty.datson@takinaevents co nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 
 

 

From:  
Sent: Tuesday, October 10, 2023 2:59 PM
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz>
Subject: RE:  ; Reference 56822 - From 20/11/23 to 21/11/23 - Takina Events contract
Importance: High
 
Kia ora Jonty,
 
Apologies for the slow response
 
I was pre-occupied last week with Board papers and finalising arrangements for the Board and Exec Team to be in the Hawkes Bay this week (9-11 October)
 
I would be grateful if you can provide an extension to come back to you with the signed contract by the end of this week?
 
I will be back in the office on Thursday (12th) to review the contract and liaise with our CFO re  public liability insurance
 
In the meantime, can you please (as requested in an earlier email) provide one of the following so I can set Takina up in the system to allow me to enter a
purchase requisition to receive a purchase order number:
 

Bank details confirmation issued by vendor’s bank (in PDF version), or
Screenshot of bank details from vendor’s online banking portal, or
Bank statement (or bank deposit slip) with correct account name and account numbers

 
I look forward to hearing from you
 
Nga mihi

 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 

s 

s 

s 

s 9(2)(a)







1 x allergic to banana, kiwifruit & avocado
 
Menus
 

 
 
Nga mihi

 
From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Tuesday, 26 September 2023 11:18 am
To: 
Cc: 
Subject: RE: Booking for   20-21 November - Takina
 
Kia ora 
 
Just wanting to follow up on my email below.
 
If you could please advise should you wish to proceed to contract.
 
Nga mihi,
 
Jonty Datson
Function Sales and Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: jonty.datson@takinaevents co nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 
 

 
From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Tuesday, September 19, 2023 1:45 PM
To: 
Cc: 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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s 
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Mobile: +64 21   
Email: Jeanine.Smit@takinaevents.co.nz 
 

 – should Jeanine contact Suzanne regarding logisƟcs from hereon?  I have received the purchase order number 

as well, thank you সহ 
 
Once again thank you for booking with Tākina Events, we look forward to working with you and your team!   
 
Thank you for your support and have a great day! 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Tuesday, June 27, 2023 1:42 PM 
To:   
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ counter signed contract 
 
Hi   
 
Apologies for the delay, we had a Trade Show last week so have been Ɵed up with that. 
 
I have aƩached a copy of the countersigned contract for your records.  I will do an e‐introducƟon to the co‐ordinator 
who will be working with you to finalise all the details for your event later on this week. 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
s 9(2)(a)

s 
9(2)
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Thank you again   and I will be in touch! 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Tuesday, June 27, 2023 10:45 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ signed contract received 
 
Kia ora Tory, 
 
Hope you’ve having a good day so far. 
 
Have you had a chance to sign off the contract yet? 
 
Many thanks, 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Wednesday, June 21, 2023 2:47 PM 
To:   
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ signed contract received 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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Hi   
 
Thank you for your signed contract, I will sign a copy and send back to you when I am back in the office on Friday. 
 
Have a lovely Wednesday and I will be in touch!   
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Tuesday, June 20, 2023 10:52 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ public liability query 
 
Mōrena Tory, 
 
Please find aƩached a copy of the signed contract. 
 
I’ve raised a PO so once that has gone through, we’ll send it through to you. 
 
Let us know if there is anything else we can do in the meanƟme. 
 
Many thanks, 

 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Monday, June 19, 2023 9:29 AM 
To:   
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ public liability query 
 
Hi   
 
No problems at all, I have updated the ‘Public Liability Insurance’ row under GENERAL on page 5 of the contract and 
aƩached for sign off. 
 
Cheers, 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Friday, June 16, 2023 12:47 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ public liability query 
 
Hi Tory, 
 
Yes, that would be fine. 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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Thanks, 
 

 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Friday, June 16, 2023 11:35 AM 
To:   
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ public liability query 
 
Hi   
 
Thank you for your response, your insurance only covers sites managed by the  “  and 
any subsidiary company and other enƟty, whether incorporated or otherwise, over which the   
exercises management control”. 
 
There is an opƟon to pay for Takina Events Public Liability Insurance at   + GST per day if that works for you? 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Friday, June 16, 2023 9:56 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ public liability query 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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Kia ora Tory, 
 
The Financial Division at the University has confirmed that they are currently in the middle of renewing the 
insurance and the policy will be finalised and accepted around September. The cerƟficate for the next period won’t 
be issued unƟl aŌer this process is completed, which is usually in November. 
 
I can send you an updated cerƟficate in November. The one I sent you is the only Public Liability policy document we 
have currently. 
 
I will forward you my email communicaƟon with Financial Divisions confirming this. 
 
If this is acceptable to you, we can go ahead with signing the contract. 
 
Thank you, 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Friday, June 16, 2023 9:02 AM 
To:   
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ public liability query 
 
Good morning   
 
The aƩached insurance only covers sites managed by the university and it expires in November 2023 with the event 
being held in December. 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

s 9(2)(a)

s 9(2)(a)
s 9(2)(a)
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From:    
Sent: Wednesday, June 14, 2023 3:39 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ amended contract with contact details changed 
 
Kia ora Tory, 
 
Sorry, one more thing, referring to Public Liability cover (under General (page 5) and clause 18.1 of the General 
CondiƟons (page 12)), the University’s insurance provider is Vero Liability Insurance Ltd (see aƩached). 
 
Does the provider fall under the approved list of insurance providers by Tākina Events? 
 
Thanks, 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Tuesday, June 13, 2023 2:33 PM 
To:   
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ amended contract with contact details changed 
 
Hi   
 
No problems at all, I have aƩached an amended contract swapping out your name with Suzanne’s. 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday 
 

s 9(2)(a)
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Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Monday, June 12, 2023 12:47 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ contract for sign off 
 
Kia ora Tory, 
 
Thank you for sending through the contract.  
 
I would like to inform you that my colleague   is taking over my role as the  Centre Coordinator 
and we have already begun the handover process. I have had a chance to read through the contract and would like 
to request for my details to be changed to Suzanne’s. 
 
Specifically in the contract, on pages 5 and 6, for Client RelaƟonship Manager and Health and Safety RepresentaƟve 
– please replace my name and contact number with: 
 

  

 
 
Please note the   email and address remain unchanged. 
 
Once you have amended those details, please send through an updated contract for us to check and sign. 
 
Ngā mihi nui, 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Thursday, June 8, 2023 1:53 PM 
To:   
Subject: FW: Takina Events ‐ 5th & 6th December 2023 ‐ contract for sign off 
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 Who will this be billed to?  (Please advise full name, Ɵtle, contact email and phone number and address 
if different from above) 

 
Thank you   I look forward to hearing from you. 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Wednesday, June 7, 2023 9:20 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ revised quote with reduced minimum numbers 
 
Kia ora Tory, 
 
Just wanƟng to follow up on this. We would like to book in those dates discussed iniƟally. 
 
Please advise the procedures for locking in those dates, payment, contract, etc. 
 
Thank you, 

 
 

From:    
Sent: Friday, June 2, 2023 12:00 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc: Iain Lamont <iain.lamont@otago.ac.nz> 
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ revised quote with reduced minimum numbers 
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Kia ora Tory, 
 
Yes, please, we would like to lock that in. Please advise the procedures for this. 
 
Thanks, 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Friday, June 2, 2023 9:58 AM 
To:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 ‐ revised quote with reduced minimum numbers 
 
Good morning   
 
I was actually going to get in touch with you this morning to advise that the other client have released their pencil 
booking so you are now first pencil on the 4th to 6th December.  If we receive another enquiry for the same date, I 
will reach out to ensure you’re interested.  If so, we require a signed contract to confirm your booking. 
 
I am happy to reduce the minimum number to 150 delegates, please find aƩached a revised quote for your 
consideraƟon. 
 
Let me know if you have any further queries   
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
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From:    
Sent: Friday, June 2, 2023 9:26 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 
 
Kia ora Tory, 
 
Thank you for the informaƟon – it’s very extensive which is great. 
 
Are you able to requote to cater for 150 people?  
 
And would you be able to confirm with the other client if they can confirm/release their 5‐6 December booking? We 
would prefer those dates if available. If your other client are going to take up those dates, can you please advise us 
with alternaƟve dates (any 2 subsequent weekdays from anywhere between mid‐November to mid‐December)? 
 
Thank you in advance for your help. 
 
Ngā mihi, 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Thursday, June 1, 2023 10:57 AM 
To:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 
 
Hi   
 
Great Ɵming, I was just about to hit the send buƩon! 
 
Thank you for your patience and for your interest in Tākina Events, we would love to welcome One health Aotearoa 
to our spaces. 
 
We currently have another tentative booking on the 5h & 6th December 2023, if you are interested in holding your 
conference with us we will get in touch with the other client to give them 48 hours to proceed or release their 
booking.  After this time availability will be on a first in first serve basis. 
 
I have quoted for the following spaces on Level 1 at Takina:  

 Rongomatane Plenary 1.2 & 1.3 – for your Conference Room 

 Rongomatane Foyer – for your catering and 20x poster boards (We have offered a complimentary room hire 
for this as it will be used as a shared space) 

 
Click on below links to access to each space and interactive floor plans 

1. Plenary Hall One 
2. Tākina meeting rooms 
3. Exhibition Hall 

 
Please find aƩached a quotaƟon for review and note the following: 

 There is a minimum catering spend of $  + GST per person per day based on 180 people (equivalent of 
Daily Menu morning/aŌernoon tea and lunch) 

 
The offer is valid until 30th June 2023.  After this, we reserve the right to cancel the offer and to release the spaces to 
another client if we haven't heard back from you. 
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Thank you again for the opportunity   feel free to call me if you have any questions, or would like to organise a 
famil of the spaces. 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Thursday, June 1, 2023 10:35 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: RE: Takina Events ‐ 5th & 6th December 2023 
 
Kia ora Tory, 
 
Just following up on this – have you had a chance to look at availability and the quote for the symposium? 
 
Many thanks, 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Monday, May 29, 2023 2:19 PM 
To:   
Subject: RE: Takina Events ‐ 5th & 6th December 2023 
 
HI   
 
Thank you for your response with those details, I check availability and come back to you with a quote for your 
Symposium.   
I am not in the office tomorrow but will be back on Wednesday and will be in touch then. 
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Have a great aŌernoon! 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 

From:    
Sent: Friday, May 26, 2023 4:28 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: RE: Takina Events ‐ 5th & 6th December 2023 
 
Kia ora Tory, 
 
Thank you for geƫng back to me so quickly and I apologise for missing your call. Moving forward, I wonder if our 
communicaƟon can take place via email so that I’m able to forward the details to the symposium organising 
commiƩee – this would be a huge help. 
 
Here are the answers to your quesƟons: 
 

 Do you require any breakout rooms? 
No, but we do need space for catering. 

 How many poster presentations will you be having? 
We’re not sure until much later in the planning process. In the past we have approximately 12‐14 posters – 
are you able to cater up to 20 posters? 

 I can quote you for full day catering for both the 5th & 6th December, do you have any evening functions? 
No, we don’t have any evening functions. 

 What time would you want to pack in on the 4th December? 
From around midday. 
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 Has   advised of any budgets for this Symposium?  
We do have a budget, but it’s not a big one. Are you able to provide a quote (or even a preliminary estimate) 
then   can decide whether it’s within the budget or not. 

 Do you have anyone based in Wellington that wishes to come in to take a look at our spaces? 
Yes, we can arrange a representative for this. 

 Are you flexible with your dates if we don’t have availability?  We currently have some pencil bookings in 
our space that would be suitable for you. 
We can potentially work with other dates, depending on what alternative dates you have. 

 
Thank you and looking forward to your reply. 
 
Ngā mihi, 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Friday, May 26, 2023 1:45 PM 
To:   
Subject: Takina Events ‐ 5th & 6th December 2023 
 
Good aŌernoon   
  
Thank you for your enquiry here at Takina Events, I have just tried to give you a call but you’re on your lunch break 
so thought I would send you through a quick email. 
  
I just require a few further details for your Symposium: 

 Do you require any breakout rooms? 

 How many poster presentaƟons will you be having? 

 I can quote you for full day catering for both he 5th & 6th December, do you have any evening funcƟons? 

 What Ɵme would you want to pack in on the 4th December? 

 Has   advised of any budgets for this Sympsoium?  

 Do you have anyone based in Wellington that wishes to come in to take a look at our spaces? 

 Are you flexible with your dates if we don’t have availability?  We currently have some pencil bookings in 
our space that would be suitable for you 

  
Thank you for your Ɵme   once I have the above informaƟon I can put together some pricing and send through.
  
Kindest regards, 
  
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
  
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
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You don't often get email from jonty.datson@takinaevents.co nz. Learn why this is important

Kia ora 
 
Not to worry, and yes we can certainly progress this booking to contract.
 
I will need the following info from you to be reflected on both your contract and any financials we
issue to you –
 
Contract:
 

Contact on behalf of the hirer including name, email, telephone number.
Onsite health and safety representative on behalf of the hirer
Contract signatory and their designation

 
Billing:
 

Bill to contact including their name, email, telephone, postal address (we will only send you
digital material)
Will you require a Purchase Order Number or other reference to be attached to your invoice ?

 
 
Nga mihi,
 
Jonty Datson
Function Sales and Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: jonty.datson@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 
 

 

From:  <  
Sent: Tuesday, January 30, 2024 3:44 PM
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz>
Subject: RE:  2024
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You don't often get email from jonty.datson@takinaevents.co nz. Learn why this is important

 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Sent: Thursday, January 18, 2024 3:21 PM
To:  <
Subject: RE:  2024
 

Good afternoon 
 
Thank you so much for contacting the team here at Takina and considering hosting your awards
evening once again with us in 2024. I would be happy to look after your booking in Martina’s
absence.
 

I can confirm we do have availability to host you on Thursday the 5th of December 2024 within
Tahwirimatea, and have tentatively pencilled you in for the time being. Unfortunately the venue is

engaged on both the 3rd and 4th of December.
 
Attached is a provisional proposal for the event that breaks down projected costs for venue hire,
catering and audio-visual. I have noted your request to have the disco ball removed and reflected
this in the quote for A.V, as well as adjustments for inflation. Let me know if there is anything else
you wish to add or subtract from the proposal.
 

Let me know how you feel about that 5th date, and how that works for stakeholders at your end, and
we can go from there.
 
I look forward to working with you.
 
Nga mihi,
 
Jonty Datson
Function Sales and Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: jonty.datson@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:
To: Aaron Telford
Cc:  Bushra Nur
Subject: Re: Takina contact form: 27/03/2023
Date: Friday, 30 June 2023 3:29:57 pm
Attachments: PastedGraphic-1.png
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image002.jpg
PastedGraphic-1.png
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 Standard floorplan- Plenary Hall split into 4.pdf

Hi Aaron

We have now secured a PCO - Brightstar. Will be meeting with them next Tuesday. They
have a conference at Takina. I think that will be the best time to get the contracts signed, or
shortly thereafter depending on the circumstances..

Kind Regards

On 29/06/2023, at 1:08 PM, Aaron Telford
<aaron.telford@takinaevents.co.nz> wrote:

Kia ora 
 
I hope you are well.
 
I just wanted to check in with you in regard to your event dates that
we are now holding for February 2024.
 
Are you in the position to review an updated proposal and contract
your event as yet?
 
Thanks in advance,
 
Aaron
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
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Aaron
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
 
 
 

From: no-reply@takina-prod.sites.silverstripe.com <no-
reply@takina-prod.sites.silverstripe.com> 
Sent: Monday, 27 March 2023 4:10 pm
To: Venues <enquiries@takinaevents.co.nz>
Subject: Takina contact form: 27/03/2023
 

Takina contact form submission

Submitted on 27/03/2023 

Form details

Enquiry Type: Detailed Event Enquiry

Name: 

Email: 

Phone: 

Message: Organisation: 
 (

Name of Event: NZ 
Duration: 2 days with evening dinner and awards ceremony
Timing: 20-30September, 20-31 October, November 2023 -
depending on availability. Prefer Thursday-Friday or Froday-
Saturday.

Structure
2 Days of Conference - 9am to 5pm
Sessions
2 breakfast sessions on each morning of the conference: 7:00am
- 8:30am
1 plennary room - 400pax
4 breakout rooms - 100pax each 
1 room for evening awards ceremony and dinner - either 1st day
or second day of conference
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Option 1. - additional 1 day of professional development, before
or after the two day conference

Option 2. - 1 day conference with awards dinner as above.
4 rooms - up to 25 pax per room

Venue - quotation for both Takina and Tepapa

 

 



From: Aaron Telford
To:
Subject: RE: Pencil hold  pre-event masterclass
Date: Tuesday, 10 October 2023 12:57:00 pm
Attachments: image001.jpg

image002.jpg

Hi 
 
Thanks- I have pencilled this separately for you.
 
Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
From:  <  
Sent: Tuesday, October 10, 2023 9:53 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Pencil hold  pre-event masterclass
 
HI Aaron
 
At this stage we only want to pencil hold the Angus rooms not contract on them. We are not sure if
they are needed yet so don’t want to be committed to paying for them.
 
Thanks
 

 

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, October 10, 2023 9:09 AM
To:  <
Subject: FW: Pencil hold  pre-event masterclass
 
Hi 
 
Did you want me to add the Angus Rooms in the existing booking that e are nearly
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ready to contract on?
 
Thanks
 
Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
From: Elena Ford <Elena.Ford@takinaevents.co.nz> 
Sent: Friday, October 6, 2023 4:46 PM
To:  <
Cc: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Pencil hold  pre-event masterclass
 
Kia ora 
 
Thank you, I copied in Aaron who is managing this booking from our team.  He will book those rooms
for you and come back with confirmation and cost.
 
Wishing you a nice weekend!
 
Nga mihi,
Elena
 
Elena Ford
Venues Sales Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: elena.ford@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Reynold Henkel
To: Aaron Telford
Cc: Andrew Dorrington; Jeanine Smit
Subject: Re:  February 2024
Date: Wednesday, 11 October 2023 5:04:41 pm
Attachments: image001.png
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Hi Aaron
 
Please see comments below.
 
 
Get Outlook for iOS

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Sent: Wednesday, October 11, 2023 4:46:24 PM
To: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz>
Cc: Andrew Dorrington <AndrewD@tepapa.govt.nz>; 

Subject:  February 2024
 
Hi Reynold,
 
I have a client in February next year who has asked the following questions re
beverage on consumption:
 

1. Are we able to provide non-alcoholic beverage that are not the standard
coke, juice etc, if so, what can we offer? Yes we have the kombucha

2. Could we do a mocktail with beverage on consumption? Yes but will be
pre made.  A flavoured syrup topped with lemonade or ginger ale

3. Can we supply low alcoholic wine and an alternative? We can get a low
alcoholic in depending on quantity client prepared to pay for

 
This event will be on level 2 at Takina, and she has also asked that we can have
2 x bars Yes for service for the welcome function ( held in the gallery) and dinner
(in the gallery and part of the plenary hall)- numbers are at 300. She doesn’t ant
people lining up for two long or creating a bottle neck.
 
Thanks
 
Aaron Telford
Senior Account Manager
 
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Ilavarasu Rajendran
To: Aaron Telford
Subject: Re: Buffet Dinner- February
Date: Tuesday, 31 October 2023 11:54:52 am
Attachments: image001.jpg
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That would be great, thanks! JANUARY would be good.

Get Outlook for Android

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Sent: Tuesday, October 31, 2023 11:53:32 AM
To: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz>
Subject: RE: Buffet Dinner- February
 
There are a couple of bigger events that day, so I’m thinking no- I could try to
ush it to January?
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 

From: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz> 
Sent: Tuesday, October 31, 2023 11:52 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re: Buffet Dinner- February
 
How is the week looking ???
If it's a busy week, we will he pushing it too much
 
Regards
Ila
 
Get Outlook for Android

From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Sent: Tuesday, October 31, 2023 11:41:26 AM
To: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz>
Subject: FW: Buffet Dinner- February
 
Hi Ila,
 
The client is very happy with the below menu- thanks.
 
They have now asked if they could do a tasting of this. I have gone back to say
that we don’t offer menus tastings for these types of menus, due to the fact it is
a tailored menu, and there are ingredients that we don’t just have to hand etc,
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plus manpower and prep to execute during our busy time ( she wants to do this
on 29th November)
 
She is being quite instant and is happy to pay the $  tasting fee.
 
Is this something that we can look to do- even just some of the items?
 
Happy to say No, if we need to.
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, October 26, 2023 9:35 AM
To: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz>
Subject: RE: Buffet Dinner- February
 
Thanks Chef!
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 

From: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz> 
Sent: Thursday, October 26, 2023 9:16 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Buffet Dinner- February
 
Hi Aaron,
 
Here is the menu below. This will not be separate stations, will be only a mirrored buffet.  Let me
know if you if any feedback from clients.Thanks
 
Station 1: Seafood
                Grilled rewena bread topped with mussel and cheese.
                Smoked Kahawai, Arugula, pickles, salsa
Station 2: Asian
                Stir fry chicken soba noodles tubs with root vegetables and scallions.
                Assortment of Sushi
Station 3: Spanish/ Mediterranean
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Antipasto station with variety of cured meats/salmon/grilled and picked
vegetables/variety of breads and dips.

Seafood Paella topped with Spiced Sour Cream
Station 4: European
                NZ prime beef slider with caramelized onion and spiced tomato chutney
                Halloumi and red pepper slider
                European Potato Salad
Station 5: Dessert
                Pavlova with Kiwifruit
                Raspberry Lamingtons
 
 
 
Ilavarasu Rajendran (Ila)
Executive Chef
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: Ilavarasu.rajendran@takinaevents.co.nz
Mobile: +64 21 
 
Find out more at takina.co.nz
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, October 25, 2023 11:03 AM
To: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz>
Subject: FW: Buffet Dinner- February
 
Hi Ila,
 
Sorry just following up on the below, have you had a chance to see what we
can offer for this client event- their brief was foods form around the world-
diversity is the conference theme.
 
The client is chasing me!
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Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, October 11, 2023 4:13 PM
To: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz>
Cc: 
Subject: RE: Buffet Dinner- February
 
Thanks Ila,
 
The client is wanting to have more of a walk n fork style dinner now with some
food stations and trayed substantial canapes
 
Some ideas that have are as below, please let me know what you may be able
to accommodate, the price we had originally quoted is $  pp for a dinner
buffet. Can we work something in with this pricing?
 
Paella Station
Seafood- like sashimi, sushi
Sliders
Dessert station- featuring NZ theme like pavlova , nz cheese etc.
 
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 

From: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz> 
Sent: Wednesday, October 11, 2023 10:23 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: 
Subject: RE: Buffet Dinner- February
 
Hi Aaron,
Yes, I remember now.
Our menu itself reflects multi cuisine concept in some areas of the menu.
If we get their view on what cuisine they want to focus on will be great to design the menu.
Thanks
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Ilavarasu Rajendran (Ila)
Executive Chef
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: Ilavarasu.rajendran@takinaevents.co.nz
Mobile: +64 21 
 
Find out more at takina.co.nz

Email signature image (004)

 
 
 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, October 11, 2023 10:20 AM
To: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz>
Cc: 
Subject: FW: Buffet Dinner- February
 
Hi Chef,
 
This is the client that Jeanine and I are meeting with this morning.
 
The brief is not very detailed in terms of the food they require and I have asked
them for soe guidance, but haven’t really had anything back.
 
Have you done something like this before, with different cuisines served or do
you have some suggestions that you think will be appropriate?
 
Thanks
 
Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
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From: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz> 
Sent: Wednesday, August 23, 2023 11:30 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Buffet Dinner- February
 
Hi Aaron,
 
Yes, fine we can work something on it.
Just confirm with the client what cuisine should the menu reflect. Cheers
 
 
Ilavarasu Rajendran (Ila)
Executive Chef
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: Ilavarasu.rajendran@takinaevents.co.nz
Mobile: +64 21 
 
Find out more at takina.co.nz

Email signature image (004)

 
 
 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, August 23, 2023 11:27 AM
To: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz>
Subject: Buffet Dinner- February
 
Hi Ila,
 
I have a client in February next year- who has asked if we can do a tailored
buffet for them -based on food around the world….( not sure on anything more
specific at this stage)
 
Approx 250-300 pax- at Takina.
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If we can do this will I charge the same as a plated dinner?
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Aaron 
  
  
Aaron Telford 
Senior Account Manager 
  
Tākina Events 
Email: aaron.telford@takinaevents.co.nz 
Mobile: +64 21  
  
  
From:  <  
Sent: Wednesday, November 8, 2023 9:20 AM 
To: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Cc:  <  
Subject: Re: Introduction Tākina Events Function Coordinator -  - 48165 - 11/03/24 
  
Hi Aaron, 
  
Thank you.  Can you please put us in touch with our Ops contact for the    
  
If there are some photos of the food options, including how the food stations are presented (from previous 
events) that would be great to have.  Perhaps from the Takina Opening event?  We are keen to have a vibrant 
and interactive dinner experience which will include a space for a  cultural music performance as background 
entertainment. We want to ensure the food is varied, of high quality, well presented with chefs/servers and the 
stands aren't basic buffet stations.  
  
Perhaps when we have our Ops contact we can meet to discuss this further.  I will be in WLG on 29 of 
November so can meet with the necessary person/s on site or we can catch up on zoom. 
  

 
  

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, November 7, 2023 11:56 AM 
To:  <  
Subject: RE: Introduction Tākina Events Function Coordinator -  - 48165 - 11/03/24 
  
Hi  
  
Sorry for the delayed reply, I have been on leave. 
  
I have checked with Chef and unfortunately it is just not possible with the current events inhouse. 
  
He is happy to look at doing this for you in January, however- if this can be an option at all? 
  
Thank you for the contract return, please see countersigned attached for your records. 
  
Thanks 
  
Aaron 
  
  
Aaron Telford 
Senior Account Manager 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)





4

Thank you for your email and the menu.  It looks great, before I discuss this with the  and other 
clients/partners who may have interest, can you confirm for me that this will be priced at $  
  
I understand about the ability to provision this tasting, as it's new, but we do have a number of events early in 
the new year that this would be an option for.  It would be good to have confidence and ensure we have the 
right selections for the audiences, so if it can be provisioned sooner rather than later that would help to 
progress the decision.  We are ok to pay.  If not, so be it. 
  

 will be in touch re the site visit on the 29th on her return from leave the week after next.  It may not be 
necessary to be on site if we can't get the tasting, she can do planning and AV meetings remotely. 
  
Thank you, 

 
  

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, October 26, 2023 9:45 AM 
To:  <  
Cc:  <  
Subject: FW: Introduction Tākina Events Function Coordinator -  - 48165 - 11/03/24 
  
Hi  
  
I hope you are well. 
  
Just touching base with you in regard to the menu tastings and emails below. 
  
I have had a discussion with Elena and as below we don’t offer menu tastings on anything apart 
from the plated dinner menu. 
  
In addition, we also now charge $ for these, to cover food costs, preparation time, staffing, 
& venue hire. We also need to be able to operate with our current business patterns and menu 
content as well, which is not currently feasible for us in peak season. 
  
As you are aware, we do get excellent feedback regarding our food, and I can totally 
understand that you want to menu taste for your client. I can speak to chef and see if we may be 
able to do something in January when things are a bit quieter for the teams, but it would be a 
selection of dishes and not the full menus offered as these are tailored menus and some items 
need to be produced in bulk. 
  
Please see attached the proposed menu for  that chef has just sent me now, I think this 
covers the brief for this event well. 
  
Day catering menus are set by day of the week, and these will change in March next year- 
please see this link for current menus. Daily-menu-.pdf (takina.co.nz) 
**Changes to these daily menus will incur additional fees 
  
Thanks in advance, 
  
Aaron 
  
  
Aaron Telford 
Senior Account Manager 
  
Tākina Events 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)
(i)

s 9(2)(i)





6

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, October 25, 2023 10:17 AM 
To:  <   
Subject: RE: Introduction Tākina Events Function Coordinator -  - 48165 - 11/03/24 
  
Kia ora  
  
Thanks for the below, we can do the site visit for you, at this stage we can access the full centre, 
however if we gain a booking that may change. 
  
We can’t offer a menu tasting for the  dinner as it will be food stations and we only offer 
tastings for plated dinners. 
  
Once AV have assigned a coordinator, I will send the calendar invite out. 
  
Wil aim for an 11.30am site and then go from there. 
  
Thanks 
  
  
Aaron 
  
Aaron Telford 
Senior Account Manager 
  
Tākina Events 
Email: aaron.telford@takinaevents.co.nz 
Mobile: +64 21  
  
  
From:  <  
Sent: Tuesday, October 24, 2023 12:25 PM 
To:  Aaron Telford <aaron.telford@takinaevents.co.nz> 
Subject: RE: Introduction Tākina Events Function Coordinator -  - 48165 - 11/03/24 
  
HI Jeanine, nice to meet you. 
  
I am also going to include @Aaron Telford in this email as it also relates to the  conference that  and I 
have been liaising with Aaron on. 
  
My manager  and I are coming down to wellington on the 29th November. We are wanting to come for a visit to 
Takina around 11am on this date to meet with the relevant people to go over ops, AV, catering ect and also do a 
tasting for the dinners for both events. 
  
Could one of you please confirm that this can be booked in. 
  
Thanks 
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From:  
Sent: Thursday, June 29, 2023 6:48 PM 
To: Elena Ford <Elena.Ford@takinaevents.co.nz>;  <  
Cc:  Nique van Selm <niquevs@brightstar.co.nz> 
Subject: RE: Introduction Tākina Events Function Coordinator -  - 48165 - 11/03/24 
  
Kia Ora  
  
It is lovely to meet you. 
  
I am just a phone call or email away if you need any assistance or information for your event. 
  
I look forward to working with you to create a memorable event. 
  
Kind Regards, 
Jeanine Smit 
Senior Functions Coordinator 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: jeanine.smit@takinaevents.co.nz 
Mobile: +64 21  
  

From: Elena Ford <Elena.Ford@takinaevents.co.nz> 
Sent: Thursday, June 29, 2023 4:01 PM 
To: Cleghorn,  <  
Cc:  Baldey, Emily <emilyb@brightstar.co.nz>; van Selm, Nique 
<niquevs@brightstar.co.nz> 
Subject: Introduction Tākina Events Function Coordinator -  - 48165 - 11/03/24 
  
Hi  
 
I would like to introduce Jeanine Smit (cc) who will be your Function Coordinator, going forward, supporting you to 
deliver a successful event. 

You can now liaise directly with Jeanine using below details: 
Mobile: +64 21  
Email: Jeanine.Smit@takinaevents.co.nz 
Once again thank you for booking with Tākina Events, we look forward to working with you and your team! 

Feel free to contact me directly for any new enquiries. 

Kind regards, 

Elena 
 
Elena Ford 
Venues Sales Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: elena.ford@takinaevents.co.nz │Mobile: +64  
 
 Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
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From: Jeanine Smit
To:
Cc:  Aaron Telford
Subject: Dinner Costing  | 21 - 23 February 2024
Date: Thursday, 23 November 2023 1:51:59 pm

Good Afternoon  & 
 
I trust this email finds you both well?
 
I have confirmed with our chef this morning that the cost for the Dinner Menu would be $
plus GST, subject to final requirements.

We will discuss the menu when you are here on the 29th of November 203, just wanted to give
you a heads up as well.
 
Please do not hesitate to contact me should you require any additional information or
assistance.
 
Nga mihi,
Jeanine Smit
Senior Functions Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: jeanine.smit@takinaevents.co.nz
Mobile: +64 21 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 

From:  <  
Sent: Thursday, November 16, 2023 11:59 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>; Jeanine Smit
<Jeanine.Smit@takinaevents.co.nz>
Cc:  <
Subject: Re: Coordinator Hanover
 
Hi Aaron & Jeanine,
 
Thank you for your support Aaron, as we worked through the contract and the delivery
elements that are important for the PM Conference to be successful.
 
It's nice to be working with you again Jeanine.  I understand that you are already
working with  who will be the Delivery Lead and your main point of contact for
this event.
We are available from 11am -2.30pm on the 29 Nov and   will also fly down to
WLG to make the most of the planning time on site. 
 It would be great to also meet the F&B or Head Chef if possible?

 will plan to engage the AV team to meet them on site and run through the
requirements.
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Please advise what time suits on the 29th.
 
Thank you

 
 
 
From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Sent: Thursday, November 16, 2023 8:31 AM
To:  <
Cc: Jeanine Smit <Jeanine.Smit@takinaevents.co.nz>
Subject: Coordinator Hanover
 

Kia ora 

 

Thank you for the signed contract for your event  at Takina in 2024.
Please see attached the countersigned copy for your records.

 

I am pleased to introduce you to Jeanine who will be your coordinator
moving forward, ccd in this email.

 

Jeanine will be in touch soon to introduce herself and start to organise the
finer details of your event with you.

 

I am away on the 29th when you are here, but Jeanine will be able to meet
with you- so will let her organise a time that suits you both. We are waiting
to hear back from Chef regarding the menu and pricing- Jeanine is across
this as well.

 

If I don’t see you before, I will see you at the Auckland PCO lunch co
hosted by BEW and Venues Wellington in December.

 

Thanks

 

Aaron

 

Aaron Telford
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Business Development Manager - 
Business Events Wellington
+61 

WellingtonNZ com
 
WellingtonNZ
Takina Project Team – Wellington City Council
www.WellingtonNZ.com

 
Kia ora 
 
Thanks for the below  can I just confirm what the catering requirements are?
 
2 x FDC
1 x Gala dinner
Any welcome function?
 
I am finishing up for the day now  but will be popping into the office tomorrow am  so will get this finalised and to you then  so you will have it first thing Monday
morning.
 
There are no duplicate dates that I can second pencil behind- but there are a couple of events that are due to confirm/decline early next week- so can 2nd

pencil behind those for now to at least get an idea of pricing for the client.
 
Nga mihi
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron telford@takinaevents co.nz
Mobile: +64 21 

 

 
 

From:   < wellingtonnz com> 
Sent: Friday, 21 April 2023 10:55 am
To: Aaron Telford <aaron telford@takinaevents co.nz>
Subject:  -   - May/June 2024
Importance: High
 

 

Kia ora Aaron
 
I had a catch-up with   yesterday afternoon – this group is for the    It had been tabled to return to NZ in 2025 but their plans
for  in 2024 have blown out budget wise, and as such they are considering returning to NZ in 2024. 
 

 is looking at Wellington as a back-up option (we should have notification within the next week if it’s a go) as they are keen to contract and announce at
this year’s conference (taking place the week after MEETINGS) on the Sunshine Coast, AU.
 

 is notoriously brief on his details….but from a past quote we were looking at for this year – I’d suggest you look at the following (excuse the dates):
 

  Start date End date Days Description Takina Space Seating style PAX
Unit
charge

Charges

  11-Jul-23 15-Jul-23 5 Conference Managers Office Level 1 - Organisers Office Boardroom 10                  -                    -  
  11-Jul-23 12-Jul-23 2 Pack-In - Exhibition Hall Exhibition Hall 1,800 sqm                   
  12-Jul-23 12-Jul-23 1 Pack-In - Plenary Hall Plen Hall 1 Cabaret 360                 
  13-Jul-23 14-Jul-23 2 Exhibition + Catering Exhibition Hall 1,800 sqm                 
  13-Jul-23 15-Jul-23 3 Plenary Room Plen Hall 1 Cabaret 360                 
  15-Jul-23 15-Jul-23 1 Gala Dinner Room Plen Hall 1 Banquet 450                  -        
                 
  Total Takina Venue Pricing (excl. GST) $   
                   

 
His Option 1 and Option 2 are dependent on if the client wants a NZ only meeting or a Trans-Tasman Meeting.
 
Our priority is to see if we have any Wed-Saturday or 4-day options that would suit….I’ve had a look at your calendar, and it’s looking pretty full, but if there are

any duplicates could we potentially 2nd pencil options behind some of the bookings?

If you could possibly come back to me today – so   is able to advise the client if Wellington is indeed an option.
 
Thanking you!
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From: Aaron Telford
To:
Subject:  Site
Date: Thursday, 15 June 2023 9:41:00 am
Attachments: image001.png

image002.jpg

Kia ora 
 
Just follow up from yesterday’s site.
 
They seemed impressed with the venue and are undecided on what floor (or
Both) based on expected numbers. L1 Plenary may be too small, but L2 Gallery
too small for trade, we have discussed using ¾ of Plenary 2 for conference
component and then using the other ¼ to house some trade as well if they want
to stay on one floor.
 
I had this contract pending but have changed the status down to tentative now
as they are undecided on location and use of the venue as well. In addition,

 has asked for a range of dates available over June to September.
 
Thanks
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 
From:   < wellingtonnz.com> 
Sent: Sunday, May 21, 2023 2:58 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: Elena Ford <Elena.Ford@takinaevents.co.nz>
Subject: FW: ASH UPDATE DATES
 

 

Kia ora Aaron
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 TAYLOR 1E/PCO 
JOE PEZZANO 1E/ED
ASHLEY CLEMMETT GM 
**NZ STAFF (POSS 2 PAX)
 
TUE 13TH 
QF 905 13JUN 2 MCYSYD 0720 0905  
QF 137 13JUN 2 SYDCHC 1045 1550  
 
TUE ARVO DINNER WITH CHC BUREAU?

O/NIGHT CHC - PROVIDED BY BUREAU 3 ROOMS / POSS 5
 
WED 14TH 
CHC FAMIL - ALL MORNING 
 
EARLY LUNCH 
 
AT CHC AIRPORT 13:00 
 
NZ360 14JUN 3 CHCWLG 1405 1455   
 
WED ARVO & DINNER WITH WLG BUREAU?
 
O/NIGHT WLG - PROVDED BY BUREAI 3 ROOMS / POSS 5 
 
THU 15TH 
WLG FAMIL MORNING 
 
AT WLG AIRPORT 13:30PM
 
QF 164 15JUN 5 WLGSYD 1545 1730  
QF 904 15JUN 5 SYDMCY 1925 2105  
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Let me go back to a couple of tother clients that are holding September
dates and see where they are up to and try and clear some dates for
you.

 

Thanks

 

Nga mihi,

 

Aaron Telford

Business Development Manager - Venues

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 21 

 

 

 

From: Aaron Telford 
Sent: Tuesday, June 20, 2023 11:19 AM
To: gt@1e.com.au
Cc:  < wellingtonnz.com>
Subject: September~Dates

 

Hi 

s 9(2)(a)

s 9(2)
(a)

s 9(2)(a) s 9(2)(a)



 

Just following up on the below, we have had some movement since the
last update, and the 3rd to 6th on L2 is now booked by the other client.

 

Available in September are:

 

Week of:

 

3rd to 6th- Level 1- First Pencil

 

14th to 17th- Level 2 – First pencil (this falls over a weekend however)

 

 

Thanks

 

Aaron

 

 

Nga mihi,

 

Aaron Telford

Business Development Manager - Venues

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 21 

 

s 9(2)(a)

















FOR NOW YES – I will change this to the $  pp and we can
review closer to the time if the budget allows.

 

 

Will they have a coffee cart sponsored? If so we could remove the
arrival tea and coffee each day?

YES PROBABLY MORE THAN 1  - HOW MANY HAVE YOU GOT 2,3?  We
out source these now, and the sponsor can cover the cost, we
can recommend a supplier. I will remove the arrival tea and
coffee for now based on this.

 

Just some ideas to assist budget wise.

 

Thanks

 

Nga mihi,

 

Aaron Telford

Business Development Manager - Venues

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 21 

 

s 9(2)(a)
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We acknowledge that timings etc will be finalised closer to the
date for the run of the event, as is the case once the
coordination process starts from our end.

OK 

 

If you can please confirm suggested changes above, I will redraw the
contract for you, and get it out this afternoon.

 

Thanks

 

Aaron

 

 

Nga mihi,

 

Aaron Telford

Business Development Manager - Venues

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 21 
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Please see below link to the latest promo video for
Wellington and Takina, let me know if you have any issues
opening this link.

 

 

We are looking forward to hosting this event at Takina and I
will be in touch tomorrow, on the above.

 

Thanks

 

Aaron

 

 

Nga mihi,

Aaron Telford

Business Development Manager - Venues

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 21 
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Kia ora 

 

Thank you for confirming your event with Takina events, we look
forward to welcoming your delegates and yourself into our spaces.

 

Please find attached the contract for your event at Takina in 2024 for

 

I have quoted the event based on a minimum of 350 delegates
attending and if you decide to host a  welcome or other social
function with us, we can add this in at a later date for you.

 

If you can please take the time to review the attached document,
sign and return it to me that will be appreciated. Once received I will
countersign this and provide a copy for your records.

 

Please note that final AV costs and requirements for your event, will
amend the totals as indicated.

 

Once the contract is returned I will hand over your event to one of our
coordinators and introduce you to one of our AV team who will be
assigned to your event, they will pick up the conversation around this
for you.

 

Your coordinator will finalise all of the finer details for your event and
will be you main point of contact moving forward.

 

If you have any questions, please do let me know.

 

Thank you again for selecting Takina events!

 

Nga mihi,

 

Aaron Telford

Business Development Manager - Venues

s 9(2)
( )
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Host charges to open Gallipoli TBC

 

Gala Dinner- Turn of Plenary

$ pp 3 course set plated dinner ( $ for alternate drop mains)

Beverage on Consumption

Pre dinner canapes- ½ hour $  pp

Cheers,

 

Aaron

 

Nga mihi,

 

Aaron Telford

Senior Account Manager

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 21 
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Please see below pricing and link to menus:

 

Welcome Function- Wellington Foyer

Venue Hire $  ( 50% discount applied)

Beverage- on consumption

Substantial Canapes- 2 Hours service – 6 items $  per person

Host charges to open Gallipoli TBC

 

Gala Dinner- Turn of Plenary

$  pp 3 course set plated dinner ( $ for alternate drop
mains)

Beverage on Consumption

Pre dinner canapes- ½ hour $  pp

 

Canape-menu-v2.pdf (takina.co.nz)

Set-plated-menu-4.pdf (takina.co.nz)

 

Thanks

 

Nga mihi,

 

Aaron Telford

Business Development Manager - Venues

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 21 

 

 

s 9(2)(a)
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We are here to assist you, and please don't hesitate to reach out if you have any questions or require 
further assistance. 

On another note, please let me know the contact person for any future invoices. If your company uses 
purchase orders, we kindly request the purchase order number for this event and we will plan to include 
that on the upcoming invoice. 

 

Thank you for choosing our spaces. We eagerly anticipate the opportunity to work with your team and 
make 2024 a resounding success. 

 

Ngā mihi, 

Gelderblom, Michealle 

Tākina Events 

 

s 9(2)(a)

 



From:
To: Jonty Datson
Subject: Re: Proposal for  15 MAR - Takina Events
Date: Friday, 26 January 2024 3:29:35 pm
Attachments: image001.jpg

image002.jpg
image003.jpg
image004.png
image005.gif

Hey Jonty, 

Yep that sounds good, keep it simple for now. 

I don't have a decision on the drinks/ canapes yet. 

Nga mihi

Wellington Office
Level 6, 111 Customhouse Quay
Te Aro, Wellington 6011

PO Box 11965, Manners Street
Wellington 6142, New Zealand

On Fri, 26 Jan 2024 at 11:13, Jonty Datson <Jonty.Datson@takinaevents.co nz> wrote:

Yeah no worries,

 

I’m just drawing up your contract now and wanted to check whether or not you wanted me to include the
drinks and canapes ?

 

My preference would be to keep it simple and just contract you to the Day Delegate rate, adding on the
drinks/canapes later if need be, but entirely up to you.

 

Nga mihi,

 

Jonty Datson

Function Sales and Coordinator

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: jonty.datson@takinaevents.co.nz

Mobile: 

 

s 9(2)(a)

s 9(2)(a)
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On Tue, 16 Jan 2024 at 12:01, Jonty Datson <Jonty.Datson@takinaevents.co.nz> wrote:

Hi 

 

Apologies for the late reply, I have just returned from leave.

 

If you are happy to proceed to contract I will require the following information from your end to be
reflected on both the contract and any financials –

Contract

-              Onsite contact person on behalf of the hirer including; a name, contact number, email address –

-              Contract signatory on behalf of the hirer including their name and designation –

-              Your official event title e.g. “  2024”

Invoicing

-              Bill – to contact on behalf of the hirer including; a name, contact number, email address, postal
address (we will only send you digital material)

-              Please advise you wish to attach a purchase order, or specific reference to any invoice we issue
you

No real need to make a decision on the drinks/canapes aspect of the event at this stage, we can always
add this on later.

 

Nga mihi,

 

Jonty Datson

Function Sales and Coordinator

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: jonty.datson@takinaevents.co.nz

Mobile: 

 

Ta k to us about hosting your next event at Takina or Te Papa

Find out more at takina.co.nz

 

s 9(2)(a)
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On Fri, 22 Dec 2023 at 09:13, Jonty Datson <Jonty.Datson@takinaevents.co.nz> wrote:

Morning 

 

Please find revised proposal attached to include hire of Tawhirimatea Plenary Hall and Foyer, as well
as options for networking drinks and nibbles.

 

I have also included a proposed floor plan for the plenary session, as well as some menus for your
review.

 

Nga mihi,

 

Jonty Datson

Function Sales and Coordinator

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: jonty.datson@takinaevents.co.nz

Mobile: 

 

Talk to us about hosting your next event at Takina or Te Papa

Find out more at takina.co.nz

 

 

 

 

s 9(2)(a)
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On Wed, 13 Dec 2023 at 09:50, Jonty Datson <Jonty.Datson@takinaevents.co nz> wrote:

Kia ora 

 

Correct, Oceania is located within Te Papa as opposed to Takina.

 

We can certainly have a look through Takina next week, although I fear the plenary spaces may
be a little too large given your proposed numbers.

 

Tuesday next week works best for me as I work from home on Monday’s, I am free all day with
the exception of 14:00 – 15:00 just let me know when works for you and I will send through an
invite.

 

Nga mihi,

 

Jonty Datson

Function Sales and Coordinator

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: jonty.datson@takinaevents.co.nz

Mobile: 

 

Talk to us about hosting your next event at Takina or Te Papa

Find out more at takina.co.nz

 

 

 

 

s 9(2)(a)

s 
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I can confirm we do have availability to host you on your preferred date of the 15th of March in
Oceania and have tentatively pencilled you in.

 

In terms of pricing, our Full Day Delegate package is charged at $  + GST per person and
includes the following

 

Single venue hire from 08:00 – 18:00
Full Day catering
A standard audio- visual package

 

For further package inclusions and conditions please refer to the brochure attached.

 

The venue can accommodate up to 200 pax in a banquet set up style (max 10 per table) and
includes a 6m x 2m stage, double projector and screen, ample natural light, and harbour views.
Do let me know if you wish to arrange a time to view in person.

 

Let me know if you have any questions that I can assist with, and I look forward to your reply.

 

Nga mihi,

 

Jonty Datson

Function Sales and Coordinator

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: jonty.datson@takinaevents.co.nz

Mobile: 

 

Ta k to us about hosting your next event at Takina or Te Papa

Find out more at takina.co.nz

 

 

 

 

s 9(2)(a)
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to mark the opening of Takina.  Can you advise if  will be attending.

 

We’d then update her regarding entry to the event.   If she can’t attend, please still reply
and let me know, I’ll indicate it’s a ‘no’ for her.

 

I look forward to hearing from you. Many thanks.

 

Nga mihi nui,

 
s 9(2)(a)
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From: Tory Chan  
Sent: Tuesday, August 15, 2023 2:07 PM 
To:   
Subject: RE: MENU TASTING FOR CCF EVENT FRIDAY 8 DECEMBER 2023 
 
Hi   
 
I hope you had a nice weekend!  This is a quick email to advise that I will hand you over to your co‐ordinator next 
Friday 25th August.  She will also be able to organise the menu tasting with you as well. 
 
Have a great week and I will be in touch with you next week! 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

s 9(2)(a)
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From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Thursday, August 10, 2023 3:30 PM 
To:   
Subject: RE: MENU TASTING FOR CCF EVENT FRIDAY 8 DECEMBER 2023 
 
Hi   
 
The co‐ordinator that I am handing your event over to is currently sick, hopefully she’ll be back on deck soon and I 
can e‐introduce you. 
 
I will be in touch in the coming weeks! 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

s 9(2)(a)
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Thank you for confirming the Foyer, I have removed from the contract since you’re only using the plenary room for 
the cocktail room.   
 
Please find aƩached V2 of the contract for you to sign off. 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 

 
 
 
 

From:    
Sent: Wednesday, November 8, 2023 3:03 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE:   ‐ 22 March 2024 ‐ Takina Events contract to sign 
 
Hi Tory, 
 

1) If it helps,  9AM access for furniture/theming etc.    
2) Foyer not required due to change from sit down banquet to cocktail.  But would need access to foyer to get 

to Rongomatane room. 
 
We will hire furniture ie bar leaners, bar stools, a few lounge set  to dress room for our event  
 
Any further queries, please advise. 
 
Thank you. 
 
 
Kind Regards, 
 
 

s 9(2)(a)
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From:    
Sent: Wednesday, November 8, 2023 12:10 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   
Subject: RE:   ‐ 22 March 2024 ‐ Takina Events contract to sign 
 
 
Hi Tory, 
 
Trust you are well. 
 
Please can you update the following details in your contract; 
 
BOOKING DETAILS 
Event Title                          :   Wellington 
DescripƟon of Event        : Cocktail 
Booking Period                  : 22/03/24 8.00AM – 11.30PM 
SETUP                                 : Cocktail 
 
Noted venue hire  Rongomatane Foyer & Plenary Hall One etc, 22/03/24                : 1pm – 11.30pm 
We need Setup Start Time for                    Rongomatane                                                  : 8.00AM – 
11.30PM                              
                                                                           Makaro                                                             : 8.00AM – 11.30PM 
                                                                           Green Rm 3 & 4                                              : 8.00AM – 11.30PM 
 
Everything looks ok. 
 
Please update and resend for signing. 
 
Any further queries, please advise. 
 
 
Thank you. 
 
Nga mihi, 
 
 
 

s 9(2)(a)
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1745     Doors open 
1800     Drinks served 
              No canapes at this stage but may want to add later on 
1900     Guests enter room to sit down for supper (or slightly earlier if they want to start formalities at 7pm)
2300     Last call for drinks 
2330     Guest departure 

 
Thank you again for choosing our spaces, we look forward to working with your team. 
 
I will send through the invoice later this week to keep these emails separate.  
 
Kind regards, 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 

 
 
 
 

From:    
Sent: Monday, November 6, 2023 2:57 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Cc:   Clarisse Le Floch 
<Clarisse.LeFloch@takinaevents.co.nz> 
Subject: RE:   
 
Hi Tory, 
 
Thank you, 
 
Nga mihi, 
 

s 9(2)(a)
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From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Monday, November 6, 2023 11:53 AM 
To:   
Subject: RE:   
 
Hi   
 
Thank you for your email, sorry I have been in meeƟngs all morning.   
 
Email is best for me this week as I have more meeƟngs later in the week! 
 
Both Level 1 and 2 at Takina are booked with mulƟday conferences on Friday 5th April so we are unable to host a 
cocktail funcƟon. 
 
Did you want to look at any other dates? 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 

 
 
 

s 9(2)(a)
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Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 

 
 
 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Thursday, November 2, 2023 11:10 AM 
To:   
Subject: RE: CCF EVENT‐ GO FOR GOLD 2024 
 
Hi   
 
I have been in back‐to‐back meeƟngs this morning, not sure if you received my text as it bounced back (something 
to do with my phone). 
 
Unfortunately, we only look aŌer Takina and Te Papa venues. 
 
Let me know what you would like to do from here. 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 

s 9(2)(a)
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From:    
Sent: Thursday, November 16, 2023 10:11 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: RE: TAKINA CONTRACT V3 ‐   
Importance: High 
  
  
Hi Tory 
  
Trust you are well. 
  
FYI, I have not received your signed contract as yet.  Which is good!.  
  
Troy, we just had our committee meeting for our Wellington event and we have decided to revert back to our 
Dinner Banquet, sit down table of 10.   Financially a cocktail event would  not work for the amount of 
effort.  Therefore decided to stick to our original plan of a Banquet Dinner for our Fundraising event at 
Takina.  .Everything else stays the same ie : 
  
Even      :   2024 
Date      : Friday 22 March 2024 
Type      : Banquet Dinner 
Minimum : 200 people (20 Tables) 
Estimated : 300 people (30 tables) 
Times    : Access to room 9am – 11.30pm 
Please kindly amend contract to reflect above changes.  
  
Apologies for any inconvenience caused. 
  
Any queries, please advise. 
  
 
Thank you. 
  
  
Kind Regards,  
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Sorry   following from my email below, the cost of staging below is in the dinner room, not in the foyer where 
pre‐drinks are held 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 

 
 
 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Thursday, October 26, 2023 9:35 AM 
To:   
Subject: RE:   ‐ 22 March 2024 ‐ Takina Events ‐ contract details 
 
Hi   
 
Thank you for coming back to me.   
 
Here is the link to our plated dinner menus, please use this as a sample menu as our menus will be updated early 
next year ‐ hƩps://www.takina.co.nz/assets/PDF‐menus/Final‐2023‐Menus‐/Set‐plated‐menu‐4.pdf 
 
The AV details of what is included and what is additional charge can be viewed here, an 8m x 3m stage is $  + GST 
per day. 
 
The addiƟonal hours are if you want access to the room prior to 7am ‐ this won’t apply to you if you don’t want 
access that early.  Please note the premise must be vacated by midnight. 
 
We can offer a 11:00am set up if that works for you?   
 
Apologies, I am not sure how it pulled your old informaƟon, I have updated the contract with your correct phone 
number and address. 
 
Lets firm up the above details then I can send through an amended contract. 
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I have quoted for the following spaces on Level 1 at Takina:  

 Rongomātāne Room A & B (Plenary Hall 1.2 & 1.3)  – for your Dinner  

 Rongomātāne Foyer – for your Pre‐dinner Drinks (please note this space is 1,800sqm, you could look at 
hiring bar leaners and plants to help fill the space if you wish) 

 
Click on below links to access to each space and interactive floor plans 

1. Plenary Hall One 
2. Exhibition Hall 

 
Please find aƩached a quotaƟon for review and note the following: 

 There is a minimum catering spend of $  + GST per person per day based on 200 people (equivalent of 
Set 3‐course dinner) 

 Staging is an additional charge at Takina, the AV details of what is included (page 7 under Plenary Hall 1.3) 
and what is additional charge (page 3) can be viewed here 

 We are happy to offer complimentary room hire for the Rongomātāne Foyer and a discount on 
Rongomātāne Rooms A & B 

 
The offer is valid until 14th August 2023.  After this, we reserve the right to cancel the offer and to release the spaces 
to another client if we haven't heard back from you. 
 
Thank you again for the opportunity   feel free to call me if you have any questions, or would like to organise a 
famil of the spaces. 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

From:    
Sent: Tuesday, July 11, 2023 4:34 PM 
To: Jonty Datson <Jonty.Datson@takinaevents.co.nz> 
Subject: Venue enquiry 
 
Kia ora Jonty 
  
I am looking for a venue to an awards dinner and would love to see if you are available and what the costs would 
be.  Please see the details below 
  

 Friday 22 March 2024 

 6.00 – 7.00pm drinks and canapes 

 7.00pm onwards seated dinner 

 200 – 250 pax  

 Basic AV required, plus stage, lectern  
  
Please sing out if you need more info.  I look forward to hearing from you soon. 
  
Ngā mihi 
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As promised, I would like to introduce Jeanine Smit (cc) who will be your FuncƟon Coordinator, going forward, 
supporƟng you to deliver a successful dinner in March.   
 
You can now liaise directly with Jeanine using below details: 
Mobile: +64 21   
Email: Jeanine.Smit@takinaevents.co.nz 
 
Jeanine is sƟll away from the office but she will get in touch when she is back on deck. 
 
We look forward to hosƟng your Fellows Dinner next year! 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 
 

From:    
Sent: Thursday, November 30, 2023 2:01 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: RE: Fellows dinner 22 March ‐ site visit at Takina  
 
Great, see you then! 
 
I will be with my colleagues Caitlin (who you have met) and Catherine. 
 
Ngā mihi 
  

 
Engagement Manager, Technical Groups 
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Te Ao Rangahau 
P :: 04 473 2023 
M :: 0274 263 050 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Thursday, November 30, 2023 1:38 PM 
To:   
Subject: RE: Fellows dinner 22 March ‐ site visit at Takina  
 
Let’s do Monday 11th December at 11:00am, I will bring along Jeanine who will be the co‐ordinator looking aŌer 
your event. 
 
We will meet you at the Cable Street entrance of the new Takina building – 50 Cable Street which is right by the new 
traffic lights. 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 
 

From:    
Sent: Thursday, November 30, 2023 11:25 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: RE: Fellows dinner 22 March ‐ site visit at Takina  
 
Hi Tory 
 
Those Ɵmes don’t work either sorry.  As our calendars stand at the moment we have the following availability 

 Tuesday 5 Dec 2 – 3.30pm 

 Friday 8 Dec 9.15 – 10am 
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 Monday 11 Dec 11am – 1pm  

 Tuesday 12 Dec 3 – 3.30pm 

 Friday 15 Dec 9.15 – 10.15am  
 
 
Ngā mihi 
  

 
Engagement Manager, Technical Groups 

  
  

Te Ao Rangahau 
P :: 04 473 2023 
M :: 0274 263 050 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Thursday, November 30, 2023 11:16 AM 
To:   
Subject: RE: Fellows dinner 22 March ‐ site visit at Takina  
 
Can you do 11:30am?  Or midday? 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 
 

From:    
Sent: Thursday, November 30, 2023 11:09 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: RE: Fellows dinner 22 March ‐ site visit at Takina  
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From: Tory Chan  
Sent: Wednesday, November 29, 2023 12:08 PM 
To:   
Subject: RE: Fellows dinner 22 March 
 
HI   
 
Lovely to hear from you!  I will check with Jeanine who is the coordinator for your event and see when we’re all free 
to bring you in for a site visit. 
 
I will be in touch!  
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 
 

From:    
Sent: Tuesday, November 28, 2023 3:16 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: Fellows dinner 22 March 
 
Hi Tory 
  
How are you doing?  I have another staff member I would like to bring through the venue, can you please let me 

know a few Ɵmes over the next two weeks that you are available and we can lock it in a visit সহ 
  
Ngā mihi 
  

 
Engagement Manager, Technical Groups 
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7-8 3x3 Booths.
 
The convenor is more inclined to a Hotel venue like Intercon, but I’d love to use Takina if we can convince her. She doesn’t like convention
centres because of the perception that everyone goes off to various hotels afterwards, but I reckon we could find a way to show her how
Takina could be central to everything. They have their 2023 conference 22-24 March, so I’m trying to fast track. Who should I speak to at
each of Intercon and Takina?
 
Who should we hit up for some funding in NZ?
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From: Aaron Telford
To:
Subject: RE:  requote
Date: Thursday, 21 September 2023 3:50:00 pm
Attachments: image001.png

image002.jpg
image003.png
image004.jpg
Takina Floor Plan - 11 July.pdf

Hi Kara,
 
Sorry for the misunderstanding, the names have changed since the original
quotation,  please see attached the basic floor plans indicating the spaces. You
are looking at Level 1.
 
If you need anything further, please let me know.
 
 
Thanks
 
Nga mihi,
 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
From:  <kara.b@asnevents.net.au> 
Sent: Thursday, September 21, 2023 3:40 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  requote
 
Thanks very much Aaron.
 
I was actually indicating that names on the websites of the rooms are different to what is quoted
– not the capacities.
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Kia ora 
 
Thank you for your reply, please see below  and attached with updated
information, if these are now correct, please let me know and I can draw the
contract for you.
 
Dinner would be in the plenary hall on the Tuesday- so we will need time to turn
the room ( approx. 1.5 hours)
The centre section of the plenary room doesn’t have built in AV, so there will be
an additional charge for this, and we will need to get a quote from the AV team-
which I have asked for.
 
Please see attached updated room allocations broken down into pre-con and
conference days and catering with updated numbers:
 
                                                           
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 
From:  
Sent: Sunday, July 16, 2023 7:21 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:  < wellingtonnz.com>
Subject: RE:  requote
 
Couple of tweaks/queries please Aaron
 

Budget should only be for 250 delegates though we hope to exceed that
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Subject: RE:  Site Inspection - Wednesday 6th December
 
Hi 
 
Monday would work well to see both venues, as we have pack-in for the two
events happening and Takina and most of the Te Papa venues are available as
well.
 
Tuesday onwards both venues are fully booked in all spaces.
 
Thanks
 
Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
From:  
Sent: Friday, November 10, 2023 4:49 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Site Inspection - Wednesday 6th December
 
Hey Aaron,
 
That’s ok – thanks for letting me know. If you could send images/video – that would be great. So
you would only be available on the Friday? What about the Tuesday or Monday?
 
Would a site at Te Papa be available on any of these days?
 
Thanks,
Marynne
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, November 10, 2023 1:48 PM
To: 
Subject: RE:  Site Inspection - Wednesday 6th December
 
Hi 
 
Thanks for the below, unfortunately we won’t be able to show Takina, as per
below the event that’s on is of a very sensitive nature and won’t allow access.
 
Sorry we can’t work around this.
 
I can arrange for some recent mages of the spaces to be sent through if this
may help?
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Thanks

Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
From:  
Sent: Thursday, November 9, 2023 2:03 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Site Inspection - Wednesday 6th December
 
Hi Aaron,
 
Very well, thanks! 
 
Is there any possibility that our client come in on the Tuesday or early morning/late evening
either Tuesday or Wednesday? They are not in town Friday unfortunately.
 
Thanks!

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, November 9, 2023 11:54 AM
To: 
Subject: RE:  Site Inspection - Wednesday 6th December
 
Hi 
 
Thanks for reaching out, I am well thanks and hope you are also.
 
Unfortunately, we have a full week of events at Takina and won’t be able to do
any sites on that day. Friday the 8th would be free if  may be able to make
that work at all?
 
Sorry but with the nature and client of the event on the 6th I know we won’t be
able to access.
 
Thanks

Aaron
 
Aaron Telford
Senior Account Manager
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From: Aaron Telford
To:
Subject: RE:  Floor plan
Date: Friday, 17 November 2023 9:43:00 am
Attachments: L1 Floorplan- Updated.pdf

Kia ora 
 
Happy Friday!
 
Please see attached the floor plans for level 1 as requested.
 
If you need anything further, please let me know.
 
Thanks
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
From:  
Sent: Thursday, November 16, 2023 6:55 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject:  Floor plan
 
Hi Aaron,
Could you please send me through a floor plan of the area/s we have proposed at Takina? 
 
Thank you,
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Kia ora 
 
I trust you had a good weekend.
 
Just following up on the return of the attached contract for this event please.
 
Thanks

Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
 
From: Aaron Telford 
Sent: Tuesday, September 26, 2023 10:00 AM
To:  
Subject: Contract -  2024
Importance: High
 
Kia ora Kara,
 
Thank you for selecting Takina events for your clients conference  to be
held at Takina in 2024.
 
Please see attached the tailored contract for your event, along with the AV
inclusions document for venues at Takina.
 
If you can please review the document, and note the payment plan and also
indicate if you will require the Public Liability cover or not.
 
Once you return the signed document to myself, I will countersign it and return a
copy for your records.
 
After this is done I will handover your event  to one of our coordinators, who will
work with you moving forward to organise the deposit payment and  to finalise all of
the details for your event.
 
You can view venue information and menus at anytime on our website Home -
Takina (takina.co.nz)
 
If you have any questions, please don’t hesitate to reach out to me.
 
We look forward to welcoming yourself and your delegates.
 
Aaron Telford
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
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The client,  is coming for the site inspection next week. Can we please sign it straight after?
 
The contract will need to made out to myself.
 
Any further questions, please ask.
 
Hope you have a great weekend!
 
Thank you,

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, November 28, 2023 12:17 PM
To: 
Subject:  Contract 
Importance: High
 
Kia ora 
 
I hope your weeks started well!
 
Just following up on the attached contract that was issued in September.
 
Did you have any update in terms of venue hire that may need amending? I think
this was all pretty much correct from previous requirements.
 
The questions that are coming through now from your team are more at the
coordination level for the event and I would like to hand the event over to your
coordinator as they are best placed to liaise with our operational teams, AV etc
and provide further information.
 
If you can please come back to me with any rooms changes required that will be
great, also please let me know if the contract now needs to be made out to
yourself? 
 
Thanks
 
Aaron Telford
Senior Account Manager
 
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:
To: Aaron Telford
Cc:
Subject: RE:  Breakfast Symposium
Date: Wednesday, 7 February 2024 5:06:34 pm
Attachments: image001.jpg

image002.png

Hi Aaron,
 
Hope your day is going well!
 
Any update regarding the contracts for catering? We are looking to square away this for our
Breakfast symposium at 
 
Looking forward to hearing from you!
 
Warm regards,

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, January 30, 2024 9:55 AM
To:  Singh, Goldy
<
Subject: RE:  Breakfast Symposium
 
Sure, no problem.
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
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Hi Aaron,
 
Sorry to bother you again.
 
Are you able to send me some catering options for our breakfast symposium at 
 
Kind Regards,

___________________________

 
 

From:  
Sent: Thursday, January 25, 2024 3:36 PM
To: aaron.telford@takinaevents.co.nz
Subject:  Breakfast Symposium
 
Hi Aaron,
 

has passed your details onto me.
 

I am organising the Breakfast Symposium at  on 24th April. Are you able to send me the
catering options and pricing?
 
Kind Regards,

___________________________
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design menus as required, but we also want to retain some ownership and the
ability to showcase what the venue supplies through our regular menus as well, as
there will be domestic clients attending who will either have or will attend events at
Takina in the future.
Do you want menus to be on a similar level as the ones attached- with a seafood
focus, or are you happy for Chef to spin a Wellington focus on the menus?
When we review the attached menu, costs will be more than the originally quoted
daily menu, so if you can please indicate the budget that chef can work towards
for MT/LUNCH/AT that will be appreciated- then Chef can start to write the menus,
which he would like to get under way soon.
At the moment, we can’t look to offer the pass around food based on the
manpower currently required. This can potentially be reviewed further down the
track.
Thanks in advance,
Aaron
Aaron Telford
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Emmanuelle Souche
To: Aaron Telford
Subject: RE: Digi Signage
Date: Tuesday, 12 December 2023 10:26:40 am
Attachments: image001.jpg

Takina Signage Specifications.pdf.pdf

Kia Ora Aaron,
Here we go!
Nga mihi,
Emmanuelle Souche
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: Emmanuelle.Souche@takinaevents.co.nz
Mobile: +64 21 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, December 12, 2023 10:23 AM
To: Emmanuelle Souche <Emmanuelle.Souche@takinaevents.co.nz>
Subject: Digi Signage
Hi!
Can you please send me the document with the digital signage specs for Takina. 
Aaron Telford
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:
To: Aaron Telford
Cc:  
Subject: Re: Floorplan sign off
Date: Tuesday, 13 February 2024 10:01:46 am
Attachments: image001.png

image002.png

Absolutely no problem at all
We will monitor this and ensure that this doesn't happen :)

Thanks Aaron

On Tue, 13 Feb 2024 at 10:00, Aaron Telford <aaron.telford@takinaevents.co.nz> wrote:

Hi 

That will be okay, nothing can be stored behind this stand, as there are fire regress fans- we also take no
responsibility if the fire system is activated and there is any damage to the booth, and or exhibitor
belongings.

Thanks

Aaron

Aaron Telford

Senior Account Manager- Venues

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 21 

From:  <  
Sent: Tuesday, February 13, 2024 9:18 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:  
Subject: Re: Floorplan sign off

Hi Aaron

There is 1m clearance behind that one (which I am told is ok?)
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From:
To: Aaron Telford
Subject: RE: 
Date: Thursday, 18 January 2024 12:11:57 pm
Attachments: image001.png
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Awesome – I know that Te Papa are quiet specific about this 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, January 18, 2024 11:54 AM
To:  <
Subject: RE: 
They look fine! 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 s 9(2)(a)
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Hope that helps. 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  <  
Sent: Thursday, January 18, 2024 11:07 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: 
Hi Aaron,
Happy New Year!
I’m just tweaking budget around  and have a question around scissor lifts……I’m guessing
the venue has one? Do we book it? What’s the cost and is this billed to the clients bill directly?
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From:
To: Aaron Telford
Subject: Toilets
Date: Monday, 29 January 2024 11:13:24 am
Attachments: image001.png

image002.png

Hey Aaron,
How many toilet blocks are there at Takina……? Including all disabled?
I have been asked to provide some decorating in these spaces……..

CAUTION: The information contained in this email is confidential and intended solely for the use of the individual or entity to whom addressed. If
you are not the intended recipient you are hereby notified hat any use, disclosure, dissemination or reproduction of this message is prohibited.
If you have received this message in error, please notify us immediately by replying to the sender, and immediately delete this email and any
attachments from your system. Any views or opinions presented are solely those of the au hor and may not necessarily be a reflection of he
company.
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From: Aaron Telford
To: Ilavarasu Rajendran; Andrew Dorrington
Subject: FW: Contact with Chef
Date: Wednesday, 31 January 2024 12:16:00 pm
Attachments: image001.jpg
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image006.jpg

FYI
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Wednesday, January 31, 2024 11:44 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: 
Subject: RE: Contact with Chef
Kia ora Aaron
Appreciate the update and we are really excited about working with your team to deliver an
excellent experience.
N

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, January 31, 2024 11:41 AM
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From: Aaron Telford
To: "
Subject: RE: Takina Ground Floor Exhibition Space- Day Catering
Date: Thursday, 1 February 2024 2:31:00 pm
Attachments: image002.jpg

image003.png
image004.jpg

Hi 
Our buffets are apprx 1.8mtrs long and Tea and Coffee standard trestles. Nicola
should have our dimensions.
Thanks
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

From:  
Sent: Thursday, February 1, 2024 11:05 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>; 
Subject: RE: Takina Ground Floor Exhibition Space- Day Catering
Hi Aaron,
Oh bummer, that’s such a shame but thank you for letting us know and for yours and

 Perk’s efforts to try and secure it for us.
I will chat to Nicola re the floorplan and how we can best fit the catering stations on the
exhibition floor. Can you please confirm the size of your catering stations and tea/coffee
stations?
Many thanks,
Melissa
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From:  
Sent: Wednesday, February 21, 2024 9:11 AM
To:  <
Cc: 
Subject: RE: Rigging all chandeliers/clouds/Rock Chandeliers etc....
OK no problem….are you loading in on Monday as day one or earlier?

CAUTION: The information contained in this email is confidential and intended solely for the use of the individual or entity to whom addressed. If
you are not the intended recipient you are hereby notified hat any use, disclosure, dissemination or reproduction of this message is prohibited.
If you have received this message in error, please notify us immediately by replying to the sender, and immediately delete this email and any
attachments from your system. Any views or opinions presented are solely those of the au hor and may not necessarily be a reflection of he
company.

From:  <  
Sent: Tuesday, February 20, 2024 5:35 PM
To:  <
Cc: 
Subject: Re: Rigging all chandeliers/clouds/Rock Chandeliers etc....
Hey 
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It looks good, apart from the below booths that are blocking doorways/entrance paths as 
indicated by the red no build zones. 

  

22 & 23 

25 & 26 

  

Thanks 

  

Aaron 

  

Ngā mihi, 

  

Aaron Telford 

Senior Account Manager 

Tākina Events 

Email: aaron.telford@takinaevents.co.nz  

Mobile: +64 21  
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‐‐‐‐‐‐‐‐‐‐ Forwarded message ‐‐‐‐‐‐‐‐‐ 
From:   
Date: Mon, 2 Oct 2023 at 08:01 
Subject: Re: Attached Image **Do Not Reply** 
To:   <  
 

morning 
 
see attached under same version v04 
 
Many Thanks ;) 

 

 

 
 
On Fri, Sep 29, 2023 at 9:59 AM   <  wrote: 

Can we just move 15 & 40  up a bit so it sits in the gap  
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From: Tory Chan
To:
Subject: RE: Takina Events -  - 1 & 2 May 2024 - countersigned contract, public liability & purchase order number
Date: Friday, 4 August 2023 1:50:52 pm
Attachments: 55115 - Tall Poppy - countersigned contract.pdf

image003.png

Hi 
 
Following on from my email below, I have attached a copy of the countersigned contract for your records.  Let me know about the
public liability and if you need a purchase order number on your invoice.
 
In the next few months, I will do an e-introduction to the co-ordinator who will be working with you to finalise all the details for your
event.
 
I will be in touch and have a great weekend!
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Friday, August 4, 2023 9:58 AM
To:  <
Subject: RE: Takina Events -  - 1 & 2 May 2024 - Public Liability Insurance & Purchase Order Number
 
Hi 
 
Happy Friday to you!  Thank you for sending that through, does your Public Liability Insurance meet our required amount of

If not, you can also use Takina Events Public Insurance for  GST per day.
 
Also, let me know if you need a purchase order number to be on your invoice.
 
Cheers,
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 

From:  <  
Sent: Friday, August 4, 2023 8:54 AM
To: Tory Chan <Tory.Chan@takinaevents.co.nz>
Subject: RE: Takina Events -  - 1 & 2 May 2024 - contract for sign off
 
Good morning, Tory!
 
Thank you so much for the extension regarding the signing of the contract.
I have attached it for you here. 
 
Please reach out if you have anything further you need!
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To:  <
Subject: RE: Takina Events -  - 1 & 2 May 2024 - AV queries
 
Good morning 
 
Thank you for your response, the below AV is what is included in the room hire:
Rongomatane Plenary Hall One

2x 12000 Lumen HD Data projectors
2x 5.5m x 3.1m screens
Sound system
Lectern & lectern microphone
5x hand held microphones
3x lapel microphones
1x Comfort Monitor

 
Additional AV charges are as follows:
Front/Top Wash Presentation lighting - $ + GST
8m x 3m stage - $  + GST
 
Matiu Meeting Room 1A

1x 12000 Lumen HD Data Projector
1x 4.4m x 2.5m screen
Sound system
Lectern & lectern microphone
2x hand held microphones
1x lapel microphone
1x comfort monitor

 
Additional AV charges are as follows:

Wash Presentation lighting - $ + GST
6m x 2m stage - $ + GST

 
Mokopuna Meeting Room 1B

1x 5000 Lumen HD Data Projector
1x 3.3m x 1.8m screen
Sound system
Lectern & lectern microphone
1x hand held microphone
1x lapel microphone
1x comfort monitor

 
Staging and lighting are not necessary in these smaller rooms
 
Makaro Meeting Room 1C

1x 5000 Lumen HD Data Projector
1x 3.3m x 1.8m screen
Sound system
Lectern & lectern microphone
1x hand held microphone
1x lapel microphone
1x comfort monitor

 
Staging and lighting are not necessary in these smaller rooms
 
Unfortunately Takina is not available to view tomorrow when you’re in the city!  We’re looking quite full in the next few weeks, would

Friday 7th July work for you to come in for a site visit? 
 
Kindest regards,
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday
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1. Plenary Hall One
2. Takina meeting rooms
3. Exhibition Hall

 
Please find attached a quotation for review and note the following:

Conference Catering minimum spend of $  + GST per day based on 200 people per day (equivalent of Daily Menu
morning/afternoon tea and lunch).
Dinner Catering minimum spend of $  + GST based on 200 people (equivalent of 3 course dinner)
I have offered a discounted rate for the Rongomatane Foyer, if you decide that you want to have a trade component the room
hire rate will increase

 
The offer is valid until 10th July 2023.  After this, we reserve the right to cancel the offer and to release the spaces to another
client if we haven't heard back from you.
 
Thank you again for the opportunity  feel free to call me if you have any questions, or would like to organise a famil
of the spaces.
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Wednesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  <  
Sent: Friday, June 9, 2023 2:14 PM
To: Tory Chan <Tory.Chan@takinaevents.co.nz>
Subject: RE: Takina Events -  Availability Enquiry
 
Good afternoon, Tory,
 
Sorry for the delay in response I had to reach out to my manager regarding some of the questions.
I have put together the answers for you below.
 

How many people are you expecting for this conference? Around 200 pax.
Do you require any breakout rooms? Yes, we would.
Will you be having any trade component? Not typically, we normally just have sponsors as guest speakers.

What time do you require pack in from on Tuesday 30th? As much of the day as possible, whatever suits you.
Is the conference for two full days and you require full day catering for both days?  Yes, we would.

Do you have any evening functions? We have a gala dinner/awards night on May 1st.
Have you been advised of any budgets for this conference?  No, we have not, we are trying to figure out availability/costs
come back from different venues.
Are you Wellington based and wish to come in to take a look around? Yes, we are Wellington based and would love to have a
look around!
Are you flexible with your dates if we don’t have availability? Slightly flexible, although we would still need it to be early May
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You can now liaise directly with Jeanine using below details:
Mobile: +64 21 
Email: Jeanine.Smit@takinaevents.co.nz
 
Once again thank you for booking with Takina Events, we look forward to working with you and your team! 
 
Thank you for your support and have a great weekend 
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Friday, August 11, 2023 1:09 PM
To:  <
Subject: RE: Takina Events -  - 1 & 2 May 2024
 
Hi 
 
Thank you for that, I will make a note that you do not require a PO number on the invoice.
 
I will be in touch next week to e-introduce you to your coordinator.
 
Have a great weekend!
 
Nga mihi
Tory Chan
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tory.chan@takinaevents.co.nz
Mobile: +64 21 
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
 

 
 
 
 

From: Tory Chan <Tory.Chan@takinaevents.co.nz>  
Sent: Wednesday, November 29, 2023 10:27 AM 
To:  
Subject: RE:  - 29 & 30 May 2024 - Takina Events - counter 
signed contract 
 
Thanks  I will be in touch  সহ 
 
Ngā mihi 
Tory Chan 
Account Manager 
Tākina Events 
PO Box 467 │55 Cable Street, Wellington 6011 
Email: tory.chan@takinaevents.co.nz  
Mobile: +64 21  
 
I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 
 
Talk to us about hosting your next event at Tākina or Te Papa 
Find out more at takina.co.nz 
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Hi  

  

I hope you’re all ok up North with the storms, we’ve been fortunate enough to have some good weather in 
Wellington and not much wind which is rare!   That is a shame that  has Covid, I feel it’s making its way 
around again, but hear it is a milder case this time.  

  

I have added on our Mākaro Meeting Room 1C which fits a maximum of 78 delegates, theatre style and attached an 
updated quote. 
  
If Mākaro Meeting Room 1C is too small, we could split Rongomātāne Plenary Hall into two (as per attached floor 
plan).  

-          Rongomātāne Plenary Hall A+B - Plenary Room (fits a maximum of 320 delegates, theatre style and 280 
delegates, banquet style) 
-          Rongomātāne Plenary Hall C - Breakout Room 3 (maximum of 190 delegates, theatre style and 150 
delegates, banquet style) 

  
The price will remain the same if you wish to split Rongomātāne Plenary Hall and keep the same set up over the two 
days.  Please note staging and lighting is additional which can be viewed here 
  
Please note I work part time hours as per my signature below and I have a meeting at 11am to midday tomorrow.  I 
have just popped on quickly this afternoon whilst my son naps, I will pop online tomorrow around the same time 
when he’s asleep to check emails as well  সহ 
  
Thank you  I look forward to hearing from you with an update from your Zoom meeting. 
  
Ngā mihi 

Tory Chan 

Account Manager 

Tākina Events 

PO Box 467 │55 Cable Street, Wellington 6011 

Email: tory.chan@takinaevents.co.nz 

Mobile: +64 21  

  

I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 

  

Talk to us about hosting your next event at Tākina or Te Papa 

Find out more at takina.co.nz 
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From:  
Sent: Monday, October 30, 2023 10:16 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: Re:  - 30 & 31 May 2024 - Takina Events - Takina 
Quote 

  

Hi Tory 

  

Hope you and the team are good. Not sure if you guys are getting the storm we are having up here in 
the North. 

  

I have now been able to touch base with  the CE who unfortunately has covid. 

  

She has asked if we can revise the Takina quote to have a 3rd breakout room? If you can get that back 
to me today I would be grateful as I am due to zoom  tomorrow and will hopefully get the final 
confirmation to go ahead full steam with this. 

  

Kind Regards 

 

From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Wednesday, October 25, 2023 2:33 PM 
To:  
Subject: RE:  - 30 & 31 May 2024 - Takina Events - Takina 
Quote 

  

HI  

  

I have followed up with the other client who has a pencil booking in Rongomātāne Plenary Hall and the Foyer and 
they are not able to make a decision.  So I now have you on first pencil on the 29th and 30th May 2024, if we receive 
another enquiry I will get in touch with you. 
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Thank you  and I look forward to hearing from you. 

  

Ngā mihi 

Tory Chan 

Account Manager 

Tākina Events 

PO Box 467 │55 Cable Street, Wellington 6011 

Email: tory.chan@takinaevents.co.nz 

Mobile: +64 21  

  

I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 

  

Talk to us about hosting your next event at Tākina or Te Papa 

Find out more at takina.co.nz 
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From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Tuesday, October 24, 2023 2:55 PM 
To:  
Subject: RE:  - 30 & 31 May 2024 - Takina Events - Takina 
Quote 

  

Hi  

  

Thank you for letting me know and understand she’ll need some time to catch up on work and to meet up with you 
to discuss the venue options.  I will wait for you to get in touch once you’ve caught up with her. 

  

In the meantime, I will follow up the other pencil booking for these dates and keep you posted. 

  

Ngā mihi 

Tory Chan 

Account Manager 

Tākina Events 

PO Box 467 │55 Cable Street, Wellington 6011 

Email: tory.chan@takinaevents.co.nz 

Mobile: +64 21  

  

I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 

  

Talk to us about hosting your next event at Tākina or Te Papa 

Find out more at takina.co.nz 
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From:  
Sent: Tuesday, October 24, 2023 9:43 AM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: Re:  - 30 & 31 May 2024 - Takina Events - Takina 
Quote 

  

Hi Tory 

  

Many thanks for this - I think she is back later this week so will discuss with her probably Thursday 
although I know she will want to take a bit of time to reflect on this decision. I am pretty sure she will 
prefer the Takina venue to the Te Papa one but being 2nd on the card might make that difficult. I will try 
to get back to you as soon as  

possible 

  

many thanks 

 

From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Monday, October 16, 2023 3:13 PM 
To:  
Subject: RE:  - 30 & 31 May 2024 - Takina Events - Takina 
Quote 

  

Hi  

  

That’s great you’re flexible with your days of week, the only Wed/Thur combination in May we have is Wednesday 
29th and Thursday 30th May 2024 – will this date work?  We currently have a tentative booking over these dates so 
you are second pencil, if these dates and pricing work for you and you wish to go ahead with this I can challenge the 
other client. 

  

I have attached a quote based on these dates for Level 1 at Takina: 

 Rongomātāne Plenary Hall 1 – for your conference and can be used as one breakout room 
 Rongomātāne Foyer – for your catering area and cocktails 
 Matiu Meeting Room A – for your second breakout room (maximum capacity of 100 attendees, theatre 

style) 
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Click on below links to access to each space and interactive floor plans 

1. Plenary Hall One 
2. Tākina meeting rooms 
3. Exhibition Hall 

  

Please find attached a quotation for review and note the following: 

 There is a minimum catering spend of $  + GST per person per day based on 300 people (equivalent of 
Daily Menu morning/afternoon tea and lunch) 

 Our daily menu does not include arrival tea/coffee for any of the days, if you wish to organise this, it will be 
$  + GST per person 

 Staging is an additional charge at Takina, the AV details of what is included and what is additional charge can 
be viewed here 

  

The offer is valid until Monday 13th November.  After this, we reserve the right to cancel the offer and to release the 
spaces to another client if we haven't heard back from you. 

  

For both venues, I have quoted you 1x main conference which can be used as a breakout room plus 1x additional 
breakout room.  Is this correct   Or do you require 2x additional breakout rooms to make 3x breakout 
rooms all together? 

  

When will your CE be back   Just so I can pop a note in my diary to contact you a week or so after her return 
to follow up the two quotes. 

  

Ngā mihi 

Tory Chan 

Account Manager 

Tākina Events 

PO Box 467 │55 Cable Street, Wellington 6011 

Email: tory.chan@takinaevents.co.nz 

Mobile: +64 21  

  

I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 

  

Talk to us about hosting your next event at Tākina or Te Papa 
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From:  
Sent: Monday, October 16, 2023 2:02 PM 
To: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Subject: Re:  - 30 & 31 May 2024 - Takina Events -Quote 

  

Hi Tory 

  

Yes that might work - especially if earlier in May 

  

thanks 

 

From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Monday, October 16, 2023 11:37 AM 
To:  
Subject: RE:  - 30 & 31 May 2024 - Takina Events -Quote 

  

Hi  

  

Thank you for the update, unfortunately there are no Thursday/Friday combinations available in May next 
year.  Would you consider a Wednesday/Thursday? 

  

Ngā mihi 

Tory Chan 

Account Manager 

Tākina Events 

PO Box 467 │55 Cable Street, Wellington 6011 

Email: tory.chan@takinaevents.co.nz 
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From: Tory Chan <Tory.Chan@takinaevents.co.nz> 
Sent: Thursday, October 12, 2023 11:12 AM 
To: conference@ org.nz 
Subject:  - 30 & 31 May 2024 - Takina Events -Quote 

  

Good morning  

  

Thank you for your interest in Tākina Events, we would love to welcome  to our spaces. 

  

I am pleased to confirm availability on Thursday 30th and Friday 31st May 2024 and have tentatively pencilled you 
in.  If we receive another enquiry for the same date, I will reach out to ensure you’re interested.  If so, we require a 
signed contract to confirm your booking. 

  

I have quoted for the following spaces: 

1. Amokura Gallery for your plenary room plus a breakout room 
2. Icon for your second breakout room 
3. Wellington Foyer for your cocktails 

  

Please find attached a quotation for review and note the following: 

 There is a minimum catering spend of $  + GST per person per day based on 280 people (equivalent of 
Daily Menu morning/afternoon tea and lunch) 

 Our daily menu does not include arrival tea/coffee for any of the days, if you wish to organise this, it will be 
$  + GST per person 

 The Wellington Foyer is a public space during the museum opening hours. They can only be privatised after 
6.30pm 

 Two AV Operators (minimum) are required to run the equipment in Amokura (plenary room). This service is additional to 
the package inclusions and costs $ + GST per hour, per operator, for a minimum call of four hours 

 Additional staff are required outside of Te Papa’s opening hours for the safety of your guests and the 
continued preservation of Te Papa and Te Papa’s collections.  Functions held after 6.00pm will incur in a one 
off charge of $  + GST for functions with an attendance below 200 people, and $  + GST for 
functions with an attendance of 200 people or above 

  

The offer is valid until Monday 13th November.  After this, we reserve the right to cancel the offer and to release the 
spaces to another client if we haven't heard back from you. 
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Thank you again for the opportunity  feel free to call me if you have any questions, or would like to organise 
a famil of the spaces. 

  

Ngā mihi 

Tory Chan 

Account Manager 

Tākina Events 

PO Box 467 │55 Cable Street, Wellington 6011 

Email: tory.chan@takinaevents.co.nz 

Mobile: +64 21  

  

I work on a part-time basis from 9:00am to 12:00pm on Monday, Tuesday, Thursday & Friday 

  

Talk to us about hosting your next event at Tākina or Te Papa 

Find out more at takina.co.nz 
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On Wed, 13 Dec 2023 at 11:43 AM, Aaron Telford <aaron.telford@takinaevents.co.nz> wrote: 

Hey  

  

Do  want this contracted as per the last event? Or do you have an updated brief for 
this one? 

  

Cheers, 

  

Aaron 

  

  

Aaron Telford 

Senior Account Manager 

  

Tākina Events 

Email: aaron.telford@takinaevents.co.nz  

Mobile: +64 21  
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Thanks for the below enquiry! 

  

September we don’t have any availability,  but I do have the 29th and 30th of August on 
L2 available. ( the only Thursday and Friday we have) 

  

Let me know if you want me to tentatively hold these dates for you? 

  

How may people is the conference for? 

  

Thanks 

  

Aaron 

  

Aaron Telford 

Senior Account Manager 

Tākina Events 

Email: aaron.telford@takinaevents.co.nz  

Mobile: +64 21  s 9(2)(a)











From: Aaron Telford
To:
Subject: RE: Proposal -  - NZ Conference 2024 - Wellington Convention Centre
Date: Monday, 27 March 2023 4:40:00 pm
Attachments:  Proposal September 2024V.1.pdf
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Hi 
 
Please see below for additional information and answers,  
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 

From:   < wellingtonnz.com> 
Sent: Monday, 27 March 2023 12:02 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: FW: Proposal -   - NZ Conference 2024 - Wellington Convention Centre
 

 

Hey Aaron
 
Just quickly can you clarify – from the looks of the table included in your proposal Page 7 listed
items are included….
All items on page 7 are included in the venue hire- we have since removed wash lighting and
staging but will honour it for this proposal.
 
 
 
ALSO – they may be flexible with their dates, I wonder if we have other options for   in

September 2024?  Nothing I can get 1st pencil in September unfortunately

Let me know – and thanks for the update on Martina’s client.  If you could possibly start a
proposal (or do you want me to do it – wasn’t sure if we are running with proposals from this

week…) as 2nd Pencil for Level 2 for   Please see attached the proposal for  at 2nd

Pencil- we are still waiting to hear back from another client to be able to shuffle everything
around.
 
Thanking you
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Bandwidth
Candidate internet provider should be able to supply a minimum of 500 Mbps
symmetrical of internet bandwidth.

BGP Announcement
 conference uses the following IPv4, IPv6 and AS number

IPv4:220.247.144.0/20:
IPv6:2001:0DF9::/32
ASN:AS24555:
For point-to-point connectivity with each provider we require one /30 V4 and one /64
V6 address range.
Upstream providers should accept and propagate announcements from AS24555 prior
to the meeting commencing.

Hotel/Conference venue

Internet Connectivity
Provide location for termination point
Allow ISP to to terminate connection
Approval letter for providers for feasible study as well as termination
Technical contact that providers can work with
It would be good if termination port be in same place as our mini rack and patch panel
is to minimise cabling
Technical contact that we can liaise with before and during conference.
Provide location with access to patch panels where we can install our mini rack

Power and cooling
Make sure Air-condition is provided on the room that we want to place our mini rack
Make sure UPS is provided, considering having two PDUs
Power usage in worst case scenario is 10 AMP so 3KVA Capacity UPS is needed ( 6amp
needs 2.02 KVA )

Hotel network
Access to hotel patch panel
make sure the interconnection is purely physical access and there is no switch
between
If the interconnection between our mini rack and each room is not purely physical
access need to consider the VLAN number that we are using and making sure there
isn't any overlap between Hotel and our VLAN
If we can access to patch panel ask Hotel if they have portmap and ask them to
prepare if portmap is not available
It is good to have at least one interconnection per room, it would be good If we can
get more for Grand ballroom, ballroom2 and lounge to minimise cabling
Obtain a floorplan of venue conference areas.

Network planning

It is also good to obtain rooms dimension if not covered in floor plan
Take photos of all rooms for planning of webcast layout.
Ask hotels technical to mark network points on each room based on floorplan
Based on floorplan and network point, determine how we will connect conference room/s,
lounge, and secretariat together.
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Rongomatane
 
Please note that the rooms have now been finalised and have letters that correspond to the
directional signage and not numbers:
 
Section 1.1 is now A
Section 1.2 is now B
Section 1.3 is now C
 
If you can please review this and discuss with  then I can requote based on what is
required moving forward?
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 
From:  < wellingtonnz.com> 
Sent: Friday, July 21, 2023 4:24 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Workshop Closing Dinner - Te Marae
 

Kia ora Aaron
 
Further to our chat earlier with  - she's given me 3 x social events to source venues for.  The Workshop
Closing Dinner (100 pax) would be perfect for Te Marae - I wonder if we can go through the process of
requesting this?
 
Details below:
 
Monday 2 September
100 x Pax
Buffet Style (needs to include Halal/no-pork etc)
Drinks on Consumption
 
Let me know how we could move forward on this, and if possible if you could send me pricing accordingly.
 
Thanking you!
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From: Aaron Telford
To:
Subject: RE:  58
Date: Friday, 11 August 2023 12:56:00 pm
Attachments: image001.png

image002.jpg

Hi,
 
Okay, no problem. Shame about  did they say why they chose Te Pae?
 
We have the below available:
 
Angus Rooms            Te Huinga Conference Centre - Takina (takina.co.nz)
Rangimarie Rooms  Te Huinga Conference Centre - Takina (takina.co.nz)
Oceania                    Oceania - Takina (takina.co.nz)
 
Thanks Aaron
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 

 
 
From:  < wellingtonnz.com> 
Sent: Friday, August 11, 2023 12:44 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  58
 

 

Hi Aaron
 
OK – you can release  – they’ve confirmed at Te Pae ☹
 
I’ll not know numbers until my meeting at 12pm – but if you could list what’s available (taking away 
and I’ll discuss with  and come to you with further details for pricing/quote.
 
Thanking you!
 
TB
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From: Aaron Telford
To:
Cc:
Subject:  re-quote
Date: Wednesday, 16 August 2023 10:21:00 am
Attachments:  Proposal- Revised V.2.pdf
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Kian ora 
 
I hope you are well.
 
Please see attached an updated proposal based on our recent teams call and
what we can offer moving forward based on the required adjustments.
 
 
Please see below what we can offer:
 

1. We can look to remove the $ per day venue hire charge for
Rongomatane Foyer area during the pre-conference workshops, however
in doing this the space will not be exclusive use as we will potentially sell
the plenary hall to one large or smaller meetings over this time,  making it a
shared catering area.

2. Noted to remove Rongomatane Plenary section 1.1( now A)
3. We can reduce the $ per day charge for the Rongomatane

Foyer to $  per day for the main conference days based on the
small trade component.

4. Reducing these rates will cancel out the previously offered 10% VH
discount.

 
Catering:
 
Welcome Function:
Wellington Foyer- Complimentary VH- was $
Substantial Canape Service and Food Stations would be $  pp (original

 was – for trayed canapes only)- this has not been updated based on if
you wish to have the stations
Beverage on Consumption
 
Meet  Cocktail
Exhibition Area- Takina
1 x Hour Light Canapes $  pp (trayed canapes)
Beverage on Consumption
 
Dinner:
Te Marae – TBC- this venue use will need to be confirmed by our Iwi team
Venue Hire $  – no AV included.
3 Course Plated Dinner $  pp (we don’t offer lunch or dinner buffets
anymore as part of our sustainability action to reduce waste)
Beverage on Consumption
 
Additional:
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Removed arrival tea and coffee on all days.
Removed Gala Dinner quote.
 
Dietaries:
 
We don’t cater for lifestyle diets such as Keto.
Halal can be accommodated- all our meat products are Halal.
Kosher- can not be catered for as this requires specialist equipment and
separate kitchen facilities.
 
Other items:
 
Storage area: We are very low on back of house storage- so we will need to
review space for this, behind the plenary hall.
Signage: The wayfinding signage can have rolling images, such as logos and
then the session in the spaces as well.
Coffee Carts: We can recommend a supplier for these.
TOD Fees for external AV suppliers are $  plus GST for the first day and
$ plus GST for each consecutive day
 
Room Information:
 
Rongomatane
 
Please note that the rooms have now been finalised and have letters that
correspond to the directional signage and not numbers:
 
Section 1.1 is now A
Section 1.2 is now B
Section 1.3 is now C
 
If you have any questions, please don’t hesitate to reach out to me, I am on
leave now until next Monday.
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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the past.
 
This is the  conference, and they build
their own networks etc. and require access to the server room at Takina.
 
There was a meeting with BEW previously, that I wasn’t a part of- please see
attached email.
 

 would like to have aa site on the 17th November ( time to be
confirmed), with myself, AV, OPS etc and has asked if they can also have
access to the server room to look at it on this day as well. She will be travelling
with one of her technical team.
 
Are you free to attend this site with whoever gets assigned as the AV
Coordinator and are you able to organise the server access?
 
Thanks

Aaron
 
 
Aaron Telford
Senior Account Manager
 
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 21 
 

From: Jonty Datson <Jonty.Datson@takinaevents.co.nz>
Sent: Thursday, November 2, 2023 11:16:24 AM
To: 
Cc: Glenn Lust <Glenn.Lust@takinaevents.co.nz>;  < wellingtonnz.com>;

 < wellingtonnz.com>; Aaron Telford
<aaron.telford@takinaevents.co.nz>;  < wellingtonnz.com>
Subject: RE: WCC | Takina | Meeting Room booking |  Conference
 
Good morning Leon,
 

We do have meeting rooms available on the 17th of November, however we would need to charge
full venue hire to secure one. Let me know if you are interested in obtaining a quote.
 
The alternative would be to arrange to meet at one of the three cafes across both Takina and Te
Papa.
 
Nga mihi,
 
Jonty Datson
Function Sales and Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: jonty.datson@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Tara Terry
To: Aaron Telford
Subject: RE: 
Date: Monday, 20 November 2023 9:30:42 am
Attachments: image003.jpg
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Thanks Aaron,
 
Only extra notes from me:

Plenary is A/B Rongo-ma-tane with a break out in C
C will also need 2x TVs on stands to display graphics in addition to the projector.

 contact information for organising tickets  exhibit
And then staffing labour to move Goods to the floor for them?

 
Shall I wait until after handover to address some of these?
 
 
Nga mihi,
 
Tara Terry
Function Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tara.terry@takinaevents.co.nz
Mobile: +64 21 
My pronouns are she/her
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, November 20, 2023 9:23 AM
To: Tara Terry <Tara.Terry@takinaevents.co.nz>
Subject: 
 
Hi ,
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Have I missed anything below, if so, can you add it in and send it back to me. 
 
 
Plenary:
 
Rongomatane
 

3x rows of Classroom at front
Rest set Theatre Style
2 x aisles
One long stage 300 high
Power boards will be required- final number TBC based on attendee
numbers.

 
Breakouts:
 
Matiu
 

Classroom 60pax
Power boards will be required- final number TBC based on attendee
numbers.
Standard AV – no operator required.

 
Makaro
 

Classroom 42 pax
Power boards will be required- final number TBC based on attendee
numbers.
Standard AV – no operator required.

 
Mokopuna
 

Classroom 27 pax
Power boards will be required- final number TBC based on attendee
numbers.
Standard AV – no operator required.

 
Rongomatane Foyer:
 

Small trestle top trade, 11-12
Catering Stations
Client may get some casual furniture.
Coffee cart, Juice bar and possibly gelato at back of the space near
windows by escalator wall

 
 
Client needs:
 

Signage Contact – 
Furniture Contact – Hire master

s 9(2)(a)



Coffee Cart Contact
Gelato Contact
Pricing for us to do a Juice Bar
Floor Plan for Rongomatane based on above set up and breakouts.
Digital signage specs
New menus when they come out next year.
WCC contact to organise access of exhibition on ground floor /
discounted tickets/ bulk buy? - 

 
AV:
 

Can the screen in Rongomatane be moved from the end of the room to
section B of the plenary, so all screens are the same size. What is the cost?
Pricing to drape behind the screens to hide walls- full length of room.
Additional comfort monitor required ( 3 in total)
Pricing for power boards
TE AV contact will need to contact Leon Cassidy (Omega) on behalf of
 WCC and see what access is required and what was discussed onsite with
client last week. ( We need to be aware of the client on L2 also using our
internet over the same dates so anything on L1 will not affect them)
Client wants access from the 28th BOH for server access and to start build
of network.
TE AV contact will need to arrange a zoom call with the client to discuss
final requirements for the event and provide a full quote for her.
Client has asked if we can turn Gallipoli signage off instead of draping?
Please talk through this with the client when you have a zoom call along
with AV pricing and options as well.

 
Dockway:
 

Deliveries from the 27th or 28th August
Lounge B – will be used for their storage of equipment cases and office
space.
A Saturday pick up for equipment is highly likely-what is the charge to
have someone on in the Dockway for this?

 
Mezzanine Floor:
 

Client will use the lounge for storage of equipment cases, office and crew
room.
2x Green Rooms to be used for Prayer- Client will supply carpets for this.

 
 
 
Aaron Telford
Senior Account Manager
 
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
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From:
To: Michealle Gelderblom
Subject: Re  Enquiry Feb 2024, HQ ref # 5782
Date: Monday, 3 July 2023 9:21:11 am

Hi Michealle

Thank you for your email, see my answers below

Would you consider  pack in on the 19th Feb and Conference on the 20 Feb to 21 Feb 2024?
I dont think they will as they like it to be before the weekend, however if this is all that is available, I
can present them the option
What is the name of you event? 
Do you need breakout rooms? No thanks
How did you hear about us? Meetings
Where are your attended coming from (Wellington/Regional/National/International) Mostly
national with some international
 

Kind regards

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Friday, 30 June 2023 3:57 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Feb 2024, HQ ref # 5782
 
Good afternoon, ,
 
Thank you for your enquiry, and I am looking forward to assisting you with a venue  Please could you assist
me the below information, just want to make sure I look for the best suited space for your event.
 

Would you consider  pack in on the 19th Feb and Conference on the 20 Feb to 21 Feb 2024?
What is the name of you event?
Do you need breakout rooms?
How did you hear about us?
Where are your attended coming from (Wellington/Regional/National/International)
 
Hope to hear from you soon
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
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PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 
 

From:  
Sent: Thursday, June 29, 2023 11:47 AM
To: Elena Ford <elena.ford@tepapa.govt.nz>; Venues <enquiries@takinaevents.co.nz>
Subject:  Feb 2024, HQ ref # 5782
 
Hi Elena
 
Its was lovely to see you at Meetings briefly last week.  I mentioned a conference that I think would work
well at Takina for 2025, however it looks as though they may have outgrown their venue for next year, so
now looking at 2024.
 
Can you please let me know if you have availability for the following - 
 
Thursday 22 Feb 2024
Friday 23 Feb 2024
 

Pack in for exhibitors on Wed 21st Feb 2024
 
We would require the following set up - 
 
Trade and catering - approx 25 30 trade tables.  We do not build stands; each exhibitor has a standard

s 9(2)(a)

s 9(2)(i)

s 9(2)(a)



trestle table size area.  To be located very close to the plenary
Plenary - to accommodate upto 300 pax (likely to be 220-280) on banquet seating for Thurs & Fri
Conference dinner - potentially onsite after the conference on Thursday.
 
If you can let me know availability and pricing that would be amazing.  They are a non-profit so do like to
keep costs reasonable for delegates, so if there are ways to use spaces efficiently, I would appreciate it
 
Of course, let me know if you have any questions or if you require any additional information
 
Kind regards
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From:
To: Michealle Gelderblom
Subject: Re:  Feb 2024, HQ ref # 5782
Date: Monday, 3 July 2023 3:23:50 pm

Hi Michealle 

Can we please be 2nd for these dates 21/02/2024 pack in 22/02/2024 – 23/02/2024 for conference 

Many thanks

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 3 July 2023 3:18 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Feb 2024, HQ ref # 5782
 
Good afternoon, 
 
Thank you for the below information.
 

There is currently a tentative booking on your preferred dates, I can put you as a 2nd tentative for the

21/02/2024 pack in 22/02/2024 – 23/02/2024 for conference or you can be 1st tentative from the
19/02/2024 pack in 20/02/2024 – 21/02/2024 conference.  Let me know which one you would prefer, and I
will work on a proposal for you 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 

s 9(2)(a)

s 9(2)(i)

s 9(2)
( )

s 9(2)(a)

s 9(2)(a)

s 9(2)(i)

s 9(2)





From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Friday, 30 June 2023 3:57 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Feb 2024, HQ ref # 5782
 
Good afternoon, 
 
Thank you for your enquiry, and I am looking forward to assisting you with a venue  Please could you assist
me the below information, just want to make sure I look for the best suited space for your event.
 

Would you consider  pack in on the 19th Feb and Conference on the 20 Feb to 21 Feb 2024?
What is the name of you event?
Do you need breakout rooms?
How did you hear about us?
Where are your attended coming from (Wellington/Regional/National/International)
 
Hope to hear from you soon
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Can we please be 2nd for these dates 21/02/2024 pack in 22/02/2024 – 23/02/2024 for conference 
 
Many thanks

 

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 3 July 2023 3:18 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Feb 2024, HQ ref # 5782
 
Good afternoon, 
 
Thank you for the below information.
 

There is currently a tentative booking on your preferred dates, I can put you as a 2nd tentative for the

21/02/2024 pack in 22/02/2024 – 23/02/2024 for conference or you can be 1st tentative from the
19/02/2024 pack in 20/02/2024 – 21/02/2024 conference.  Let me know which one you would prefer, and I
will work on a proposal for you 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

s 9(2)

s 9(2)(a)

s 9(2)(a)

s 9(2)

s 9(2)(a)

s 9(2)(i)



 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From:  
Sent: Monday, July 3, 2023 9:21 AM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re:  Feb 2024, HQ ref # 5782
 
Hi Michealle
 
Thank you for your email, see my answers below
 

Would you consider  pack in on the 19th Feb and Conference on the 20 Feb to 21 Feb 2024?
I dont think they will as they like it to be before the weekend, however if this is all that is available, I
can present them the option
What is the name of you event? 
Do you need breakout rooms? No thanks
How did you hear about us? Meetings
Where are your attended coming from (Wellington/Regional/National/International) Mostly
national with some international
 
 
Kind regards

 
 
 

s 9(2)(a)

s 9(2)(i)

s 9(2)(i)

s 9(2)(a)





 
 

From:  
Sent: Thursday, June 29, 2023 11:47 AM
To: Elena Ford <elena.ford@tepapa.govt.nz>; Venues <enquiries@takinaevents.co.nz>
Subject: , HQ ref # 5782
 
Hi Elena
 
Its was lovely to see you at Meetings briefly last week.  I mentioned a conference that I think would work
well at Takina for 2025, however it looks as though they may have outgrown their venue for next year, so
now looking at 2024.
 
Can you please let me know if you have availability for the following - 
 
Thursday 22 Feb 2024
Friday 23 Feb 2024
 

Pack in for exhibitors on Wed 21st Feb 2024
 
We would require the following set up - 
 
Trade and catering - approx 25 30 trade tables.  We do not build stands; each exhibitor has a standard
trestle table size area.  To be located very close to the plenary
Plenary - to accommodate upto 300 pax (likely to be 220-280) on banquet seating for Thurs & Fri
Conference dinner - potentially onsite after the conference on Thursday.
 
If you can let me know availability and pricing that would be amazing.  They are a non-profit so do like to
keep costs reasonable for delegates, so if there are ways to use spaces efficiently, I would appreciate it
 
Of course, let me know if you have any questions or if you require any additional information
 
Kind regards
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From: Martina Cenzato
To: Michealle Gelderblom
Subject: 22-25 FEB 2024 > released 
Date: Monday, 3 July 2023 4:58:50 pm

Hi

I have released 22-25 FEB 2024 so you can now propose 1st TEN to 
thanks
 
Nga mihi
Martina Cenzato
Senior Account Manager
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: RE: 
Date: Tuesday, 4 July 2023 8:27:14 am

Good morning,
 

I have some great news this morning, your event is now on 1st tentative 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday, July 3, 2023 4:46 PM
To: 

s 9(2)(a)

s 9(2)(i)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: 
 

Kia ora 

Thank you for your interest in Takina Events, we would love to welcome 
 into our spaces.

I am pleased to confirm that I have tentatively pencilled you in as a 2nd Tentative at Takina
on level 1 and will keep you updated on the other event that has 1st tentative.  Below is a little
information for you to read:

Rongomatane Foyer - this is where you will have your trade and catering.

Rongomatane Plenary hall - this is where your plenary will take place, this space seats
maximum 420 banquet style. (Please note the venue hire does not include stage and wash
lights that is an additional cost)

You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this
space can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer
where you will have your 3-course plated dinner.

Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.

The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see
below additional information:

Wellington Foyer

Audio Only with AV Operator - 

An audio system to suit the room with a lectern and lectern microphones, a handheld
microphone, a lapel microphone, and background music.

Audio operation equipment including an audio console. Full setup and pack out of all AV
equipment and an AV Technical Operator from 6pm until midnight to control and manage all
the audio components for the event.

Video/ Presentation with AV Operator - 

A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.

Video operation equipment including HD video switching equipment. Full setup and pack out
of all AV equipment and an AV Technical Operator from 6pm until midnight to control and
manage all of the visual and presentation components for the event.

Gallipoli Drape - 

Rigging and truss systems to hold a dressed black stage/ presentation backdrop.

Stage - 

6m x 3m stage – 600 mm High
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Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz 
Mobile: 


 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, July 4, 2023 8:27 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: 
 
Good morning, 
 

I have some great news this morning, your event is now on 1st tentative 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday, July 3, 2023 4:46 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: 
 
Kia ora Racheal
Thank you for your interest in Takina Events, we would love to welcome 

 into our spaces.
I am pleased to confirm that I have tentatively pencilled you in as a 2nd Tentative at Takina on level
1 and will keep you updated on the other event that has 1st tentative.  Below is a little information for
you to read:
Rongomatane Foyer - this is where you will have your trade and catering.
Rongomatane Plenary hall - this is where your plenary will take place, this space seats maximum 420
banquet style. (Please note the venue hire does not include stage and wash lights that is an
additional cost)
You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this space
can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer where you will
have your 3-course plated dinner.
Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.
The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see below
additional information:
Wellington Foyer
Audio Only with AV Operator - 
An audio system to suit the room with a lectern and lectern microphones, a handheld microphone, a
lapel microphone, and background music.
Audio operation equipment including an audio console. Full setup and pack out of all AV equipment
and an AV Technical Operator from 6pm until midnight to control and manage all the audio
components for the event.
Video/ Presentation with AV Operator - 
A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.
Video operation equipment including HD video switching equipment. Full setup and pack out of all
AV equipment and an AV Technical Operator from 6pm until midnight to control and manage all of
the visual and presentation components for the event.
Gallipoli Drape - 
Rigging and truss systems to hold a dressed black stage/ presentation backdrop.
Stage - 
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6m x 3m stage – 600 mm High
 
Feel free to call me if you have any questions, or would like to organise a famil of the spaces.
We look forward to working with your team.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz 
Mobile: 


 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: RE: 
Date: Tuesday, 11 July 2023 3:24:58 pm

Good afternoon, 
 
I hope you are well.  I am just checking to hear if you have any feedback regarding this event.
 
Have a Great Day Further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, July 4, 2023 8:27 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Conference - Quotation
 
Good morning, 
 

I have some great news this morning, your event is now on 1st tentative 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
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PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday, July 3, 2023 4:46 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject:  Conference - Quotation
 

Kia ora

Thank you for your interest in Takina Events, we would love to welcome 
 Conference into our spaces.

I am pleased to confirm that I have tentatively pencilled you in as a 2nd Tentative at Takina
on level 1 and will keep you updated on the other event that has 1st tentative.  Below is a little
information for you to read:

Rongomatane Foyer - this is where you will have your trade and catering.

Rongomatane Plenary hall - this is where your plenary will take place, this space seats
maximum 420 banquet style. (Please note the venue hire does not include stage and wash
lights that is an additional cost)

You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this
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space can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer
where you will have your 3-course plated dinner.

Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.

The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see
below additional information:

Wellington Foyer

Audio Only with AV Operator - 

An audio system to suit the room with a lectern and lectern microphones, a handheld
microphone, a lapel microphone, and background music.

Audio operation equipment including an audio console. Full setup and pack out of all AV
equipment and an AV Technical Operator from 6pm until midnight to control and manage all
the audio components for the event.

Video/ Presentation with AV Operator - 

A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.

Video operation equipment including HD video switching equipment. Full setup and pack out
of all AV equipment and an AV Technical Operator from 6pm until midnight to control and
manage all of the visual and presentation components for the event.

Gallipoli Drape - 

Rigging and truss systems to hold a dressed black stage/ presentation backdrop.

Stage - 

6m x 3m stage – 600 mm High

 

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz 
Mobile: 
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From:
To: Michealle Gelderblom
Subject: Re:  Conference - Quotation
Date: Monday, 7 August 2023 2:57:42 pm

Hi Michealle

I am pleased to confirm that Takina has been selected for the  2024 as per your proposal.

They have just asked me to check if there are different rates in market for a non profit?

Can you please send through a contract and details re menus, AV etc...

Many thanks
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Tuesday, 11 July 2023 3:24 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Conference - Quotation
 
Good afternoon, 
 
I hope you are well.  I am just checking to hear if you have any feedback regarding this event.
 
Have a Great Day Further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, July 4, 2023 8:27 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Conference - Quotation
 
Good morning, 
 

I have some great news this morning, your event is now on 1st tentative 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday, July 3, 2023 4:46 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject:  Conference - Quotation
 
Kia ora 
Thank you for your interest in Takina Events, we would love to welcome 

 Conference into our spaces.
I am pleased to confirm that I have tentatively pencilled you in as a 2nd Tentative at Takina on level
1 and will keep you updated on the other event that has 1st tentative.  Below is a little information for
you to read:
Rongomatane Foyer - this is where you will have your trade and catering.
Rongomatane Plenary hall - this is where your plenary will take place, this space seats maximum 420
banquet style. (Please note the venue hire does not include stage and wash lights that is an
additional cost)
You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this space
can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer where you will
have your 3-course plated dinner.
Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.
The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see below
additional information:
Wellington Foyer
Audio Only with AV Operator - 
An audio system to suit the room with a lectern and lectern microphones, a handheld microphone, a
lapel microphone, and background music.
Audio operation equipment including an audio console. Full setup and pack out of all AV equipment
and an AV Technical Operator from 6pm until midnight to control and manage all the audio
components for the event.
Video/ Presentation with AV Operator - 
A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.
Video operation equipment including HD video switching equipment. Full setup and pack out of all
AV equipment and an AV Technical Operator from 6pm until midnight to control and manage all of
the visual and presentation components for the event.
Gallipoli Drape - 
Rigging and truss systems to hold a dressed black stage/ presentation backdrop.
Stage - 
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6m x 3m stage – 600 mm High
 
Feel free to call me if you have any questions, or would like to organise a famil of the spaces.
We look forward to working with your team.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz 
Mobile: 


 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: Contract information
Date: Tuesday, 8 August 2023 8:49:47 am

Good morning, 
 
Thank you for your email, I am pleased Takina was selected 
Unfortunatly there is no rate difference for market and non profit. Because Te Papa Museum is partially
funded by the government and half self-funded. All the revenue Takina Events make commercially, will go
back into keeping Te Papa Museum free for the community.  
If you could please supply me the below information I would really appreciate it so I can proceed with the
contract.
 
Event Name:
Contract details: To whom I should address the contract to (please forward full name with title/Company,
postal address, contact email and phone number)
Who is the bill to person: (please forward full name, title, contact email and phone number and address if
different from above)
 
Have a great day further
 
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 
 
 
 

From:  
Sent: Monday, August 7, 2023 2:58 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re:  Conference - Quotation
 
Hi Michealle
 
I am pleased to confirm that Takina has been selected for the  2024 as per your proposal.
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They have just asked me to check if there are different rates in market for a non profit?
 
Can you please send through a contract and details re menus, AV etc...
 
Many thanks

 
 
 
 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Tuesday, 11 July 2023 3:24 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Conference - Quotation
 
Good afternoon, 
 
I hope you are well.  I am just checking to hear if you have any feedback regarding this event.
 
Have a Great Day Further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, July 4, 2023 8:27 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Conference - Quotation
 
Good morning, 
 

I have some great news this morning, your event is now on 1st tentative 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday, July 3, 2023 4:46 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject:  Conference - Quotation
 

Kia ora 

Thank you for your interest in Takina Events, we would love to welcome 
 Conference into our spaces.

I am pleased to confirm that I have tentatively pencilled you in as a 2nd Tentative at Takina on level
1 and will keep you updated on the other event that has 1st tentative.  Below is a little information for
you to read:

Rongomatane Foyer - this is where you will have your trade and catering.

Rongomatane Plenary hall - this is where your plenary will take place, this space seats maximum 420
banquet style. (Please note the venue hire does not include stage and wash lights that is an
additional cost)

You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this space
can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer where you will
have your 3-course plated dinner.

Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.

The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see below
additional information:

Wellington Foyer

Audio Only with AV Operator - 

An audio system to suit the room with a lectern and lectern microphones, a handheld microphone, a
lapel microphone, and background music.

Audio operation equipment including an audio console. Full setup and pack out of all AV equipment
and an AV Technical Operator from 6pm until midnight to control and manage all the audio
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components for the event.

Video/ Presentation with AV Operator - 

A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.

Video operation equipment including HD video switching equipment. Full setup and pack out of all
AV equipment and an AV Technical Operator from 6pm until midnight to control and manage all of
the visual and presentation components for the event.

Gallipoli Drape - 

Rigging and truss systems to hold a dressed black stage/ presentation backdrop.

Stage - 

6m x 3m stage – 600 mm High

 

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz 
Mobile: +64 


 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: FW: Contract information
Date: Friday, 11 August 2023 3:10:22 pm

Good afternoon, 
 
Hope you well, pleased don’t forget to send me the below information so I can proceed to do your contract.
 
Event Name:
Contract details: To whom I should address the contract to (please forward full name with title/Company,
postal address, contact email and phone number)
Who is the bill to person: (please forward full name, title, contact email and phone number and address if
different from above)
 
Have a Great Weekend
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, August 8, 2023 8:50 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Contract information
 
Good morning, 
 
Thank you for your email, I am pleased Takina was selected 
Unfortunatly there is no rate difference for market and non profit. Because Te Papa Museum is partially
funded by the government and half self-funded. All the revenue Takina Events make commercially, will go
back into keeping Te Papa Museum free for the community.  
If you could please supply me the below information I would really appreciate it so I can proceed with the
contract.
 
Event Name:
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Contract details: To whom I should address the contract to (please forward full name with title/Company,
postal address, contact email and phone number)
Who is the bill to person: (please forward full name, title, contact email and phone number and address if
different from above)
 
Have a great day further
 
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 
 
 
 

From:  
Sent: Monday, August 7, 2023 2:58 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re:  Conference - Quotation
 
Hi Michealle
 
I am pleased to confirm that Takina has been selected for the  2024 as per your proposal.
 
They have just asked me to check if there are different rates in market for a non profit?
 
Can you please send through a contract and details re menus, AV etc...
 
Many thanks
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Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday, July 3, 2023 4:46 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject:  Conference - Quotation
 

Kia ora 

Thank you for your interest in Takina Events, we would love to welcome 
 Conference into our spaces.

I am pleased to confirm that I have tentatively pencilled you in as a 2nd Tentative at Takina on level
1 and will keep you updated on the other event that has 1st tentative.  Below is a little information for
you to read:

Rongomatane Foyer - this is where you will have your trade and catering.
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Rongomatane Plenary hall - this is where your plenary will take place, this space seats maximum 420
banquet style. (Please note the venue hire does not include stage and wash lights that is an
additional cost)

You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this space
can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer where you will
have your 3-course plated dinner.

Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.

The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see below
additional information:

Wellington Foyer

Audio Only with AV Operator - 

An audio system to suit the room with a lectern and lectern microphones, a handheld microphone, a
lapel microphone, and background music.

Audio operation equipment including an audio console. Full setup and pack out of all AV equipment
and an AV Technical Operator from 6pm until midnight to control and manage all the audio
components for the event.

Video/ Presentation with AV Operator -

A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.

Video operation equipment including HD video switching equipment. Full setup and pack out of all
AV equipment and an AV Technical Operator from 6pm until midnight to control and manage all of
the visual and presentation components for the event.

Gallipoli Drape - 

Rigging and truss systems to hold a dressed black stage/ presentation backdrop.

Stage - 

6m x 3m stage – 600 mm High

 

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz 
Mobile: 
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Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Site Inspection
I have seen the venue; however my client is visiting Wellington in September and would like to see the venue
and the spaces we have booked for his conference.  Can you please confirm someone will be able to host
him on the below date
 

Tuesday 19th September at 4.00pm 
 
Kind regards

 
 
 

 
 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Tuesday, 8 August 2023 8:49 am
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Contract information
 
Good morning, 
 
Thank you for your email, I am pleased Takina was selected 
Unfortunatly there is no rate difference for market and non profit. Because Te Papa Museum is partially
funded by the government and half self-funded. All the revenue Takina Events make commercially, will go
back into keeping Te Papa Museum free for the community.  
If you could please supply me the below information I would really appreciate it so I can proceed with the
contract.
 
Event Name:
Contract details: To whom I should address the contract to (please forward full name with title/Company,
postal address, contact email and phone number)
Who is the bill to person: (please forward full name, title, contact email and phone number and address if
different from above)
 
Have a great day further
 
 
Michealle Gelderblom
Account Manager
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Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
[Rooms%20&%20Spaces%20-%20Takina%20(takina.co.nz)]

 
 
 
 

From:  
Sent: Monday, August 7, 2023 2:58 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re:  Conference - Quotation
 
Hi Michealle
 
I am pleased to confirm that Takina has been selected for the  2024 as per your proposal.
 
They have just asked me to check if there are different rates in market for a non profit?
 
Can you please send through a contract and details re menus, AV etc...
 
Many thanks
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Tuesday, 11 July 2023 3:24 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Conference - Quotation
 
Good afternoon, 
 
I hope you are well.  I am just checking to hear if you have any feedback regarding this event.
 
Have a Great Day Further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
[Rooms%20&%20Spaces%20-%20Takina%20(takina.co.nz)]

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, July 4, 2023 8:27 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Conference - Quotation
 
Good morning, 
 

I have some great news this morning, your event is now on 1st tentative 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
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PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday, July 3, 2023 4:46 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject:  Conference - Quotation
 

Kia ora 

Thank you for your interest in Takina Events, we would love to welcome 
 Conference into our spaces.

I am pleased to confirm that I have tentatively pencilled you in as a 2nd Tentative at Takina on level
1 and will keep you updated on the other event that has 1st tentative.  Below is a little information for
you to read:

Rongomatane Foyer - this is where you will have your trade and catering.

Rongomatane Plenary hall - this is where your plenary will take place, this space seats maximum 420
banquet style. (Please note the venue hire does not include stage and wash lights that is an
additional cost)

You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this space
can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer where you will
have your 3-course plated dinner.
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Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.

The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see below
additional information:

Wellington Foyer

Audio Only with AV Operator - 

An audio system to suit the room with a lectern and lectern microphones, a handheld microphone, a
lapel microphone, and background music.

Audio operation equipment including an audio console. Full setup and pack out of all AV equipment
and an AV Technical Operator from 6pm until midnight to control and manage all the audio
components for the event.

Video/ Presentation with AV Operator - 

A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.

Video operation equipment including HD video switching equipment. Full setup and pack out of all
AV equipment and an AV Technical Operator from 6pm until midnight to control and manage all of
the visual and presentation components for the event.

Gallipoli Drape - 

Rigging and truss systems to hold a dressed black stage/ presentation backdrop.

Stage - 

6m x 3m stage – 600 mm High

 

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz 
Mobile: 


 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject:  CONTRACT
Date: Wednesday, 16 August 2023 11:49:38 am
Attachments: 55711 New Zealand  Conference 21-02-2024 Contract.pdf
Importance: High

Hi 
 
Please find attached the contract as per the proposal I sent, and below is a recap of the event
 

Rongomatane Foyer - this is where you will have your trade and catering.

Rongomatane Plenary hall - this is where your plenary will take place, this space seats
maximum 420 banquet style. (Please note the venue hire does not include stage and
wash lights that is an additional cost)

You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance
this space can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington
foyer where you will have your 3-course plated dinner.

Please note that Wellington Foyer is a public space, therefore we can only start dinner here
after 19:30pm.

The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please
see below additional information:

Wellington Foyer

Audio Only with AV Operator - 

An audio system to suit the room with a lectern and lectern microphones, a handheld
microphone, a lapel microphone, and background music.

Audio operation equipment including an audio console. Full setup and pack out of all AV
equipment and an AV Technical Operator from 6pm until midnight to control and manage
all the audio components for the event.

Video/ Presentation with AV Operator - 

A large projection screen and a high-powered HD projector to display the presentation
material, presentation computers, guest computer inputs, presenters’ confidence monitor
and remote slide clicker.

Video operation equipment including HD video switching equipment. Full setup and pack
out of all AV equipment and an AV Technical Operator from 6pm until midnight to
control and manage all of the visual and presentation components for the event.

Gallipoli Drape - 

Rigging and truss systems to hold a dressed black stage/ presentation backdrop.

Stage - 
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6m x 3m stage – 600 mm High

 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: RE: NZ  Conference CONTRACT
Date: Tuesday, 22 August 2023 4:11:36 pm
Attachments: 55711 New Zealand  Conference 21-02-2024 Contract V2.pdf

Hi 
 
Thank you for your email, please see below.
 
I have changed the date as you requested.
The after-hour charge is for your evening event, any event that is after 6:00pm has an after-hour charge to
cover the extra security that is needed around the museum.
I have also adjusted the catering to 240.
 
Let me know if anything else is needed.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

From:  
Sent: Tuesday, August 22, 2023 3:37 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: NZ  Conference CONTRACT
 
Hi Michealle
 
I have a couple of questions for the contract - 
 

The event date is only 22/2/24, can you please amend to be 21/2/24 - 23/2/24
Can you please advise what the after hours charges are for?
As the min number is 240, can you please adjust the expected spend to be based on 240, not 300 pax.

 
If you can come back on the above and we should be able to sign 
 

s 9(2)(a)

s 9(2)
( )

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



Many thanks

 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Wednesday, 16 August 2023 11:49 am
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: NZ  Conference CONTRACT
 
Hi 
 
Please find attached the contract as per the proposal I sent, and below is a recap of the event
 

Rongomatane Foyer - this is where you will have your trade and catering.

Rongomatane Plenary hall - this is where your plenary will take place, this space seats maximum 420
banquet style. (Please note the venue hire does not include stage and wash lights that is an
additional cost)

You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this space
can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer where you will
have your 3-course plated dinner.

Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.

The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see below
additional information:

Wellington Foyer

Audio Only with AV Operator - 

An audio system to suit the room with a lectern and lectern microphones, a handheld microphone, a
lapel microphone, and background music.

Audio operation equipment including an audio console. Full setup and pack out of all AV equipment
and an AV Technical Operator from 6pm until midnight to control and manage all the audio
components for the event.

Video/ Presentation with AV Operator - 
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A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.

Video operation equipment including HD video switching equipment. Full setup and pack out of all
AV equipment and an AV Technical Operator from 6pm until midnight to control and manage all of
the visual and presentation components for the event.

Gallipoli Drape - 

Rigging and truss systems to hold a dressed black stage/ presentation backdrop.

Stage - 

6m x 3m stage – 600 mm High

 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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From:
To: Michealle Gelderblom
Subject: Re: NZ  Conference CONTRACT
Date: Tuesday, 22 August 2023 4:13:37 pm

Thanks Michealle

Ok I understand, so in that case there will not be an after hours charge for the conference days then?

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Tuesday, 22 August 2023 4:11 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: NZ  Conference CONTRACT
 
Hi 
 
Thank you for your email, please see below.
 
I have changed the date as you requested.
The after-hour charge is for your evening event, any event that is after 6:00pm has an after-hour charge to
cover the extra security that is needed around the museum.
I have also adjusted the catering to 240.
 
Let me know if anything else is needed.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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From:  
Sent: Tuesday, August 22, 2023 3:37 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: NZ  Conference CONTRACT
 
Hi Michealle
 
I have a couple of questions for the contract - 
 

The event date is only 22/2/24, can you please amend to be 21/2/24 - 23/2/24
Can you please advise what the after hours charges are for?
As the min number is 240, can you please adjust the expected spend to be based on 240, not 300 pax.

 
If you can come back on the above and we should be able to sign 
 
Many thanks

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Wednesday, 16 August 2023 11:49 am
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: NZ  Conference CONTRACT
 
Hi 
 
Please find attached the contract as per the proposal I sent, and below is a recap of the event
 

s 9(2)(a)

s 9(2)
( )

s 9(2)(a)

s 9(2)(a)

s 9(2)

s 9(2)(a)

s 9(2)(a)



Rongomatane Foyer - this is where you will have your trade and catering.
Rongomatane Plenary hall - this is where your plenary will take place, this space seats maximum 420
banquet style. (Please note the venue hire does not include stage and wash lights that is an
additional cost)
You will be served pre dinner drinks and Canape's at Te Papa at the Wellington entrance this space
can be accessed at 18:30pm - 19:30pm, you will then proceed to the Wellington foyer where you will
have your 3-course plated dinner.
Please note that Wellington Foyer is a public space, therefore we can only start dinner here after
19:30pm.
The Wellington foyer - The venue hire does not include AV, Stage, and lighting.  Please see below
additional information:
Wellington Foyer
Audio Only with AV Operator - 
An audio system to suit the room with a lectern and lectern microphones, a handheld microphone, a
lapel microphone, and background music.
Audio operation equipment including an audio console. Full setup and pack out of all AV equipment
and an AV Technical Operator from 6pm until midnight to control and manage all the audio
components for the event.
Video/ Presentation with AV Operator - 
A large projection screen and a high-powered HD projector to display the presentation material,
presentation computers, guest computer inputs, presenters’ confidence monitor and remote slide
clicker.
Video operation equipment including HD video switching equipment. Full setup and pack out of all
AV equipment and an AV Technical Operator from 6pm until midnight to control and manage all of
the visual and presentation components for the event.
Gallipoli Drape - 
Rigging and truss systems to hold a dressed black stage/ presentation backdrop.
Stage - 
6m x 3m stage – 600 mm High
 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

s 9(2)(a)

s 9(2)(i)

s 9(2)(i)

s 9(2)(i)

s 9(2)(i)





 

From:  
Sent: Monday, August 28, 2023 1:50 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Contract Follow up
 
Hi Michealle
 
Yes it was lovely here, still very cold though.
 
My client is just waiting on exec committee to sign off, which we should get this week.
 
Many thanks

 
 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 28 August 2023 1:37 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Contract Follow up
 
Good afternoon, 
 
I hope you had a great weekend 
 
I am following up on the contract do you have any updates for me?
 
Have a Great day further.
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Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: Revised Contract
Date: Tuesday, 29 August 2023 9:41:03 am
Attachments: 55711 New Zealand  Conference 21-02-2024 Contract V3.pdf

Good morning, 
 
Please find attached amended Contract, I have removed the pack in day 
 
Have a Great Day
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

From:  
Sent: Monday, August 28, 2023 3:41 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Contract Follow up
 
Hi Michealle
 
I have just been asked if they can remove the pack in hire on the Weds?
 
It is usually just a few banners and brochures on the tables and most of them set up the day of the
conference around 7.00am.  there is no booth build or anything like that.
 
Let me know if this is possible and I will report back
 
Many thanks
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 28 August 2023 2:51 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Contract Follow up
 
Hi  thank you so much for the feedback 
 
Keep warm.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

From:  
Sent: Monday, August 28, 2023 1:50 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Contract Follow up
 
Hi Michealle
 
Yes it was lovely here, still very cold though.
 
My client is just waiting on exec committee to sign off, which we should get this week.
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Many thanks

 
 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 28 August 2023 1:37 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Contract Follow up
 
Good afternoon, 
 
I hope you had a great weekend 
 
I am following up on the contract do you have any updates for me?
 
Have a Great day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: FW: Contract Follow up
Date: Monday, 11 September 2023 1:05:54 pm

Good afternoon, 
 
Hope you had a great weekend; please can you give an update on the contract.
 
Have a Great Day
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday, September 4, 2023 12:09 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Contract Follow up
 
Good afternoon, 
 
I hope you had a great weekend 
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I am just following up on the revised contract I sent through on the 29/08/2023.
 
Have a Great Day further
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, August 29, 2023 9:41 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Revised Contract
 
Good morning, 
 
Please find attached amended Contract, I have removed the pack in day 
 
Have a Great Day
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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From:  
Sent: Monday, August 28, 2023 3:41 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Contract Follow up
 
Hi Michealle
 
I have just been asked if they can remove the pack in hire on the Weds?
 
It is usually just a few banners and brochures on the tables and most of them set up the day of the
conference around 7.00am.  there is no booth build or anything like that.
 
Let me know if this is possible and I will report back
 
Many thanks

 
 

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 28 August 2023 2:51 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Contract Follow up
 
Hi  thank you so much for the feedback 
 

s 9(2)(a)

s 9(2)

s 9(2)(a)

s 9(2)(a)

s 9(2)



Keep warm.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

From:  
Sent: Monday, August 28, 2023 1:50 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Contract Follow up
 
Hi Michealle
 
Yes it was lovely here, still very cold though.
 
My client is just waiting on exec committee to sign off, which we should get this week.
 
Many thanks

 
 

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 28 August 2023 1:37 pm
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To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Contract Follow up
 
Good afternoon, 
 
I hope you had a great weekend 
 
I am following up on the contract do you have any updates for me?
 
Have a Great day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: Site Visit Information
Date: Wednesday, 20 September 2023 12:25:34 pm
Attachments: WNZ BEW-Takina-Hotel-Downtown-Map-AUG2022 LAYOUT v5 No-crops-or-bleed small (5).pdf

Rongomatane Floor Plan.pdf

Good afternoon, 
 
Hope you had a great evening.  Just a little feedback from the site visits yesterday 
 
Richard asked that I send you a list of Hotels near Takina, which I have attached.  He also asked
that I send some pictures of the Wellington Foyer set up, I don’t have any pictures, but I do have
a video link that gives a great idea of what the space can look like all set up.
 
We might look at another set up style for your event, please have a look at the below and let me
know what you think:
 
Rongomatane A +B – this will be the plenary seated Cabaret style 8 per table.
Rongomatane C – Richard mentioned there will only be trestle tables not more than 25.  We can
look at putting the trade in this space and not in the foyer ( this will save you money)
Rongomatane Foyer – We will use this space for your catering only.  If this space is not used for
trade, we will only charge  per day.
 
I have attached a very rough floor plan to give you an idea.  Let me know what your thoughts are
with regards to the set up and we will make the necessary adjustments.
 
Hope to hear from you soon.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: Rongomatane room C Size
Date: Monday, 25 September 2023 12:32:53 pm

Afternoon 
 
Thank you for the call 
 
The size of the room is 265 square metes.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: RE: Rongomatane room C Size
Date: Monday, 25 September 2023 12:54:26 pm

Hi  hope the below will help 
 
Length 18m
Width 14m
Trestle tables 1.8 x 600
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  
Sent: Monday, September 25, 2023 12:43 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Thanks Michealle
 
Would you also please advise the length and width of the room .   What size tables would you use for the
trade spaces?
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Thanks

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 25 September 2023 12:32 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Rongomatane room C Size
 
Afternoon 
 
Thank you for the call 
 
The size of the room is 265 square metes.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:
To: Michealle Gelderblom
Subject: Re: Rongomatane room C Size
Date: Monday, 2 October 2023 10:00:01 am

Good morning Michealle

i hope you had a lovely weekend.

I had a meeting with my client on Friday and they are really struggling to understand why the foyer price
changes so significantly. 
If we have the trade in the plenary there are a couple of issues, I don't believe the remaining plenary will be
big enough for them , they had 240 this year and this leaves no room for growth.  Also, it means there is no
purpose/reason for the delegates to go into the trade area if the catering isn't in there. 

Looking at the floorplans, i expect if we did the trade and catering in the foyer, we would use at most a third
of the area, are we able to do this for a reduced price?

Please feel free to call me if you would like to discuss.

Thanks so much

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 25 September 2023 12:54 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Rongomatane room C Size
 
Hi  hope the below will help 
 
Length 18m
Width 14m
Trestle tables 1.8 x 600
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
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Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  
Sent: Monday, September 25, 2023 12:43 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Thanks Michealle
 
Would you also please advise the length and width of the room .   What size tables would you use for the
trade spaces?
 
Thanks

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 25 September 2023 12:32 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Rongomatane room C Size
 
Afternoon 
 
Thank you for the call 
 
The size of the room is 265 square metes.
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Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: RE: Rongomatane room C Size
Date: Tuesday, 3 October 2023 9:13:09 am

Good morning, 
 
Thank you for your email 
 
I have spoken to my manager and we are happy to offer the Rongomatane Foyer for  per day
due to the event being in February and it fits well within our calendar. Let me know if this option is suitable
and I will make the changes to the contract.
 
Have a Great Day further.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  
Sent: Monday, October 2, 2023 10:00 AM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Good morning Michealle
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Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  
Sent: Monday, September 25, 2023 12:43 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Thanks Michealle
 
Would you also please advise the length and width of the room .   What size tables would you use for the
trade spaces?
 
Thanks

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 25 September 2023 12:32 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Rongomatane room C Size
 
Afternoon 
 
Thank you for the call 
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The size of the room is 265 square metes.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: FW: Rongomatane room C Size
Date: Wednesday, 18 October 2023 9:03:18 am

Morning 
 
Hope you well, I am following up on the below email, are you happy with the charge of the Rongomatane
foyer should I go ahead and make the change to the contract?
 
Hope to hear from you soon 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, October 3, 2023 9:13 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Rongomatane room C Size
 
Good morning, 
 
Thank you for your email 
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I have spoken to my manager and we are happy to offer the Rongomatane Foyer for  per day
due to the event being in February and it fits well within our calendar. Let me know if this option is suitable
and I will make the changes to the contract.
 
Have a Great Day further.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  
Sent: Monday, October 2, 2023 10:00 AM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Good morning Michealle
 
i hope you had a lovely weekend.
 
I had a meeting with my client on Friday and they are really struggling to understand why the foyer price
changes so significantly. 
If we have the trade in the plenary there are a couple of issues, I don't believe the remaining plenary will be
big enough for them , they had 240 this year and this leaves no room for growth.  Also, it means there is no
purpose/reason for the delegates to go into the trade area if the catering isn't in there. 
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From:  
Sent: Monday, September 25, 2023 12:43 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Thanks Michealle
 
Would you also please advise the length and width of the room .   What size tables would you use for the
trade spaces?
 
Thanks

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 25 September 2023 12:32 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Rongomatane room C Size
 
Afternoon 
 
Thank you for the call 
 
The size of the room is 265 square metes.
 
Nga mihi,
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Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: FW: Rongomatane room C Size
Date: Wednesday, 25 October 2023 1:52:32 pm

Good afternoon, 
 
I hope you had a great long weekend.
 
I am following up on the below email, are you happy with the charge on the foyer.  If you could let me know
and I will make the changes on the contract.
 
Have a great day further.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Wednesday, October 18, 2023 9:03 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: FW: Rongomatane room C Size
 
Morning 
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Hope you well, I am following up on the below email, are you happy with the charge of the Rongomatane
foyer should I go ahead and make the change to the contract?
 
Hope to hear from you soon 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, October 3, 2023 9:13 AM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Rongomatane room C Size
 
Good morning, 
 
Thank you for your email 
 
I have spoken to my manager and we are happy to offer the Rongomatane Foyer for  per day
due to the event being in February and it fits well within our calendar. Let me know if this option is suitable
and I will make the changes to the contract.
 
Have a Great Day further.
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Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  
Sent: Monday, October 2, 2023 10:00 AM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Good morning Michealle
 
i hope you had a lovely weekend.
 
I had a meeting with my client on Friday and they are really struggling to understand why the foyer price
changes so significantly. 
If we have the trade in the plenary there are a couple of issues, I don't believe the remaining plenary will be
big enough for them , they had 240 this year and this leaves no room for growth.  Also, it means there is no
purpose/reason for the delegates to go into the trade area if the catering isn't in there. 
 
Looking at the floorplans, i expect if we did the trade and catering in the foyer, we would use at most a third
of the area, are we able to do this for a reduced price?
 
Please feel free to call me if you would like to discuss.
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Thanks so much

 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 25 September 2023 12:54 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Rongomatane room C Size
 
Hi  hope the below will help 
 
Length 18m
Width 14m
Trestle tables 1.8 x 600
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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F om h l  l l
To
Subject   Quo at on fo  New Zealan Confe ence on 22/02/24 to 22/02/24 - Tak na Events
Date Wednesday  8 Novembe  2023 3 43 33 pm
Attachmen s 55711 New Zealan Confe ence 21-02-2024 Cont a t V4 pdf

Kia ora

I hope th s message finds you we l. 

Thank you for your interest in Takina Events  and we a e delighted to welcome New Zea and Conference to our spaces.
We have conf rmed ava lability for your requested date and have tentatively reserved the spaces you've enqu red about. 

To assist you further  I have prov ded deta ls below: 
Rongomatane Foyer - th s is where you w ll have your trade and catering.

Rongomatane Plenary ha l - this s where your plenary will take p ace  this space seats max mum 420 banquet sty e. (P ease note the venue hire does not include stage and wash lights that is an additional cost)

You w ll be served pre dinner dr nks and Canape s at Te Papa at the We lington entrance this space can be accessed at 18:30pm - 19:30pm  you wi l then proceed to the Wellington foyer where you wi l have your 3-course plated d nner.
Please note that We l ngton Foyer s a publ c space  therefore we can only start d nner here after 19:30pm.
The We lington foyer - The venue hire does not include AV  Stage  and l ghting.  Please see below addit onal information pricing may vary depending on the equirements.

Wel ington Foyer
Audio Only with AV Operator - 
An audio system to suit the room with a lectern and ectern microphones  a handhe d microphone  a apel microphone  and background music.
Audio operat on equipment nclud ng an aud o console. Full setup and pack out of a l AV equipment and an AV Technical Operator from 6pm unt l midn ght to control and manage a l the aud o components for the event.
Video/ Presentation with AV Operator - 
A large pro ection screen and a high-powered HD pro ector to display the presentat on material  presentat on computers  guest computer inputs  presenters  confidence monitor and remote slide cl cker.
Video operat on equipment nclud ng HD video switch ng equipment. Full setup and pack out of all AV equipment and an AV Technical Operator from 6pm until midnight to control and manage a l of the visual and presentation components for the event.
Gallipoli Drape - 
Rigg ng and truss systems to hold a dressed b ack s age/ presentation backdrop.
Stage - 
6m x 3m stage – 600 mm High

You can f nd attached quotation for your rev ew. You can also access add tional nformat on  including menus and photos  directly on our webs te by fo lowing the prov ded hyperlinks.

If you have any quest ons regarding the cont act please don t hesitate to contact me.

Please note that this quotat on is valid until 15/11/2023. If we receive interest from another client or do not hear from you after this valid ty period has passed  we reserve the right to release the spaces and dates.
We are ook ng forward to collaborating w th your team to make your event a success.

Nga mihi  
M chea le  Account Manager

Tak na Events

Email Banne  - venues ca e ing
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From:
To: Michealle Gelderblom
Subject: Re: Rongomatane room C Size
Date: Wednesday, 8 November 2023 1:38:38 pm

Hi Michealle

Great news we are ready to sign the contract.  I have checked back through my emails and I am not sure if
we have an updated contract to reflect the new rate for the catering and trade area?

Would you mind resending it and I can get it signed

Thanks so much

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Tuesday, 3 October 2023 9:13 am
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Rongomatane room C Size
 
Good morning, 
 
Thank you for your email 
 
I have spoken to my manager and we are happy to offer the Rongomatane Foyer for  per day
due to the event being in February and it fits well within our calendar. Let me know if this option is suitable
and I will make the changes to the contract.
 
Have a Great Day further.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:  
Sent: Monday, October 2, 2023 10:00 AM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Good morning Michealle
 
i hope you had a lovely weekend.
 
I had a meeting with my client on Friday and they are really struggling to understand why the foyer price
changes so significantly. 
If we have the trade in the plenary there are a couple of issues, I don't believe the remaining plenary will be
big enough for them , they had 240 this year and this leaves no room for growth.  Also, it means there is no
purpose/reason for the delegates to go into the trade area if the catering isn't in there. 
 
Looking at the floorplans, i expect if we did the trade and catering in the foyer, we would use at most a third
of the area, are we able to do this for a reduced price?
 
Please feel free to call me if you would like to discuss.
 
Thanks so much

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 25 September 2023 12:54 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Rongomatane room C Size
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



Hi  hope the below will help 
 
Length 18m
Width 14m
Trestle tables 1.8 x 600
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From:  
Sent: Monday, September 25, 2023 12:43 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Rongomatane room C Size
 
Thanks Michealle
 
Would you also please advise the length and width of the room .   What size tables would you use for the
trade spaces?
 
Thanks
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From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Sent: Monday, 25 September 2023 12:32 pm
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Rongomatane room C Size
 
Afternoon 
 
Thank you for the call 
 
The size of the room is 265 square metes.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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F om
To  blom
Subject Re  Confi ma ion and Quota ion fo  New Zealand  Confe ence on 22/02/24 to 22/02/24 - T kina Events
Date Thu sday  16 No embe  2023 3 34 40 pm
Attachmen s Takina s gned cont act pdf

Hi M chealle

I am pleased to attach a signed cont act fo  th s upcom ng event in Feb ua y 2024.

Please let me know if you need anything else at this stage

M  h

From  Michea le Gelde blom michea le.gelde blom@takinaevents co.nz>
Sent  Wednesday, 8 Novembe  2023 3 43 pm
To
Sub ect  Confi mation and Quo at on fo  New Zealand  Confe ence on 22/02/24 to 22/02/24 - Takina Events
 
Kia ora

I hope th s message finds you we l. 

Thank you for your interest in Takina Events  and we a e delighted to welcome New Zea and Conference to our spaces.
We have conf rmed ava lability for your requested date and have tentatively reserved the sp  y  d about. 

To assist you further  I have prov ded deta ls below: 
Rongomatane Foyer - th s is where you w ll have your trade and catering.

Rongomatane Plenary ha l - this s where your plenary will take p ace  this space seats max mum 420 banquet sty e. (P ease note the venue hire does not include stage and wash lights that is an additional cost)

You w ll be served pre dinner dr nks and Canape s at Te Papa at the We lington entrance this space can be accessed at 18:30pm - 19:30pm  you wi l then proceed to the Wellington foyer where you wi l have your 3-course plated d nner.
Please note that We l ngton Foyer s a publ c space  therefore we can only start d nner here after 19:30pm.
The We lington foyer - The venue hire does not include AV  Stage  and l ghting.  Please see below addit onal information pricing may vary depending on the equirements.

Wel ington Foyer
Audio Only with AV Operator - 
An audio system to suit the room ectern microphones  a handhe d microphone  a apel microphone  and background music.
Audio operat on equipment nclud ng an aud o console. Full setup and pack out of a l AV equipment and an AV Technical Operator from 6pm unt l midn ght to control and manage a l the aud o components for the event.
Video/ Presentation with AV Operator - 
A large pro ection screen and a high-powere  isplay the presentat on material  presentat on computers  guest computer inputs  presenters  confidence monitor and remote slide cl cker.
Video operat on equipment nclud ng HD video switch ng equipment. Full setup and pack out of all AV equipment and an AV Technical Operator from 6pm until midnight to control and manage a l of the visual and presentation components for the event.
Gallipoli Drape -
Rigg ng a  to old a dressed b ack s age/ presentation backdrop.
Stage - 
6m x 3m g     High

You can f nd attached quotation for your rev ew. You can also access add tional nformat on  including men s and hotos  directly on our webs te by fo lowing the prov ded hyperlinks.
If you have any quest ons regarding the cont act please don t hesitate to contact me.

Please note that this quotat on is valid until 15/11/2023. If we receive interest from another client or do not hear from you after this valid ty period has passed  we reserve the right to release the spaces and dates.
We are ook ng forward to collaborating w th your team to make your event a success.

Nga mihi  
M nt Manager

 
Email Banne  - venues ca e ing
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F om h l  l l
To
Cc  blom
Subject RE  Confi ma ion and Quota ion fo  New Zealan Confe en e on 22/02/24 to 22/02/24 - Tak na Events
Date Thu sday  16 No embe  2023 3 56 34 pm

This is fantastic,
 
Thank you 
 
Nga mihi
 
M chea le Gelderblom
Account Manage

akina Even s
 

 
O Box 467 50 Cable St eet  We l ng on 60

Email  
Mobi e
 
 

alk o us about hos ing you  next event at akina o  e apa
nd out mo e at takina co nz

 

 
 

From
Sent  u sday, Novembe  16, 2023 3 34 M
To  Michea le Gelde blom michea le.gelde blom@takinaevents co.nz>
Sub ect  Re  Confi mation and Quotat on fo  New Zealand Confe ence on 22/02/24 to 22/02/24 - Takina Events
 
Hi M chealle
 
I am pleased to attach a signed cont act fo  th s upcom ng event in Feb ua y 2024.
 
Please let me know if you need anything else at this stage
 

 

From  Michea le Gelde blom h l g l l @ >
Sent  Wednesday, 8 Novembe  2023 3 43 pm
To
Sub ect  Confi mation and Quo at on fo  New Zealand  Confe ence on 22/02/24 to 22/02/24 - Takina Events
 

Kia ora 
 

I hope this message finds you well. 
 

Thank you for your interest in Takina Events  and we are delighted to welcome New Zealand Conference to our spaces.

We have confirmed ava lability for your requested date and have tentatively reserved the spaces you've enquired about. 
 

To ass st you further  I have provided details below: 

Rongomatane Foyer - th s s where you wi l have your trade and catering.
 

Rongomatane P enary ha l - this is where your plenary wi l take place  this space seats maximum 420 banquet style. (Please note the venue hire does not inc ude stage and wash lights that is an additional cost)
 

You will be served pre dinner drinks and Canape's at Te Papa at the We lington entrance th s space can be accessed at 18:30pm - 19:30pm  you wi l then proceed to the Well ngton foyer where you will have your 3-course plated dinner.

Please note that Well ngton Foyer s a public space  therefore we can only start dinner here after 19:30pm.

The Well ngton foyer - The venue hire does not include AV  Stage  and l ght ng.  P ease see be ow add tional information pricing may vary depending on the requirements.
 

Wellington Foyer

Audio Only with AV Operator - 

An audio system to suit the room with a ectern and lectern microphones  a handhe d microphone  a lapel microphone  and background mus c.

Audio operat on equipment includ ng an audio conso e. Fu l setup and pack out of all AV equipment and an AV Technical Operator from 6pm until midnight to control and manage all the audio components for the event.

Video/ Presentation with AV Operator 

A large pro ection screen and a high-powered HD projector to disp ay the presentation mater al  presentation computers  guest computer inputs  presenters  confidence monitor and remote sl de clicker.

Video operat on equipment including HD v deo switching equipment. Full setup and pack out of a l AV equipment and an AV Techn cal Operator from 6pm unt l midnight to control and manage all of the v sual and presen ation components for the event.

Gallipo i Drape 

Rigging and truss systems to ho d a dressed b ack stage/ presentation backdrop.

Stage 

6m x 3m stage – 600 mm High
 

 

You can f nd attached quotat on for your review. You can also access add tional information  ncluding menus and photos  direc ly on our website by fo lowing the provided hyperl nks.

If you have any questions regarding the contract p ease don t hes tate to contact me.
 

Please note that th s quotat on s valid until 15/11/2023. If we receive nterest from another client or do not hear from you after this valid ty period has passed  we reserve the r ght to release the spaces and dates.

We are ook ng orward to co laborating with your team to make your event a success.
 

Nga mihi  

M chealle  Account Manager

Takina Events
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: Counter Signed Contract
Date: Thursday, 16 November 2023 4:09:27 pm
Attachments:  Conference 21-02-2024 Counter Signed Contract.pdf

Afternoon 
 
Please find attached counter signed contract 
 
I will prepare the handover and introduce you to your co-ordinator as soon as one is assigned.
 
Have a Great Day further.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:
To: Michealle Gelderblom
Subject: RE: Wellington Venues for 2024
Date: Tuesday, 18 July 2023 2:18:01 pm

Can you just wait until tomorrow (just in case)
 
Cheers 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, July 18, 2023 2:04 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Wellington Venues for 2024
 
Hi 
 
I checked the calendar and I have booked your pack in day on the 17/03/2024 we won’t charge
the full day venue hire of  we have given a 50% discount so the charge will
be 
 
Can I go ahead and release the spaces booked at Te Papa?
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 

 

From:  
Sent: Tuesday, July 18, 2023 1:44 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Wellington Venues for 2024
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Correct …. Yes sorry about this … BUT don’t release 20th (just until we’ve had our meeting
tonight to absolutely confirm it’s a 2 day conference).
 
Cheers 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, July 18, 2023 1:43 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Wellington Venues for 2024
 
Hi 
 
Thank you for the email.
 
I just want to confirm before I make a mistake (it can be difficult taking over in the middle of an
enquiry )
 

The venue you would prefer is Takina and you want 17th March 2024 (Sunday) as a pack in and

conference from the 18th of March (Monday) 2024 – 19th March (Tuesday) 2024 (2day
conference with a pack in day)
 
Hope to hear from you soon.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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Sent: Tuesday, July 18, 2023 1:20 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Wellington Venues for 2024
Importance: High
 
Me again … we have our meeting tonight and was just checking dates … have noted below 18 for
pack in and conference 19 and 20 … I think this is a legacy from it being a 3 day conference so
pack in would be 17 March with conferencing 18 and 19 March.  Can you confirm we can have

the 17th for pack in please????
 
Cheers 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Wednesday, July 12, 2023 12:10 PM
To: 
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE: Wellington Venues for 2024
 
Kia ora 
 
Hope you keeping well.  I will be handling this enquiry going forward, so just following up if you
have any feedback for me regarding the below email from Martina.
 
Have a Great Day Further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: 
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Sent: Wednesday, July 5, 2023 2:01 PM
To: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>
Cc:  Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Wellington Venues for 2024
 
Thanks Martina
 
We’re anticipating confirming Takina for March. Just waiting for a handful of things to shake
down. 

Have a great extended break. 
 
Sent from my phone so please forgive any errors. 
 

 

 

On 5/07/2023, at 1:56 PM, Martina Cenzato
<Martina.Cenzato@takinaevents.co.nz> wrote:

Kia ora 
Hope you are both well.
 
As I am going on an extended annual leave by the end of this week, I will introduce
you to Michealle, who is cc in here.
Michealle will be able to assist with your enquiry.
 

We are currently holding  spaces at Te Papa and Takina only for 18th (pack in) 19th –

20th (conference) MAR 2024, which are your preferred rates (Te Papa and Takina
quote are based on previous dates, but just adding them here for costs reference).
 
Michealle will be able to assist further.
 
Thanks 
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Martina Cenzato 
Sent: Tuesday, June 27, 2023 1:20 PM
To: 
Cc: 
Subject: RE: Wellington Venues for 2024
 
Thanks 
 
We can confirm a minimum of 200 people for March event.
 
Ok to have access for the entire floor on the pack in day.
 

I have availability of Tawhirimatea level 2 on 18th (pack in) 19th – 20th (conference)
MAR 2024.
 
To host this event later in the year: happy to have a look, could I get an idea of
period? Will it be more April/May or Sept/October?
Happy to reconfirm a minimums of 200 people if this event will be held before the
end of DEC 2024.
 
Thanks 
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:  
Sent: Tuesday, June 27, 2023 11:57 AM
To: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>
Cc: 
Subject: RE: Wellington Venues for 2024
Importance: High
 
Thanks Martina
 
Yes and I in the first instance will be managing this … some questions
please …
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I don’t think we can guarantee 250; can we make it 200?
 
I note we have access  to the foyer for pack in on first day, but checking we’d have
access to the entire floor for that day for pack in for theming/plants etc.?
 
Also confirming these dates are 18-20 March 2024?
 
If the client were to consider hosting later in the year, what sort of availability is
there at Takina please?
 
Cheers 
 

From: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz> 
Sent: Tuesday, June 27, 2023 9:07 AM
To: 
Cc: 
Subject: RE: Wellington Venues for 2024
 
Kia ora 
 
I have availability of Tawhirimatea venue on 19-20 MAR 2024 with pack in on 18
MAR 2024.
I have tentatively hold this venue for you.
 
I have reattached quotation initially sent to  please note that dates are not
correct in attached quotation.
 
Is now  my contact for this event?
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:  
Sent: Monday, June 26, 2023 8:06 PM
To: Elena Ford <Elena.Ford@takinaevents.co.nz>
Cc: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>; 

Subject: RE: Wellington Venues for 2024
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Importance: High
 
Hi Elena/Martina
 
With the revised pricing the committee are keen to relook at Takina for those dates
… are those dates still available?
 
Cheers 
 

From: Elena Ford <Elena.Ford@takinaevents.co.nz> 
Sent: Monday, June 26, 2023 4:17 PM
To: 
Cc: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>; 

Subject: RE: Wellington Venues for 2024
 
Hi 
 
Thank you for your time on the phone. 
 
Amokura Gallery is not available from November 2023 to end of April 2024 due to a
summer paid exhibition.
 
Soundings Theatre will be a good option for main plenary.  The venue hire is 
plus GST per day and includes standard AV package.  AV tech is  per
AV tech, 4-hour minimum call, two AV techs are required to run AV in Soundings
Theatre.  We will be happy to offer access to the venue for couple of hours to set
up the stage a day prior complimentary.
 
Kind regards,
Elena
 
Elena Ford
Venues Sales Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: elena.ford@takinaevents.co.nz
Mobile: 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Elena Ford <Elena.Ford@takinaevents.co.nz> 
Sent: Monday, June 26, 2023 11:05 AM
To: 
Cc: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>
Subject: FW: Wellington Venues for 2024
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Ideally we would like the following –
1. Amokura: plenary and breakout room 1
2. Rangimarie: breakout room 2
3. Oceania: Exhibition and catering

 
We have a committee meeting tonight, so it would be very helpful to have this
information prior to our meeting.
 
Many thanks,

 

From:  
Sent: Tuesday, June 6, 2023 1:39 PM
To:  < wellingtonnz.com>
Subject: RE: Wellington Venues for 2024
 
Hi 
 

The next meeting isn’t until Monday 26th June, so no decision will be made before
then sorry.
 
Nga Mihi

 

From:  < wellingtonnz.com> 
Sent: Friday, June 2, 2023 10:05 AM
To: 
Subject: RE: Wellington Venues for 2024
 

 

 
Morning 
 
Thank you for your patience.
 
Confirming that we have moved the dates and there is no changes in the
proposal.
 
Do you have an indication as to when the committee will make a decision?
 
Many thanks,
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The information contained in this email is confidential and intended for the addressee only. If you are
not the intended recipient, you are asked to respect that confidentiality by destroying this email and do
not disclose, copy or make use of its contents. Your assistance is appreciated.

 
D

From:  
Sent: Friday, May 5, 2023 2:21 PM
To:  < wellingtonnz.com>
Subject: RE: Wellington Venues for 2024
 
Hi 
 
Thank you for that.
 
Preferred seating would probably be cabaret. It has plenary and 2 breakouts.
It is a 2-day event with one day for pack in.
 
We haven’t received pricing back for anything still waiting to hear back. We are
aiming to have a venue comparison for our client shortly.
 
Nga Mihi
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From:  < wellingtonnz.com> 
Sent: Friday, May 5, 2023 2:07 PM
To: 
Subject: RE: Wellington Venues for 2024
 

 

 
Kia ora 
 
Thank you for your email, happy to help with this.
 
Could you please provide me with the following regarding your
requirements? This will help with providing suggestions.

1. Preferred seating configuration
2. Plenary only, or breakouts? If breakouts, how many?

 
Do you have any initial feedback on the three proposals you have received?
 
Many thanks,
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From: Michealle Gelderblom
To:  
Subject: Takina Events for  - 18/03/24 to 19/03/24 - Quotation
Date: Thursday, 20 July 2023 3:03:52 pm
Attachments:  2 Walk and Cycle  Consultanst 18-19 March 2024 V2 Quotation.pdf

Kia ora 

Thank you for your  interest in Takina Events, we would love to welcome  to our
spaces.

I am pleased to confirm availability on the 18th - 19th March 2024 with a pack in day on the 17th
March 2024  at Takina on level 2 and have tentatively pencilled you in.

Please find attached a quotation for review.

Please if you have any questions please don't hesitate to contact me.

Click on provided hyperlinks if you want to find more information directly on our website (eg.
menus, photos...).

The offer is valid until 18/08/23. After this, we reserve the right to cancel the offer and to release
the spaces to another client if we haven't heard back from you.

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 │50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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From:  
To: Michealle Gelderblom
Subject: RE: Takina Events for  - 18/03/24 to 19/03/24 - Quotation
Date: Sunday, 23 July 2023 3:00:45 pm
Attachments: image001.png

 2 Walk and Cycle  Consultanst 18-19 March 2024 V2 Quotation GH comments.pdf

Kia ora Michealle
 
A few queries please:
 

1. It’s my understanding that the cost to hire the entire floor of Takina is  (as per our
other contract), so why is there an additional charge to use Whataitai room which is on the
same floor?

2. Can you please amend all wording in the contract to  … the client is quite
specific about this 

3. What is the cost for orange juice to be served with breaks?  Ideally we like to set a fixed
number of carafes per break?

4. Regarding the conference menus … is there a willingness to do the following with sweet
options at the am/pm breaks?

a. Serve 50% of the sweet item, and
b. 50% sliced fruit or whole fruit?

Experience of doing this with all our conferences has always demonstrated that this works
well, without one aspect of the food being over/under supplied.  It allows us to accommodate
a fresh fruit option for those who prefer this to sweet food.

5. I note that some of the morning and afternoon breaks in the daily menu provide sometimes for
two savoury and two sweet items.  Why would you do this?  It makes much more sense to have
1 savoury and 1 sweet option at each meal break? Interested in the rationale behind this?

6. Regarding cutlery, china etc. I note this is included in the venue hire: however having attended
Meetings where entirely disposable items were used I wanted to check that this will definitely
be the case (it’s more sustainable to do cutlery/china obviously.

7. AV labour hire: it’s  for our other event in May: shouldn’t the price for this conference be
the same?

8. The proposal is attached with a couple of comments included on catering: which are
a. Arrival tea/coffee … we don’t cater for full numbers for this. (50 as per my notes)

b. Canapes event: this would happen on Sunday 17 March (as dinner is 18th) but we’re not
sure if this will happen so I don’t want it included in the contract please.

 
Look forward to hearing from you Michealle.
 
Warmest regards
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From: Michealle Gelderblom
To: Reynold Henkel; Herwig Lanzerstorfer
Cc: Michealle Gelderblom
Subject: Orange Juice Carafe - 
Date: Monday, 24 July 2023 9:55:23 am

Good morning, Gentleman,
 
I hope you both a had fabulous weekend 
 
Would you be able to help me with a price for orange juice in a carafe.
 
Thank you.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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From: Ilavarasu Rajendran
To: Michealle Gelderblom
Subject: RE
Date: Monday  24 July 2023 10:59:21 am
Attachments: image001.png

Hi Michealle
 
We can substitute 50 % fruits for a sweet item.
Cost will go up if they prefer individual Fruits.
Sliced fruit platers are fine with no additional cost. Cheers
 
 
 
Ilavarasu Rajendran (Ila)
Executive Chef
Takina Events
PO Box 467 ¦55 Cable Street, We lington 6011
Ema l  Ilavarasu.rajendran@takinaevents.co.nz
Mobile  +64 
 
Find out more at takina.co.nz

 
 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Monday  July 24  2023 10 40 AM
To: Ilavarasu Rajendran <Ilavarasu.Rajendran@tepapa.govt.nz>
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject:
 
Good morning Illa
I have a client requesting the below
 

 
Would you be happy to substitute some of the sweet items for fruit  or should I recommend them adding fruit at an additional charge?
 
Have a Great Day further.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, We lington 6011
Ema l  michealle.gelderblom@takinaevents.co.nz
Mobile  +64 
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Kia ora Michealle
 
A few queries please:
 

1. It’s my understanding that the cost to hire the entire floor of Takina is (as per our
other contract), so why is there an additional charge to use Whataitai room which is on the
same floor?

Please can you share the contract this is stipulated in  as this could have been a special offer. 
The  is just for the Tawhirimatea foyer and the whole plenary.

2. Can you please amend all wording in the contract to  … the client is quite
specific about this 

I have made the change.
3. What is the cost for orange juice to be served with breaks?  Ideally we like to set a fixed

number of carafes per break?
The charge will be  per Carafe

4. Regarding the conference menus … is there a willingness to do the following with sweet
options at the am/pm breaks?

a. Serve 50% of the sweet item, and
b. 50% sliced fruit or whole fruit?

Experience of doing this with all our conferences has always demonstrated that this works
well, without one aspect of the food being over/under supplied.  It allows us to accommodate
a fresh fruit option for those who prefer this to sweet food.
We can substitute 50 % fruits for a sweet item.
Cost will go up if they prefer individual Fruits.
Sliced fruit platers are fine with no additional cost.

1. I note that some of the morning and afternoon breaks in the daily menu provide sometimes for
two savoury and two sweet items.  Why would you do this?  It makes much more sense to have
1 savoury and 1 sweet option at each meal break? Interested in the rationale behind this?

If you could maybe let me know where on the menu you saw 2 savoury and 2 sweet, then I
could explain it better. There are only 2 items per break per person 1 sweet 1 savoury.

2. Regarding cutlery, china etc. I note this is included in the venue hire: however having attended
Meetings where entirely disposable items were used I wanted to check that this will definitely
be the case (it’s more sustainable to do cutlery/china obviously.

Cutlery and Crockery is included (not disposable)
3. AV labour hire: it’s  for our other event in May: shouldn’t the price for this conference be

the same?
The is 2023 pricing, but I am more than happy to change the 

4. The proposal is attached with a couple of comments included on catering: which are
a. Arrival tea/coffee … we don’t cater for full numbers for this. (50 as per my notes)

I have made the change

b. Canapes event: this would happen on Sunday 17 March (as dinner is 18th) but we’re not
sure if this will happen so I don’t want it included in the contract please.

Just to confirm the 17th March will be pack in during the day and Canapes in the evening?
 
Look forward to hearing from you Michealle.
 
Warmest regards
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I hope you both a had fabulous weekend 
 
Would you be able to help me with a price for orange juice in a carafe.
 
Thank you.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle gelderblom@takinaevents.co.nz
Mobile: +64 
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I am pleased to confirm availability on the 18th - 19th March 2024 with a pack in day on the
17th March 2024  at Takina on level 2 and have tentatively pencilled you in.

 

Please find attached a quotation for review.

Please if you have any questions please don't hesitate to contact me.

 

Click on provided hyperlinks if you want to find more information directly on our website (eg.
menus, photos...).

The offer is valid until 18/08/23. After this, we reserve the right to cancel the offer and to
release the spaces to another client if we haven't heard back from you.

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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specific about this 
I have made the change.

3. What is the cost for orange juice to be served with breaks?  Ideally we like to set a fixed
number of carafes per break?

The charge will be  per Carafe Noted: thanks.
4. Regarding the conference menus … is there a willingness to do the following with sweet

options at the am/pm breaks?
a. Serve 50% of the sweet item, and
b. 50% sliced fruit or whole fruit?

Experience of doing this with all our conferences has always demonstrated that this works
well, without one aspect of the food being over/under supplied.  It allows us to accommodate
a fresh fruit option for those who prefer this to sweet food.
We can substitute 50 % fruits for a sweet item.
Cost will go up if they prefer individual Fruits.
Sliced fruit platers are fine with no additional cost. Noted: thanks and yes sliced fruit platters

are perfect.
1. I note that some of the morning and afternoon breaks in the daily menu provide sometimes for

two savoury and two sweet items.  Why would you do this?  It makes much more sense to have
1 savoury and 1 sweet option at each meal break? Interested in the rationale behind this?

If you could maybe let me know where on the menu you saw 2 savoury and 2 sweet, then I
could explain it better. There are only 2 items per break per person 1 sweet 1 savoury.

2. Regarding cutlery, china etc. I note this is included in the venue hire: however having attended
Meetings where entirely disposable items were used I wanted to check that this will definitely
be the case (it’s more sustainable to do cutlery/china obviously.

Cutlery and Crockery is included (not disposable) Noted: thanks.
3. AV labour hire: it’s  for our other event in May: shouldn’t the price for this conference be

the same?
The  is 2023 pricing, but I am more than happy to change the 
Noted: thanks.

4. The proposal is attached with a couple of comments included on catering: which are
a. Arrival tea/coffee … we don’t cater for full numbers for this. (50 as per my notes)

I have made the change Noted: thanks.

b. Canapes event: this would happen on Sunday 17 March (as dinner is 18th) but we’re not
sure if this will happen so I don’t want it included in the contract please.

Just to confirm the 17th March will be pack in during the day and Canapes in the evening?
Yes correct.

 
Look forward to hearing from you Michealle.
 
Warmest regards
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Hi 
 
Thank you for you email, I am busy working with your contract, but need you to confirm the
below:
 
Arrival tea & Coffee 18/03/2024 – you mentioned this would more than likely be about 50 – the
problem with this is, if more than 50 people show up it reflects badly on us for under catering so
we would have to do arrival tea and coffee for 200 or not contract it.
Canapes on the 18/03/2024 – Do you want this contracted?
 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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From: Michealle Gelderblom
To:  
Cc: Michealle Gelderblom
Subject:  Contract
Date: Thursday, 17 August 2023 9:04:42 am
Attachments:    Consultanst 18-19 March 2024 Contract.pdf

Good morning, 
 
Hope you had a great evening, please find attached contract as promised. 
 
I have not included the Canape Evening as this is not 100% confirmed with your client yet.  I
need to make you aware that we can only host two dinners/Cocktails a night, so if other clients
confirm an evening event on the same night as your unconfirmed one, we won’t be able to host
yours, so if your client can decide sooner rather than later that would be great.  I have made a
note that there may be a potential evening event on the system.
 
Hope to hear from you soon.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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To: Tara Terry <Tara.Terry@takinaevents.co.nz>
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Floor plan for 
 
Have you been confirmed as our coordinator for this event yet?
 
If so here’s the proposed floor plan for the exhibition build for this event.
 
Warmest regards
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From: Nikhil Rajan
To: Michealle Gelderblom; Takina Audio-visual Events Coordination Team
Subject: RE:   Conference 18/03/2024 to 19/03/2024
Date: Thursday, 7 September 2023 9:36:00 am
Attachments: image003.png

Hi Michaelle,
 
I am happy to take this event and I have already assigned my name.
 
Many Thanks
 
Nikhil Rajan
Audio Visual Coordinator
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: nikhil.rajan@takinaevents.co.nz
Mobile: +64 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Wednesday, September 6, 2023 3:17 PM
To: Takina Audio-visual Events Coordination Team <AVECTeam@takinaevents.co.nz>
Subject:   Conference 18/03/2024 to 19/03/2024
 
Good afternoon, Team,
 
Please can a co-ordinator be assigned for this event I am handing over to Tara Terry tomorrow 
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Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Nikhil Rajan
To: Michealle Gelderblom
Subject: RE:   Conference 18/03/2024 to 19/03/2024
Date: Thursday, 7 September 2023 10:08:30 am
Attachments: image003.png

All good Michaelle, stay warm J. I have worked for this conference and clients in my previous work
place.
 
Talk to you soon .
 
Kind Regards
 
Nikhil Rajan
Audio Visual Coordinator
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: nikhil.rajan@takinaevents.co.nz
Mobile: +64 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Thursday, September 7, 2023 9:49 AM
To: Nikhil Rajan <Nikhil.Rajan@tepapa.govt.nz>
Subject: RE:   Conference 18/03/2024 to 19/03/2024
 
Thank you Nikhil 
 
I am working from home today feeling a little under weather but will Handover when I am back in the
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office
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 
 

From: Nikhil Rajan <Nikhil.Rajan@tepapa.govt.nz> 
Sent: Thursday, September 7, 2023 9:36 AM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>; Takina Audio-visual Events
Coordination Team <AVECTeam@takinaevents.co.nz>
Subject: RE:   Conference 18/03/2024 to 19/03/2024
 
Hi Michaelle,
 
I am happy to take this event and I have already assigned my name.
 
Many Thanks
 
Nikhil Rajan
Audio Visual Coordinator
Takina Events
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PO Box 467 ¦50 Cable Street, Wellington 6011
Email: nikhil.rajan@takinaevents.co.nz
Mobile: +64 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 
 
 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Wednesday, September 6, 2023 3:17 PM
To: Takina Audio-visual Events Coordination Team <AVECTeam@takinaevents.co.nz>
Subject:   Conference 18/03/2024 to 19/03/2024
 
Good afternoon, Team,
 
Please can a co-ordinator be assigned for this event I am handing over to Tara Terry tomorrow 
 
Have a Great Day further.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
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Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Subject: Takina Events for  - 18/03/24 to 19/03/24 - Quotation
 

Kia ora 

 

Thank you for your  interest in Takina Events, we would love to welcome  to
our spaces.

 

I am pleased to confirm availability on the 18th - 19th March 2024 with a pack in day on the
17th March 2024  at Takina on level 2 and have tentatively pencilled you in.

 

Please find attached a quotation for review.

Please if you have any questions please don't hesitate to contact me.

 

Click on provided hyperlinks if you want to find more information directly on our website (eg.
menus, photos...).

The offer is valid until 18/08/23. After this, we reserve the right to cancel the offer and to
release the spaces to another client if we haven't heard back from you.

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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From: Michealle Gelderblom
To: Aaron Telford
Cc: Michealle Gelderblom
Subject:
Date: Friday, 8 September 2023 10:57:48 am

Hi Aaron,
 
Me again hahahaha
 
I have a client that has already contracted, and I will be handing over next week. The spaces
booked for them is level 2 at Takina EN 
 

17th March pack in – I charged pack in fee.

18th-19th March conference with day catering
 

Client is now asking me if they wanted to add a 1-2 hour welcome function on the 17th March
would there be a difference in the venue hire cost?
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To: Michealle Gelderblom
Subject: RE: 
Date: Friday, 8 September 2023 11:17:20 am
Attachments: image003.png

Hey,
 
No you can include the welcome in the pack in VH.
 
Nga mihi,
 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Friday, September 8, 2023 10:58 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: 
 
Hi Aaron,
 
Me again hahahaha
 
I have a client that has already contracted, and I will be handing over next week. The spaces
booked for them is level 2 at Takina EN 
 

17th March pack in – I charged  pack in fee.

18th-19th March conference with day catering
 

Client is now asking me if they wanted to add a 1-2 hour welcome function on the 17th March
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would there be a difference in the venue hire cost?
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Michealle Gelderblom
To:  
Cc: Michealle Gelderblom
Subject: RE: Takina Events for  - 18/03/24 to 19/03/24 - Quotation
Date: Friday, 8 September 2023 12:33:44 pm
Attachments: image004.png

Hi 
 
A Co Ordinator has been assigned, and I will be handing over next week, I am currently working from
home been under the weather the last 2 days.
 
Black tablecloths – the charge for this is  per cloth.
Welcome function – If you decide on a welcome function this will not affect the venue hire (we will
offer this as complimentary) only the catering would be an extra charge.
 
Have a Great Weekend.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Subject: Takina Events for  - 18/03/24 to 19/03/24 - Quotation
 

Kia ora 

 

Thank you for your  interest in Takina Events, we would love to welcome  to
our spaces.

 

I am pleased to confirm availability on the 18th - 19th March 2024 with a pack in day on the
17th March 2024  at Takina on level 2 and have tentatively pencilled you in.

 

Please find attached a quotation for review.

Please if you have any questions please don't hesitate to contact me.

 

Click on provided hyperlinks if you want to find more information directly on our website (eg.
menus, photos...).

The offer is valid until 18/08/23. After this, we reserve the right to cancel the offer and to
release the spaces to another client if we haven't heard back from you.

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

 

Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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 – your business support specialists

E   M 

W www   LinkedIn

 

 

 

On Tue, 8 Aug 2023 at 13:39, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Hi 

 

The next step is for me to send you a contract, but before I can do that, please can you
send me the below information so I can draw up a contract for you 

 

Event Name:

 

Contract details: To whom I should address the contract to (please forward full name
with title/Company, postal address, contact email and phone number)

 

Who is the bill to person: (please forward full name, title, contact email and phone
number and address if different from above)

 

 

 

Nga mihi,

 

Michealle Gelderblom

Account Manager

Takina Events
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PO Box 467 ¦55 Cable Street, Wellington 6011

Email: michealle.gelderblom@takinaevents.co.nz

Mobile: +64 

               

 

From:  <  
Sent: Tuesday, August 8, 2023 12:21 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: revised Quotation V2

 

Hi Michealle

Everything looking good. We are going with theatre style seating. 

Is everything locked in? Do we need to sign anything? 

Thanks 

 

 

On Tue, 8 Aug 2023 at 11:45 AM, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Good morning, 

 

I hope you had a great weekend  I just checking is to hear if you have any feedback
regarding this function.

 

Have a Great Day further.

 

 

 

Nga mihi,

 

Michealle Gelderblom
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Account Manager

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: michealle.gelderblom@takinaevents.co.nz

Mobile: +64 

 

 

From:  <  
Sent: Wednesday, July 26, 2023 4:25 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: revised Quotation V2

 

Awesome! Thanks so much!

Business Manager

_______________________________________________________________________________________

 – your business support specialists

E   M 

W www   LinkedIn
 

 

 

 

On Wed, 26 Jul 2023 at 13:16, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Hi  I have made the changes for the Continental breakfast and the arrival tea
& coffee, please see attached.  Let me know if there is anything else I can help
you with.

 

 

Nga mihi,
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Michealle Gelderblom

Account Manager

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: michealle.gelderblom@takinaevents.co.nz

Mobile: +64 

 

 

--

Business Manager

_______________________________________________________________________________________

 – your business support specialists

E   M 

W www   LinkedIn

 

-- 
 

Business Manager
_______________________________________________________________________________________

 – your business support specialists

E   M  

W www   LinkedIn
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Business Manager

_______________________________________________________________________________________

 – your business support specialists

E   M 

W www   LinkedIn

 

 
 
On Tue, 8 Aug 2023 at 13:39, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Hi 
 
The next step is for me to send you a contract, but before I can do that, please can you send
me the below information so I can draw up a contract for you 
 
Event Name:
 
Contract details: To whom I should address the contract to (please forward full name with
title/Company, postal address, contact email and phone number)
 
Who is the bill to person: (please forward full name, title, contact email and phone number
and address if different from above)
 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
               
 

From:  <  
Sent: Tuesday, August 8, 2023 12:21 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: revised Quotation V2
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Hi Michealle
Everything looking good. We are going with theatre style seating. 
Is everything locked in? Do we need to sign anything? 
Thanks 

 
 
On Tue, 8 Aug 2023 at 11:45 AM, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Good morning, 
 
I hope you had a great weekend  I just checking is to hear if you have any feedback
regarding this function.
 
Have a Great Day further.
 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 

From:  <  
Sent: Wednesday, July 26, 2023 4:25 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: revised Quotation V2
 
Awesome! Thanks so much!

Business Manager

_______________________________________________________________________________________

 – your business support specialists

E   M 

W www   LinkedIn
 

 
 
 
On Wed, 26 Jul 2023 at 13:16, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Hi  I have made the changes for the Continental breakfast and the arrival tea &
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coffee, please see attached.  Let me know if there is anything else I can help you with.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 

--

Business Manager

_______________________________________________________________________________________

 – your business support specialists
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W www   LinkedIn
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Business Manager
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Sent: Tuesday, August 8, 2023 12:21 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: revised Quotation V2
 
Hi Michealle
Everything looking good. We are going with theatre style seating. 
Is everything locked in? Do we need to sign anything? 
Thanks 

 
 
On Tue, 8 Aug 2023 at 11:45 AM, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Good morning, 
 
I hope you had a great weekend  I just checking is to hear if you have any feedback
regarding this function.
 
Have a Great Day further.
 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 

From:  <  
Sent: Wednesday, July 26, 2023 4:25 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: revised Quotation V2
 
Awesome! Thanks so much!

Business Manager

_______________________________________________________________________________________

 – your business support specialists

E   M 

W www   LinkedIn
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On Wed, 26 Jul 2023 at 13:16, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Hi  I have made the changes for the Continental breakfast and the arrival tea &
coffee, please see attached.  Let me know if there is anything else I can help you with.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 

--

Business Manager

_______________________________________________________________________________________

 – your business support specialists

E   M 

W www   LinkedIn

 

--

Business Manager

_______________________________________________________________________________________

 – your business support specialists

E   M 

W www   LinkedIn
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Hi 

 

I just wanted to take the time to thank you for taking the time to have a look at the
space  and If you have any questions please don’t hesitate to contact me.

 

I look forward to hearing from you soon.

 

 

Nga mihi,

 

Michealle Gelderblom

Account Manager

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: michealle.gelderblom@takinaevents.co.nz

Mobile: +64 

 

s 9(2)(a)

s 
9(2)



From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Date: Monday, 17 July 2023 4:12:48 pm

Hi 
 
The Plenary space can seat 370 banquet style, seating 10 per table.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 

 

s 9(2)(a)

s 9(2)(a)

s 
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From: Michealle Gelderblom
To: Millie Burton
Cc: Michealle Gelderblom
Subject: RE:  Conference 2024 Event ID 
Date: Tuesday, 18 July 2023 4:19:21 pm

Good afternoon, Millie,
 
I just wanted to inform you that the client has decided to have their event at Takina 
 
Have a Great evening.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 

 

From: Millie Burton <Millie.Burton@tepapa.govt.nz> 
Sent: Monday, June 26, 2023 4:23 PM
To: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>
Subject: RE:  Conference 2024 Event ID 
 
Kia ora,
 
Awesome! Yes absolutely, will touch base in a few weeks.
 
Millie 
 
Millie Burton
Pukenga Hotaka Tumatanui |Public Programmes Specialist
Museum of New Zealand Te Papa Tongarewa
PO Box 467 | 55 Cable Street | Wellington, New Zealand
ph: 
My pronouns are she/her/ia

 

From: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz> 
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Sent: Monday, June 26, 2023 4:20 PM
To: Millie Burton <Millie.Burton@tepapa.govt.nz>
Subject: RE:  Conference 2024 Event ID 
 
Kia ora Millie
 
Thanks for your email.
 

 is looking at either welcoming this event at Te Papa or Takina.
 
We will have a response from the client by next week – can we come back to you after Matariki?
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From: Millie Burton <Millie.Burton@tepapa.govt.nz> 
Sent: Wednesday, June 21, 2023 1:48 PM
To: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>
Subject:  Conference 2024 Event ID 
 
Kia ora Martina,
 
Hope you are well and have been having a lovely day! Just wanted to enquire with you regarding the
event you have booked in EVMS, event ID  What is the plausibility that you will be using
Soundings Theatre and Wellington Foyer for this event on Fri 8 March? We are planning an event
aligned with the Dinosaurs of Patagonia exhibition for International Women’s Day and are hoping to
screen some documentaries and have discussions in Soundings and activities in Wellington Foyer.

s 9(2)(a)

s 9(2)
(i)

s 9(2)
(i)

s 9(2)
(i)

s 9(2)
(i)

s 9(2)
(i)

s 9(2)
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Thanks!!
 
Nga manaakitanga,
 
Millie 
 
Millie Burton
Pukenga Hotaka Tumatanui |Public Programmes Specialist
Museum of New Zealand Te Papa Tongarewa
PO Box 467 | 55 Cable Street | Wellington, New Zealand
ph: 
My pronouns are she/her/ia

 

s 9(2)(a)



From: Millie Burton
To: Michealle Gelderblom
Subject: RE:  Conference 2024 Event ID 
Date: Tuesday, 18 July 2023 4:29:37 pm

Ka pai thank you for the confirmation!!
 
Millie 
 
Millie Burton
Pukenga Hotaka Tumatanui |Public Programmes Specialist
Museum of New Zealand Te Papa Tongarewa
PO Box 467 | 55 Cable Street | Wellington, New Zealand
ph: 
My pronouns are she/her/ia

 

From: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz> 
Sent: Tuesday, July 18, 2023 4:19 PM
To: Millie Burton <Millie.Burton@tepapa.govt.nz>
Cc: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: RE:  Conference 2024 Event ID 
 
Good afternoon, Millie,
 
I just wanted to inform you that the client has decided to have their event at Takina 
 
Have a Great evening.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 

 

From: Millie Burton <Millie.Burton@tepapa.govt.nz> 
Sent: Monday, June 26, 2023 4:23 PM
To: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>
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Subject: RE:  Conference 2024 Event ID 
 
Kia ora,
 
Awesome! Yes absolutely, will touch base in a few weeks.
 
Millie 
 
Millie Burton
Pukenga Hotaka Tumatanui |Public Programmes Specialist
Museum of New Zealand Te Papa Tongarewa
PO Box 467 | 55 Cable Street | Wellington, New Zealand
ph: 
My pronouns are she/her/ia

 

From: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz> 
Sent: Monday, June 26, 2023 4:20 PM
To: Millie Burton <Millie.Burton@tepapa.govt.nz>
Subject: RE:  Conference 2024 Event ID 
 
Kia ora Millie
 
Thanks for your email.
 

 is looking at either welcoming this event at Te Papa or Takina.
 
We will have a response from the client by next week – can we come back to you after Matariki?
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Millie Burton <Millie.Burton@tepapa.govt.nz> 
Sent: Wednesday, June 21, 2023 1:48 PM
To: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>
Subject:  Conference 2024 Event ID 
 
Kia ora Martina,
 
Hope you are well and have been having a lovely day! Just wanted to enquire with you regarding the
event you have booked in EVMS, event ID  What is the plausibility that you will be using
Soundings Theatre and Wellington Foyer for this event on Fri 8 March? We are planning an event
aligned with the Dinosaurs of Patagonia exhibition for International Women’s Day and are hoping to
screen some documentaries and have discussions in Soundings and activities in Wellington Foyer.
 
Thanks!!
 
Nga manaakitanga,
 
Millie 
 
Millie Burton
Pukenga Hotaka Tumatanui |Public Programmes Specialist
Museum of New Zealand Te Papa Tongarewa
PO Box 467 | 55 Cable Street | Wellington, New Zealand
ph: 
My pronouns are she/her/ia
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From:
To: Michealle Gelderblom
Subject: Re: Venue Takina
Date: Thursday, 20 July 2023 10:06:38 am

Kia Ora 

Yes please to adding in a green room. 

I will finalise seating style once I’ve discussed with the committee. Hoping to get a
meeting in next week. 

 

On Wed, 19 Jul 2023 at 8:15 AM, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Good morning, 

 

Thank you for confirming  I have released the Te Papa spaces.

 

On the site visit you mentioned the green rooms, would you like me to add them to your
quotation? And could you confirm the seating style you will be having in the plenary.

 

Have a great day

 

 

 

Nga mihi,

 

Michealle Gelderblom

Account Manager

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: michealle.gelderblom@takinaevents.co.nz

Mobile: +64 s 9(2)(a)

s 9(2)(a)

s 
9(2)

s 
9(2)



 

-- 
 

Business Manager
_______________________________________________________________________________________

 – your business support specialists

E   M  

W www   LinkedIn
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: revised Quotation V2
Date: Wednesday, 26 July 2023 1:16:47 pm
Attachments:   Conference 2024 4-5 April 2024.pdf

Hi  I have made the changes for the Continental breakfast and the arrival tea & coffee,
please see attached.  Let me know if there is anything else I can help you with.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 

 

s 9(2)(a)

s 9(2)(a)

s 
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s s 



From: Michealle Gelderblom
To:
Cc:  Michealle Gelderblom
Subject: Contract
Date: Wednesday, 9 August 2023 12:11:14 pm
Attachments:   Conference 2024 Contract 04-04-24 to 05-04-24.pdf

Good afternoon, 

Thank you for confirming  Conference 2024 with Takina Events. We look
forward to welcoming you into our spaces.
 
Please find attached the contract for your review.

Could you return a signed copy of the contract (included terms & conditions) by 18/08/23.

If you anticipate needing an extension on this, please let me know. After this
deadline, we reserve the right to release the spaces to another client if we haven't heard
back from you.

Once we receive the signed contract and the countersigned copy is sent, the agreement
becomes binding.

Please let me know the contact person in your office who we should forward any invoices
to.  If your company uses Purchase Orders, kindly let me know the Purchase Order number
for this event, and we will plan to include that on our invoice.

If your Public Liability Insurance doesn't meet our required amount of , you can
also use Takina Events Public Insurance for  per day.

Thank you again for choosing our spaces, we look forward to working with your team.

 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 s 9(2)(a)

s 9(2)(a)
s 9(2)(a)

s 9(2)
(a)
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From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: Counter Signed Contract
Date: Friday, 11 August 2023 3:26:12 pm
Attachments:   Conference 2024 Counter Signed Contract 04-04-24 to 05-04-24.pdf

Hi 
 
Thank you for the signed contract, attached is the counter signed contract.  Once a co-ordinator
is assigned, I will do the introduction.
 
Have a Great Weekend.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 

From:  <  
Sent: Friday, August 11, 2023 2:32 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
Subject: Re: Contract
 
Thanks for clarifying Michealle.
I've signed this on behalf of  and  (He was in the classroom teaching
today).
 
Attached. 
 
Have a lovely weekend.

 
 
On Fri, 11 Aug 2023 at 13:06, Michealle Gelderblom
<Michealle.Gelderblom@takinaevents.co.nz> wrote:

Hi 
 
The public Liability is in the contract on page 6 under General, you just need to select yea or
no 
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
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From: Michealle Gelderblom
To:
Cc: Victoria Drinnan
Subject: Introduction Email
Date: Tuesday, 26 September 2023 4:28:00 pm
Attachments:   Conference 2024 Counter Signed Contract 04-04-24 to 05-04-24.pdf

Good afternoon, 
 
Hope my email finds you well.
 
I am pleased now to introduce you to Victoria, our coordinator that will look after your event 
She is great and you will love working with her.
 
I have reattached our contract and have passed all info to her.
 
Victoria Drinnan contact details are:
E: victoria.drinnan@takinaevents.co.nz
M: +64 21 
 
Victoria will be in touch with you over the next weeks or so to start working on your event.
 
Thanks again  for choosing to work with Takina Events, we look forward to welcome you into
our spaces.
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Ma a e za
Sen o  Account Manage

a ina E ents
O Box 467 55 Cab e St eet  Wel ing on 60

Emai  
Mob le  +6
 

a k to us about hos ing you  next event at ak na o  e apa
nd out mo e at 

 

 

om
Sent      59 AM
To  Ma t na Cenza o <Ma tina Cenzato@ akinaevents co nz>
Sub ect  Re quota ions - Te apa and Tak na CEC
 
Hi Ma t na 
Thanks o  his! I wi l un these pa t he commi tee and get back to you
 
I had anothe  thought  i  we can t it 30 t ade boo hs n spaces 2 5  2 2 and 2 3  cou d he below ayout wo k? and h ve t ade + cate ng n 2 1  2 2 and 2 3?  C n plena y 2 4 be set up with theat e sea ing o  300? 
 

ness M nage

__ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ _ __

– you  bus ne s suppo t pec a s s

 M 

W ww L nked n

 

 
 
On i  16 Jun 2023 at 08 33  Ma t na Cenzato < > w ote

K a o
 
t was ovely to talk to you ove  the phone on Tuesday

 
Apo ogies th s ool a i tle longe  than expected – I had a t me to check w th ou  ope at onal team i  we could set up evel 2 at Takina as pe  at ached loo p an and they on i med hat this s pos ib e  Howeve  p ease note that the co ne  o  the wa l de mi ing the b eak ast wi l s ick out ma k n ed)  We might need o h nk w t on how to set up the t ade in a way that can maybe ag a ound his
 

 
I a sume that in the cate ng and t ade a ea indi ated n he at ached loo p an we hou d be able to we come 30 booths  1 8m x 3m  but we wi l need to have a oo pl n done b
 
On this ema l I have also atta hed quotat on o welcome th s event n Te apa and Takina
I am happy to o e  50% o  on venue hi e t ade ate o  the pack n day  on bo h Te apa and Tak na paces
 

o  Tak na you can wel ome he eg st at on desk in the Tawhi imatea oye
 
et me know i  atta hed quotat ons a e good and unde st ndab e  happy o chat u the  shou d ou have ny quest ons  Al o happy o do a s te vis t o  both venues 

 
Thanks and look ng o wa d to hea ing om you
 

a m
a a e za

Sen o  Account Manage
ak na Even s
O Box 467 55 Cab e St eet  Wel ing on 60

Email  ma t na enzato@ ak naevents co nz
Mob le  +6
 

a k to us about hos ing you  next event at ak na o  e apa
nd out mo e at tak na co nz
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om  Ma t na Cenz to 
Sent  Wednesday  May 31  2023 4 56 M
To  
Sub  RE Con e en e 2024
 
Thank
I have t  y hat ome weeks a e gett ng bus e  that othe s – a t yea  ou we comed you  event on WED- RU  wou d you on ide  MON WED?
 
A so  a e ou look ng o have st ll a ound 25-30 exhib to s o  mo e? All on tables o  on booths?
 
I am ab e then to give you some dates 
 

a m
Ma a e za
Sen o  Account Manage

ak na Even s
O Box 467 55 Cable St eet  We ing on 60

Ema l  ma t na cenza o@ akinaeven s o nz
Mobi e  +6
 

a k o us about host ng you  next event at akina o  e apa
nd out mo e at tak na co nz

 

 

om   
Sent  dnesday   31  2023 1 32 M
To  Ma tina Cenzato < >
Subje t  Re  Con e en e 2024
 
We do gene a ly have it n Ma ch - what s the u ent avai abi ty?

ne s Mana e

__ _ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ _

– you  b s ness uppo t sp c a s s

   

W ww  L n ed n

 

 
 
On Wed  31 May 2023 at 11 26  Ma t na Cenzato < > w ote

I am ea ly plea ed you had a ood expe ence wi h ou  team and venues 
Do you have al eady a pe od n mind o  s st ll a l in deci ion?
 
et s keep n ouch  I w ll be happy to ass st w th avai abi i y

 
Have a good ong weekend ahead
 

a m
Ma a e za
Senio  Account Manage

ak na Even s
O Box 467 55 Cable St eet  We l ng on 60

Ema l  ma na cenza o@ta inaeven s co nz
Mobi e  +6
 

a k o us about host ng ou  next event at akina o  e apa
nd out mo e a  
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Rooms?
This venue can accommodate around 100 people in banquet style, The Rangimarie Rooms can welcome up to
140 people in banquet style – how many people are expecting for this event?
 
In terms of costings, this is what we can offer at Te Papa:
Oceania at  per day (happy to offer a 50% off on the pack in day – WED) – no AV included in this
rate
Soundings Theatre at  day; standard AV included > please note that 2x AV technicians are
required to operate equipment, these are costed at  per hour, per operator, min 4 hour call.
Wellington Foyer (on THU AM only) – complimentary if usage is for registration and arrival tea and coffee
service only – to be vacated by 9am.
Icon Room at  or The Rangimarie Rooms at  standard AV is included on these rates.

 
Takina:
At Takina we don’t a theatre-type venue such as Soundings, however we can set up venues there in a theatre
style.

I currently have availability 3rd to 5th APR 2024 on level 2, Tawhirimatea venue.
This room can be divided up and we could use part of the rom to welcome  plenary and part of the
 venue to welcome trade and catering OR we could use the Gallery area to accommodate the trade and
catering (please note that the Gallery envision to welcome a max of 20 booths 1.8x3m with catering for 500
people). If we are using the gallery area for trade and catering, we could set up the other part of
Tawhirimatea for breakfast purposes.
 
Tawhirimatea has a venue hire of  per day; basic AV is included on each plenary  - please note
that stage and wash lights are an additional cost.
On the pack in day, WED, we can offer a 50% off this rate.
 
There is a smaller room located on this floor, Whatitai, which can accommodate around 70 people in banquet
style. I haven’t quote for this one, but let me know if you think you could use this space.
 
I have attached a couple of floorplans for you to check.
 
Let me know what you think about this and I will be pleased to send a formal proposal.
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Ta k to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From: Martina Cenzato 
Sent: Wednesday, May 31, 2023 4:56 PM
To:  <
Subject: RE:   Conference 2024
 
Thanks 
I have to say that some weeks are getting busier that others – Last year you welcomed your event on WED-
FRU, would you consider MON-WED?
 
Also, are you looking to have still around 25-30 exhibitors or more? All on tables or on booths?
 
I am able then to give you some dates 
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

s 9(2)(a)

s 9(2)(a)
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From:  <  
Sent: Wednesday, May 31, 2023 1:32 PM
To: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>
Subject: Re:   Conference 2024
 
We do generally have it in March - what is the current availability?

Business Manager

_______________________________________________________________________________________

 – your business support specialists

E   M 

W www   LinkedIn

 

 

 
 
On Wed, 31 May 2023 at 11:26, Martina Cenzato <Martina.Cenzato@takinaevents.co.nz> wrote:

I am really pleased you had a good experience with our team and venues 
Do you have already a period in mind or is still all in decision?
 
Let’s keep in touch, I will be happy to assist with availability.
 
Have a good long weekend ahead.
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Ta k to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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om  Ma t na Cenz to 
Sent  Wednesday  May 31  2023 4 56 M
To  
Sub  RE Con e en e 2024
 
Thank
I have t  y hat ome weeks a e gett ng bus e  that othe s – a t yea  ou we comed you  event on WED- RU  wou d you on ide  MON WED?
 
A so  a e ou look ng o have st ll a ound 25-30 exhib to s o  mo e? All on tables o  on booths?
 
I am ab e then to give you some dates 
 

a m
Ma a e za
Sen o  Account Manage

ak na Even s
O Box 467 55 Cable St eet  We ing on 60

Ema l  ma t na cenza o@ akinaeven s o nz
Mobi e  +6
 

a k o us about host ng you  next event at akina o  e apa
nd out mo e at tak na co nz

 

 

om   
Sent  dnesday   31  2023 1 32 M
To  Ma tina Cenzato < >
Subje t  Re  Con e en e 2024
 
We do gene a ly have it n Ma ch - what s the u ent avai abi ty?

ne s Mana e

__ _ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ _

– you  b s ness uppo t sp c a s s

   

W ww  L n ed n

 

 
 
On Wed  31 May 2023 at 11 26  Ma t na Cenzato < > w ote

I am ea ly plea ed you had a ood expe ence wi h ou  team and venues 
Do you have al eady a pe od n mind o  s st ll a l in deci ion?
 
et s keep n ouch  I w ll be happy to ass st w th avai abi i y

 
Have a good ong weekend ahead
 

a m
Ma a e za
Senio  Account Manage

ak na Even s
O Box 467 55 Cable St eet  We l ng on 60

Ema l  ma na cenza o@ta inaeven s co nz
Mobi e  +6
 

a k o us about host ng ou  next event at akina o  e apa
nd out mo e at ak na co nz
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The plenary doesn’t need to be split up during the day.
 
thanks
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Reynold Henkel
To: Martina Cenzato
Subject: RE: While you are checking Level 2 moving of the walls - another floorplan to be checked, thanks
Date: Thursday, 15 June 2023 5:00:00 pm
Attachments: image002.png

image003.png
image004.png
image005.png
image006.png
image007.png
image008.png

Both okay to  do.
 

From: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz> 
Sent: Thursday, June 15, 2023 2:48 PM
To: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz>;  Seru
< Seru@tepapa.govt.nz>
Subject: RE: While you are checking Level 2 moving of the walls - another floorplan to be checked,
thanks
 
Thanks Reynold!
This is great!

I assume the other floorplan is not possible, correct?
 
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz> 
Sent: Thursday, June 15, 2023 2:13 PM
To: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz>;  Seru
< Seru@tepapa.govt.nz>
Subject: Fwd: While you are checking Level 2 moving of the walls - another floorplan to be checked,
thanks
 
Martina al good 
 
Get Outlook for Android

From:  <
Sent: Thursday, June 15, 2023 1:21:15 PM
To: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz>; 
<
Subject: RE: While you are checking Level 2 moving of the walls - another floorplan to be checked,
thanks
 
Hi Reynold,
 
Those layouts are possible but I think you may end up with sections of the wall protruding into the areas as shown
below in red.
 

 

P  
E  

www ltmcguinness co nz
Wellington  9 Francis Place, 6011, PO Box 9639 Marion Square, 6141
Phone: (04) 384 8455 
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From: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz> 
Sent: Thursday, 15 June 2023 1:08 pm
To:  <   <
Subject: FW: While you are checking Level 2 moving of the walls - another floorplan to be checked,
thanks
 
Good Day Gents
 
Are these configurations of the walls possible.
 
Thanks
Reynold
 

From: Martina Cenzato <Martina.Cenzato@takinaevents.co.nz> 
Sent: Thursday, June 15, 2023 12:54 PM
To: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz>
Subject: RE: While you are checking Level 2 moving of the walls - another floorplan to be checked,
thanks
 
HI Reynold
Attached are the two floorplans that I am asking to check 
 
The one called  is the one Andrew passed to you
 
thanks
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

s 9(2)(a)
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From: Martina Cenzato 
Sent: Wednesday, June 14, 2023 9:42 AM
To: Reynold Henkel <Reynold.Henkel@takinaevents.co.nz>
Subject: While you are checking Level 2 moving of the walls - another floorplan to be checked, thanks
 
Hi Reynold
 
While you are checking the wall movements from the floorplan we gave you yesterday, could I check
with you as well if the attached set up is possible?
Or mirroring this set up.
 
The plenary doesn’t need to be split up during the day.
 
thanks
 
Nga mihi
Martina Cenzato
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: martina.cenzato@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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I am ab e then o g ve you some dates 

 

a m

a a e za

Sen o  Account Manage

ak na Even s

O Box 467 55 Cab e St eet  Wel ngton 60

Email  ma t na cenzato@ ak naevents co nz

Mob le  +6  

 

a k to us about hos ing you  next event at ak na o  e apa

nd out mo e at 

 

 

From
Sent  W nesday  M  31  2023 1 32 PM
To  Ma t na Cenzato <Ma t na Cenzato@ ak naevents co nz>
Sub ect  Re  Confe ence 2024

 

We do gene a y have t n Ma ch - what s he cu ent ava ab ty?

Bus ne s Man ge

_ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __

– you  bus ne s sup o t pec a ts

 M 

W ww L nked n

 

 

 

On Wed  31 May 2023 at 11 26  Ma t na Cenza o <Ma t na Cenzato@tak naevents o nz> w ote

I am ea y p eased you had a good expe ence w th ou  team and venues 

Do you have a eady a pe od n m nd o  s st  a  n dec s on?

 

Let s keep n ouch  I w  be happy o ass st w th ava ab y

 

Have a good ong weekend ahead

 

a m

a a e za

Sen o  Account Manage

ak na Even s

O Box 467 55 Cab e St eet  Wel ing on 60

Email  ma t na enzato@ ak naevents co nz

Mob le  +6  

 

a k to us about hos ing you  next event at ak na o  e apa

nd out mo e at tak na co nz

 

 

From
Sent  W nesday  M  31  2023 11 11 AM
To  Ma t na Cenza o <Ma t na Cenzato@ ak naevents co nz>
Sub ect  Re  Confe ence 2024

 

K a o a Ma t na 

 

I am just so t ng a meet ng w th the comm tee to ee f we can ock a da e n and I w  et you know ASAP  We ea y enjoy hav ng ou  con e ences w h you! 
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om  Ma ina Cen ato 
Sent  Wedne day  May 31  2023 4 56 M
To  
Sub  RE Con e ence 2024
 
Thank
I have t  y hat some weeks a e gett ng bus e  that othe s – ast yea  you welcomed you  event on WED- RU  wou d ou cons de  MON-WED?
 
A so  a e you oo ing to have st l  a ound 25-30 exhib to s o  mo e? Al  on tab es o  on boo hs?
 
I am ab e then to give you some da es 
 

a m
Ma a e za
Sen o  Ac ount Manage

ak na Even s
O Box 467 55 Cable St eet  We ing on 60

Email  
Mobi e  +6
 

a k o us about hos ing you  next event at ak na o  e apa
nd out mo e at 

 

 

om
Sent     3 1 32 M
To  Ma tina Cenzato <Ma ina Cen ato@tak naevents co n >
Subje t  Re  Con e ence 2024
 
We do gene l y have it n Ma ch - what is the cu ent ava lab l ty?

 Mana e

_ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ __ _ _

– you  us ness uppo t s ec a s s

  

W ww  L ked n

 

 
 
On Wed  31 May 2023 at 11 26  Ma t na Cenza o <Ma tina Cenzato@ akinaeven s co nz> w ote

I am ea ly p eased you had a good expe ence wi h ou  team and venues 
Do you have al eady a pe iod n mind o  is st ll ll n dec sion?
 
et s keep n ou h  I w ll be happy to ass st with ava lab l ty

 
Have a good ong weekend ahead
 

a m
Ma a e za
Sen o  Account Manage

ak na Even s
O Box 467 55 Cable St eet  We ing on 60

Ema l  ma t na cenza o@ akinaeven s co nz
Mobi e  +6
 

a k o us about hos ing you  next event at ak na o  e apa
nd out mo e at tak na co nz
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om  Ma ina Cen ato 
Sent  Wedne day  May 31  2023 4 56 M
To  
Sub  RE Con e ence 2024
 
Thank
I have t  y hat some weeks a e gett ng bus e  that othe s – ast yea  you welcomed you  event on WED- RU  wou d ou cons de  MON-WED?
 
A so  a e you oo ing to have st l  a ound 25-30 exhib to s o  mo e? Al  on tab es o  on boo hs?
 
I am ab e then to give you some da es 
 

a m
Ma a e za
Sen o  Ac ount Manage

ak na Even s
O Box 467 55 Cable St eet  We ing on 60

Email  
Mobi e  +6
 

a k o us about hos ing you  next event at ak na o  e apa
nd out mo e at 
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Sent     3 1 32 M
To  Ma tina Cenzato <Ma ina Cen ato@tak naevents co n >
Subje t  Re  Con e ence 2024
 
We do gene l y have it n Ma ch - what is the cu ent ava lab l ty?

 Mana e

_ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ __ _ _ _ __ _ _

– you  us ness uppo t s ec a s s

  

W ww  L ked n

 

 
 
On Wed  31 May 2023 at 11 26  Ma t na Cenza o <Ma tina Cenzato@ akinaeven s co nz> w ote

I am ea ly p eased you had a good expe ence wi h ou  team and venues 
Do you have al eady a pe iod n mind o  is st ll ll n dec sion?
 
et s keep n ou h  I w ll be happy to ass st with ava lab l ty

 
Have a good ong weekend ahead
 

a m
Ma a e za
Sen o  Account Manage

ak na Even s
O Box 467 55 Cable St eet  We ing on 60

Ema l  ma t na cenza o@ akinaeven s co nz
Mobi e  +6
 

a k o us about hos ing you  next event at ak na o  e apa
nd out mo e at tak na co nz
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PO Box 467 ¦50 Cable Street, Wellington 6011

Email: michealle.gelderblom@takinaevents.co.nz

Mobile: +64 

 

 

 

 

 

s 9(2)(a)



From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject: RE:  Site Visit MG
Date: Thursday, 6 July 2023 8:02:40 am

Good morning, 
 

Thank you for the information.  See you on the 17th of July 
 
Have a Great Day
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
 

 
PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From:  <  
Sent: Wednesday, July 5, 2023 3:16 PM
To: Michealle Gelderblom <Michealle.Gelderblom@takinaevents.co.nz>
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PO Box 467 ¦50 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
 
 
 
 
 

s 9(2)(a)



From: Michealle Gelderblom
To:
Cc: Michealle Gelderblom
Subject:  - Site visit
Date: Monday, 17 July 2023 2:41:10 pm

Hi 
 
I just wanted to take the time to thank you for taking the time to have a look at the space  and If
you have any questions please don’t hesitate to contact me.
 
I look forward to hearing from you soon.
 
 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: michealle.gelderblom@takinaevents.co.nz
Mobile: +64 
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PO Box 467 ¦55 Cable Street, Wellington 6011

Email: michealle.gelderblom@takinaevents.co.nz

Mobile: +64 

 

s 9(2)(a)











 
Nga mihi,
 
Michealle Gelderblom
Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email  michealle.gelderblom@takinaevents.co.nz
Mobile  +64
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, March 27, 2023 9:53 AM
To:   <
Subject: RE:   Contract
 
Kia ora 
 
Thanks and I hope you had a good break.
 
I know that we have had to review the floor plans, due to final fire regulations and some
areas that we can no longer build in front of,  have been through the building for a final
walk through about two weeks ago.
 
The main areas are in front of the fire regress fans which will be strong enough to blow a
booth over if they activate.
 
Who is your contact at  so I can see what conversations they have had with our ops
team as  I haven’t been included in any and there would be a work around this im sure!
 
Thanks
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
 

From:   <  
Sent: Monday, 27 March 2023 9:18 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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s 
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Subject: RE:   Contract
 
Kia ora Aaron,
 
I have been on leave, I will get to this today once I have caught up on my inbox.
 
I am unsure if you are aware but the expo floorplan that was signed off late last year and
designed by   we then went live with this floorplan being confirmed and since then   were
contacted last week saying a few of the stands now need to be removed but we haven’t been
advised directly? If you could please advise.
 
Nga Mihi ǀ Kind Regards
 

 

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, March 23, 2023 1:12 PM
To:   <
Cc:   <
Subject:   Contract
 
Kia ora 
 
I hope you weeks going well.
 
Just wanted to follow up on he contract return for  please as this is now due and I
am ready to handover to one of our coordinators.
 
Thanks in advance,
 
Aaron
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To:
Subject: RE: Lunch - Te Papa
Date: Thursday, 9 March 2023 4:14:00 pm
Attachments: image003.png

image005.png
image006.png

Kia ora 
 
We can accommodate the lunch in either venue, the best fit for Te Papa would be the Thursday in our
Icon room. Please advise if you would like this space held for now?
 
We would serve the day conference menu and the venue hire would be  and a minimum of
80 people.
 
Please let me know if you would like me to tentatively hold the space for you.
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
 

From:   <  
Sent: Thursday, 9 March 2023 12:19 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Lunch - Te Papa
 
Hi Aaron,
 

 Zealand and one of their sponsors are wanting to hold a lunch potentially in the
room IC but also wanted to view the options available at Te Papa too?
 
I would be on either the Wednesday or Thursday lunch, around 100 pax, can be a standing
lunch?
 
If you could please advise.
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford
To:
Cc:
Subject: FW:  Event Contract
Date: Thursday, 9 March 2023 4:01:00 pm
Attachments: image007.png

image008.png
 Zealand- Contract- October 2023- 46965.pdf

 
Kia ora   
 
Thank you for confirming  conference  with Takina events, we look forward to welcoming
your clients and  delegates  into our spaces.
 
Please find attached the contract for your this event.
 
If you can please take the time to review the attached document, sign and return it to me that will be
appreciated. Once received I will coiuntersign this and provide a copy for your records.
 
Please note that final AV costs and requirements for the event, will amend the totals as
indicated.
 
Once the contract is returned I will hand over your event to one of our coordinators and introduce you
to one of our AV team who will be assigned to your event, they will pick up the conversation around
AV requirements with you.
 
Your coordinator will finalise all of the finer details of the event and will be you main point of contact
moving forward.
 
If you have any questions, please do let me know.
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
 
Thank you again for selecting Takina events!
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 8 March 2023 3:03 pm
To:  <
Subject: RE:  Event Revision
 
Great thanks! Will have this out to you tomorrow.
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
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Mobile: +64 
 

 
 

From:  <  
Sent: Wednesday, 8 March 2023 3:01 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
 
Ok!
 
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, March 8, 2023 2:59 PM
To:  <
Subject: RE:  Event Revision
 
Hi,
 
Thanks for the below, based on the full venue being used can we meet at 500?
 
Thanks
 
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:  <  
Sent: Tuesday, 7 March 2023 2:07 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
 
Can we start at 400 and likely to increase?
 
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, March 7, 2023 1:55 PM
To:  <
Subject: RE:  Event Revision
 
No problem, have added this to the allocation for you. If you can confirm minimum numbers for
catering I can then draft the contract- Thanks
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:  <  
Sent: Tuesday, 7 March 2023 11:27 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
 
Think we will put ourselves there and put WNZ in the room we had ourselves 
 
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, 7 March 2023 10:39 a.m.
To:  <
Subject: RE:  Event Revision
 
No problem, the organisers offices are adjacent to the plenary halls on the floor with easy access to
the event space.
 
The crew rooms are designed for tech crews or VIPs etc- but you could use this as your organisers
office, however it is on the mezzanine floor and access is vis back of house stairs.
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:  <  
Sent: Tuesday, 7 March 2023 10:30 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
 
Thanks Aaron, may sound like a dumb question but are the crew rooms different to the
organisers offices?
 
 
Nga Mihi ǀ Kind Regards
 

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, 7 March 2023 10:27 a.m.
To:  <
Subject: RE:  Event Revision
 
Hi 
 
Thanks for the below, we can move the speaker prep to one of the green rooms.
 
There are 4 green rooms and one crew room- with kitchenette and additional small room
attached to it. The green rooms are not large and are designed for one or two
speakers/performers.
They sit on the Mezzanine floor between the plenary rooms and are access is via back of
house.
 
Level 1 Organisers Office is 18m2
Level 2 Organisers Office is 25m2
Green Rooms range in size from 15m2 to 18m2
Crew Room is 35m2 – adjacent room 25m2
 
Crew Room 1 - Wellington Convention Centre Configurator (takina.co.nz)
 
There are no additional spaces for use on the ground floor- this is a dedicated public space
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and has no meeting rooms.
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 

From:  <  
Sent: Tuesday, 7 March 2023 9:53 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
 
Hi Aaron,
 
Few queries, in your initial spreadsheet you have the  room in Organisers office
L2 which has been changed to the speaker prep room are there any other rooms we
could put them in?
 
I know we have spare Meeting Room 1C and then 3x green rooms is that it? Just
wondering where the green rooms are placed in the venue? How big are the green
rooms as well? Is there any rooms on the ground floor too?
 
There is always additional meetings that come up and just wanting to see what I can
utilise.
 
 
Nga Mihi ǀ Kind Regards
 

 

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, 6 March 2023 1:00 p.m.
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To:  <
Subject: FW:  Event Revision
 
Kia ora 
 
 
I hope you are well.
 
Just following up on the below email. Are you able to please come back to me on this so the contract
can be issued and signed off this week.
 
Just an update on floor plans and rigging points, we have contracted a local company to map this all
out for us and the first stage will include layers for rigging, AV tech layers, power and fire regress. The
time line for completion for this stage should be the end of the month.
 
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 

From: Aaron Telford 
Sent: Monday, 13 February 2023 1:29 pm
To:  <
Subject: RE:  Event Revision
 
Hi 
 
No problems, sounds good.
 
For the pre-conference- we can serve the catering at the back of the room - and that leaves the
gallery space for the exhibitor bump in so delegates are not crossing in that space. There is a set of
doors down the side of the room, that have access to the hallway/bathroom as well.
 
I moved the rooms above to the organisers offices for you as well.
 
If you can review that all rooms are correct and we have covered all breakouts required. I have also
added a catering tab , with the additional pre conference catering and also the catering for the 19th as
well, if you can please check this is correct as well.
 
Can you also let me know the minimum numbers for the contract as well please. 
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Thanks
 
Aaron
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 

From:  <  
Sent: Monday, 13 February 2023 12:03 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
 
Hi Aaron,
 
Thanks for sending this through,  will likely ask to pack in on the Sunday, it would
just be the exhibitors who are packing in their stands on the Monday? Are we able to
move our room and the speaker prep rooms to the two organisers offices on level one
and level two please?
 
 
Nga Mihi ǀ Kind Regards
 

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, 13 February 2023 10:39 a.m.
To:  <
Subject: RE:  Event Revision
 
Kia ora 
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I hope you had a good weekend.
 
Please see attached an updated spreadsheet of room allocated, usage and additional
information, along with answers to the below as well.
 

The Preconference workshop is just requiring one space and not three breakout
spaces (the attached have them in Meeting room 1A, 1B and 1C) – this able to be
moved to Plenary Hall One (all three rooms) or the plenary area on the level 2? If
the expo build can be done in the Gallery on L2 on the 15th, then we can use
Plenary Hall 2 for the Pre-conference- we would put catering in the same room.
This will allow the larger build on Level one to be completed on the 16th?
It looks like the pack out is taking place on Thursday, 19 October which is correct
but until lunch time it will be the Conference plenary taking place and the expo
still going- Yes that is what I have currently
Technical committee room (currently in L2) will need to be in a bigger space are
they able to be moved to Meeting Room1B- Noted and moved in attached
spreadsheet
Are you able to advise where is the speaker prep room (green room 4) located?
These are back of house on the mezzanine floor with access to both Plenary
spaces
Same with the event team room? This is  back of house on the mezzanine floor
with access to both Plenary spaces

 
Can you please revise the attached room allocations and confirm that everything is correct.
Then I can update this in our system, can you also please revise the minimum numbers for
contracting as I would like to get the final contract drawn this week and start to handover to
our coordination team.
 
Thanks
 
Aaron
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 

From:  <  
Sent: Friday, 10 February 2023 3:41 pm
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To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: FW:  Event Revision
 
Hi Aaron,
 
Happy Friday, following our site visit in January I just wanted to make a couple of
tweaks.
 

The Preconference workshop is just requiring one space and not three breakout
spaces (the attached have them in Meeting room 1A, 1B and 1C) – this able to be
moved to Plenary Hall One (all three rooms) or the plenary area on the level 2?
It looks like the pack out is taking place on Thursday, 19 October which is correct
but until lunch time it will be the Conference plenary taking place and the expo
still going
Technical committee room (currently in L2) will need to be in a bigger space are
they able to be moved to Meeting Room1B
Are you able to advise where is the speaker prep room (green room 4) located?
Same with the event team room?

 
If we can still have the other additional spaces as there is always meetings which take
place at the Conference.
 
Nga Mihi ǀ Kind Regards
 

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, 25 November 2022 2:04 p.m.
To:  <
Subject:  Event Revision
 
Kia ora 
 
Hope your Friday is going well, thanks for your patience on this information.
 
I have reviewed the original document from BEW and also the event spaces allocated in our
system and have made some adjustments with additional rooms ( incl back of house) that I think
will allow the best fit.
 
If you can revise the attached document, it has two tabs:

One that has rooms currently booked, days in and out and usage
Then room allocation that I think will be the best fit, and additional spaces available,
including TNT hold of spaces at Te Papa as indicated below.
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NOTE indicated capacities for the smaller breakouts are less than the website capacities to
allow for staging etc if it is required.

 
We are very tight for space here at Te Papa over your event dates and I do have our Icon room

available ( on the 17th), and Rangimarie rooms ( on the 18th)so have tentatively held this based
on you reviewing the attached and deciding if you need this space or not. I cant get the same
space for consecutive days unfortunately.
 
Floor Plan:
 
As mentioned the floor plan is very tight, and our operational team do have a concern around
catering stations and we do need to increase these and have a more even spread for the
delegates comfort and speed of service especially at lunch.
 
I have highlighted areas where we think additional stations will be best placed, and this would
result in a review of booth numbers.
 
Ideally we will need 10 catering stations, with 7 located on Level 1 – as this is the bigger trade
area.
 
Potential booths that have been drawn on the plan that we think will be best allocated to
catering are:
 

32 & 34
114, 115, 116 – this will give us a double sided buffet and also keep the exhibitors happier
as there is no catering around those booths currently
Extending the station behind booths 6,7,8,9
Adjacent to booths 126 & 127

 
Dane has recently been through the space, so may have a better picture of this now.
 
Hopefully this isn’t to confusing! Let me know any questions/ queries you may have
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 23 November 2022 10:54 a.m.
To:   <
Subject: Running behind
 
Hi 
 
I am running late for our 11am, my current meeting is going to run over time. I should be free by
11.30.
 
Apologies and will call you as soon as I am free.
 
Thanks
 
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 
 
 

From:   <  
Sent: Wednesday, 23 November 2022 1:39 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Running behind
 
Kia ora Aaron,
 
Thank you for your time.
 
If you could come back to me with a quick reference sheet with all the spaces you might
have available, the below is what we required. We might need to book the additional
breakout spaces at Te Pae?
 

We need plenary (for mornings)
Then 6 breakout spaces (as large as they can be
1x  Zealand Room
1x Technical Committee Room
1x event team room
1x Speaker prep
Additional meeting rooms for the three days

 
 
Nga Mihi ǀ Kind Regards
 

 

p:   m: 
a:
e:   w: www.
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 23 November 2022 10:54 a.m.
To:   <
Subject: Running behind
 
Hi 
 
I am running late for our 11am, my current meeting is going to run over time. I should be free by
11.30.
 
Apologies and will call you as soon as I am free.
 
Thanks
 
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Potential booths that have been drawn on the plan that we think will be best allocated to
catering are:
 

32 & 34
114, 115, 116 – this will give us a double sided buffet and also keep the exhibitors happier
as there is no catering around those booths currently
Extending the station behind booths 6,7,8,9
Adjacent to booths 126 & 127

 
Dane has recently been through the space, so may have a better picture of this now.
 
Hopefully this isn’t to confusing! Let me know any questions/ queries you may have
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 
 
 

From:  <  
Sent: Wednesday, 23 November 2022 1:39 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Running behind
 
Kia ora Aaron,
 
Thank you for your time.
 
If you could come back to me with a quick reference sheet with all the spaces you might
have available, the below is what we required. We might need to book the additional
breakout spaces at Te Pae?
 

We need plenary (for mornings)
Then 6 breakout spaces (as large as they can be
1x  Zealand Room
1x Technical Committee Room
1x event team room
1x Speaker prep
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, 14 February 2023 12:04 pm
To: 
Cc:  <
Subject: RE: Hanging restrictions
Hi 
Will definitely come back to you when we have an answer, hopefully post meeting Wednesday.
In terms of the coffee cart, we are still not sure where we can access the 3phase power from- we are
waiting to take over the building next month and finally map these things out as it could be in the floor,
wall or roof.
The placement on your follow up email would not be the best place for the cart, it is inside the plenary
room, and next to a catering station that we have already removed a booth from so it leaves space for
food service.
I am sure there will be options across the floor for it to be placed in a prominent area, would level two
be an option as this is where the plenary is- maybe somewhere near your stand that wont create an
bottle neck for catering and delegate movement?
Our project team do have a meeting with council tomorrow about power, floor pits etc- so I have
asked then to try and get some clarification on the 3phase as well.
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  
Sent: Monday, 13 February 2023 3:26 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:  <
Subject: RE: Hanging restrictions
Hi Aaron,
Thanks for coming back to me.
Okay, can we touch base on Thursday after you have had that catch up?
Also, where do you think the best location for a coffee cart would be? Potentially could get
Havana to assist with this.
Look forward to hearing from you.
Kind regards

p:
a:

Wellington 6143
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From: Aaron Telford
To: "
Cc: "
Subject: RE: Hanging restrictions
Date: Tuesday, 14 February 2023 12:41:00 pm
Attachments: image005.png

image006.png

Sounds good.
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  
Sent: Tuesday, 14 February 2023 12:37 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:  <
Subject: RE: Hanging restrictions
Thanks Aaron, let’s talk more after your meeting on Wednesday.
Cheers,

p:
a:

Wellington 6143
e:

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, 14 February 2023 12:33 pm
To: 
Subject: RE: Hanging restrictions
Hi 
Thanks- I’m sure we will find a good spot for it, that will also get good exposure for the sponsor.
In terms of Meetings I am unsure as I am not the lead on that event- as far as I’m aware previous
conversations were they will slot them in where we can once the power access is finalised in the
appropriate areas.
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
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From:  
Sent: Monday, 13 February 2023 3:26 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:  <
Subject: RE: Hanging restrictions
Hi Aaron,
Thanks for coming back to me.
Okay, can we touch base on Thursday after you have had that catch up?
Also, where do you think the best location for a coffee cart would be? Potentially could get
Havana to assist with this.
Look forward to hearing from you.
Kind regards

p:
a:

Wellington 6143
e:

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, 13 February 2023 2:20 pm
To: 
Cc:  <
Subject: RE: Hanging restrictions
Hi 
I hope you had a good weekend,
Thank you for your email,
As per below, I don’t have this information at this stage. Yes you are correct that there are rigging and
truss lines across the building.
What we are trying to achieve for clients is to be able to overlay the rigging/truss over the floor plans
drawn for exhibitions to make sure that there are no “blind” spots or areas that may not be able to
have hanging, such as over or obscuring exit signs, access doors, sightlines etc.
We are currently working on an in-house solution for this and are meeting on Wednesday afternoon
to see what this will potentially look like.
I would be hesitant to say that all booths can have hanging above them, as id hate to put you wrong
and in an awkward situation with your clients.
I am aware of your deadline and am trying to get this information for you as soon as possible,
Thanks
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
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Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  
Sent: Monday, 13 February 2023 1:58 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:  <
Subject: RE: Hanging restrictions
Importance: High
Hi Aaron,
How are you?
Just checking in to get a better understanding of this? Will there be any stands in the expo
floorplan we have designed that will not be able to have rigging above their stand?
When I came for the site visit, I saw on level one and two that all the ceilings in our spaces had
that equipment, and the builder confirmed when looking at our plan that all areas we had stands
could have rigging above?
We are going very soon so we want to ensure when we sell these stands, that we are clear what
can be done in the spaces.
Can you please confirm ASAP? 
Look forward to hearing from you.
Cheers,

p:
a:

Wellington 6143
e:

From:  <  
Sent: Monday, 13 February 2023 1:43 pm
To: 
Subject: FW: Hanging restrictions

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 8 February 2023 12:24 p.m.
To:  <
Subject: RE: Hanging restrictions
Hi 
Thanks for following up.
Our team have informed me that they are contracting this project out to an external company to
design he programme to allow us to overlay the truss lines over the floorplans- at this stage it is in
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Thanks
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Name

Dates
Notes

Start date End date Days Description Room / Space/ Notes Seating style PAX Unit charge Charges

Day Cate ng

16‐Oct‐23 16‐Oct‐23 1 A val Tea and Coffee Stand ng Cate ng 300

1 Full Day Cate ng MT/LUNCH/AT‐ Hot dishes served at lunch Stand ng Cate ng 300

Day Cate ng

17‐Oct‐23 19‐Oct‐23 3 A val Tea and Coffee Stand ng Cate ng 1500

3 Full Day Cate ng MT/LUNCH/AT‐ Hot dishes served at lunch Stand ng Cate ng 1500

17‐Oct‐23 17‐Oct‐23 1 Welcome Funct on Exhibition Ha l, P1 and Ga lery

Substant al Canapes 1 Hour Service Stand ng Cate ng 1500

Beve age Package Standa d 1 Hour Service Stand ng Cate ng 1500

Beve age on Consumpt on  s ava lable

Zealand

Sunday 15th Octobe  2023 to Thu sday 19th octobe  2023

Conf med Bus ness

S

s 9(2)(i)
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Then room āllocātion thāt I think will be the best fit, ānd ādditionāl spāces āvāilāble,
including TNT hold of spāces āt Te Pāpā ās indicāted below.
NOTE indicāted cāpācities for the smāller breākouts āre less thān the website cāpācities to
āllow for stāging etc if it is required.

We āre very tight for spāce here āt Te Pāpā over your event dātes ānd I do hāve our Icon room

āvāilāble ( on the 17th), ānd Rāngimārie rooms ( on the 18th)so hāve tentātively held this bāsed
on you reviewing the āttāched ānd deciding if you need this spāce or not. I cānt get the sāme
spāce for consecutive dāys unfortunātely.
Floor Plan:
As mentioned the floor plān is very tight, ānd our operātionāl teām do hāve ā concern āround
cātering stātions ānd we do need to increāse these ānd hāve ā more even spreād for the
delegātes comfort ānd speed of service especiālly āt lunch.
I hāve highlighted āreās where we think ādditionāl stātions will be best plāced, ānd this would
result in ā review of booth numbers.
Ideālly we will need 10 cātering stātions, with 7 locāted on Level 1 – ās this is the bigger trāde
āreā.
Potentiāl booths thāt hāve been drāwn on the plān thāt we think will be best āllocāted to
cātering āre:

32 & 34
114, 115, 116 – this will give us ā double sided buffet ānd ālso keep the exhibitors hāppier
ās there is no cātering āround those booths currently
Extending the stātion behind booths 6,7,8,9
Adjācent to booths 126 & 127

Dāne hās recently been through the spāce, so māy hāve ā better picture of this now.
Hopefully this isn’t to confusing! Let me know āny questions/ queries you māy hāve
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Wednesdāy, 23 November 2022 1:39 pm
To: Aāron Telford <āāron.telford@tākināevents.co.nz>
Subject: RE: Running behind
Kia ora Aaron,
Thank you for your time.
If you could come back to me with a quick reference sheet with all the spaces you might
have available, the below is what we required. We might need to book the additional
breakout spaces at Te Pae?

We need plenary (for mornings)
Then 6 breakout spaces (as large as they can be
1x  Zealand Room
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From: Aaron Telford
To: Tom O"Sullivan
Subject: RE:  Zealand
Date: Wednesday, 8 February 2023 2:06:00 pm
Attachments: image002.png

Hi Tom,
Thanks for the below, I have let the client know that there are works in progress and I will update her
accordingly as we find out more.
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From: Tom O'Sullivan <Tom.OSullivan@tepapa.govt.nz> 
Sent: Wednesday, 8 February 2023 10:34 am
To: Aaron Telford <aaron.telford@takinaevents.co.nz>; Sarah Delahunt
<Sarah.Delahunt@tepapa.govt.nz>
Subject: RE:  Zealand
Kia ora Aaron,
Thank you for managing the client’s expectations over the past few weeks whilst we have been
taking steps to get the relevant rigging plans drawn up.
We have engaged an external company to undertake this work and are looking to meet with
them soon.
@Sarah – Has Sam responded to our meeting request? Do we have a timeline in mind (based on

 go-live deadline of 22nd Feb)?
Quick update - We’ve diarised meetings with the various exhibition groups, with the intention of
empowering them with the new plans, so that they can directly provide clients with this type of
information moving forward.
Nga mihi,
Tom O’Sullivan
Manager Audio-Visual Event Services
Takina Events

PO Box 467 ¦50 Cable Street, Wellington 6011
Email: tom.osullivan@takinaevents.co.nz
Mobile: +64 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, 8 February 2023 9:35 am
To: Tom O'Sullivan <Tom.OSullivan@tepapa.govt.nz>
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Subject:  Zealand
Kia ora Tom,
I have  chasing me for information about rigging and truss lines for their event in October.
They want to know which booths on their floor plan will have the ability to hang banners and which
ones wont. ( She was quite insistent that she has this today!)
I know that this is a project that is being worked on at the moment- they want to go live with their
conference website on the 22nd of this month to start selling booths and will need this information.
Is there a timeline set for when we may have the ability to provide this information in some form to
clients?
Thanks
Aaron
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To: Tom O"Sullivan
Subject:  Zealand
Date: Wednesday, 8 February 2023 9:35:00 am

Kia ora Tom,
I have  chasing me for information about rigging and truss lines for their event in October.
They want to know which booths on their floor plan will have the ability to hang banners and which
ones wont. ( She was quite insistent that she has this today!)
I know that this is a project that is being worked on at the moment- they want to go live with their
conference website on the 22nd of this month to start selling booths and will need this information.
Is there a timeline set for when we may have the ability to provide this information in some form to
clients?
Thanks
Aaron
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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catering?
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Thursday, 2 February 2023 2:25 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Te Papa - Availability
Hi Aaron,
We just need a space for the preconference workshop likely big enough for around
300/400pax on the Monday. Just wanting to check for the 17/18 Te Papa rooms were
these booked because we didn’t know if there were enough breakout spaces at Takina
but you confirmed there were?
Nga Mihi ǀ Kind Regards

 

p:  m: 
a:
e:  w: www.

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, February 2, 2023 11:58 AM
To:  <
Subject: RE: Te Papa - Availability
Kia ora 
Hope you are well, another busy week here!
I do have our Rangimarie rooms available ( I also have this space booked on the 18th for you as well,
and Icon on the 17th)
Would you like me to book these for you now and then send you an updated document of all spaces
that are booked for review?
Elena has given me some more feedback fort his weeks site inspection- so will review this as well for
you.
Hopefully we can tie things up more next week and move to contracting.
Thanks
Aaron
Nga mihi,
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From:
To: Aaron Telford
Subject: RE:  Zealand 2023
Date: Tuesday, 20 September 2022 9:53:20 am
Attachments: image001.png

image002.png

Perfect sounds good 
Ngā Mihi ǀ Kind Regārds

p:  m: 
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From: Aāron Telford <āāron.telford@tākināevents.co.nz> 
Sent: Tuesdāy, 20 September 2022 9:51 ā.m.
To:  <
Subject: RE:  Zeālānd 2023
Kiā orā 
Thānk you for the below updāte ānd āttāched drāft expo informātion, yes you do hāve both
floors booked for your event āt Tākinā.
I will note the welcome function is only one hour ānd āmend this is in the system for now. I will
re work the pricing on this for you ālso.
We cān touch bāse āfter this yeār’s conference ānd finālise everything ānd then orgānise the
fināl contrāct.
I will set ā diāry reminder to contāct you eārly November?
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Mondāy, 19 September 2022 9:12 ām
To: Aāron Telford <āāron.telford@tākināevents.co.nz>
Subject: RE:  Zeālānd 2023
Kia ora Aaron,
Attached was the draft expo we were planning on going with.
To confirm the welcome function only goes for an hour not two hours, are you able to
advise do we have the full venue basically booked out? I just have this years conference
coming up but would like to cross check early November regarding I have got everything
confirmed correctly.
Ngā Mihi ǀ Kind Regārds
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From: Aāron Telford <āāron.telford@tākināevents.co.nz> 
Sent: Thursdāy, 15 September 2022 5:05 p.m.
To:  <
Subject:  Zeālānd 2023
Kiā orā 
I hope your weeks going well.
Pleāse see āttāched ā brief for venue ānd cātering for  2023.
This usāge is bāsed off the origināl proposāl provided by Business Events Wellington.
The only chānge to the origināl proposāl pricing is for the welcome function cātering pricing, this
hās increāsed to  pp bāsed on ā 2 Hour Stāndārd Beverāge pāckāge ānd 6 substāntiāl
cānāpes to be provided. The cost per person on this would normālly be  dollārs ānd bāsed
on the totāl conference spend we āre hāppy to offer the reduced price for you.
If you cān pleāse review the āttāched document ānd let me know:

Whāt will the trāde requirements look like āt this stāge in terms of booth numbers ānd
sizes
Confirm minimum numbers for contrācting

Also pleāse note thāt while AV is included in the pricing , there will ālso need to be ān āllowānce
for AV techs to operāte the equipment ācross the venues. I cān provide ān indicātive price for
this in the contrāct ās well but it would be subject to chānge bāsed on fināl needs for the event.
If you hāve āny questions, or further chānges thāt māy be required, pleāse let me know
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To: Tom O"Sullivan
Subject: RE: Hanging restrictions
Date: Tuesday, 24 January 2023 2:32:00 pm
Attachments: image002.png

image004.png
image005.png

Hi Tom,
Thanks for this, I will revert back to the client and let them know that we are working on a solution for this
at the moment as below.
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From: Tom O'Sullivan <Tom.OSullivan@tepapa.govt.nz> 
Sent: Tuesday, 17 January 2023 4:33 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Hanging restrictions
Hi Aaron,
Thanks for sharing, always happy to assist where I can, and it’s interesting to see the questions
coming through from clients at this stage.
It’s always difficult to provide an accurate answer on this, particularly when the exhibition companies
create their own independent (booth) plans, which we can’t overlay our building rigging
infrastructure onto.
We’d need to convert the booth plan across into Visio, which isn’t a quick or easy process.
As we discussed back in November (alongside Elena) it would be beneficial for us to better align with

 and  etc. to request that they include a rigging layer on their plans, so that clients can review
rigging options during/after the booth/plan design phase.
In the interim, the short answer is - Yes, there are various areas where banners won’t be able to be
suspended above booths (due to lack of continuous suitable rigging infrastructure).
As mentioned above, we’ll continue to work on implementing a better, more accurate
solution/answer for clients, in the coming weeks.
Happy to discuss further!
Nga mihi,
Tom O’Sullivan
Manager Audio-Visual Event Services
Takina Events

PO Box 467 ¦50 Cable Street, Wellington 6011
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https://www.takina.co.nz/plan/rooms-plans/exhibition-hall/
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From: Aaron Telford 
Sent: Tuesday, 17 January 2023 10:10 am
To:  <
Cc: 
Subject: RE: Hanging restrictions
Kia ora 
Thanks for the below email.
I have checked with our team and there will be forklift and elevated work platform machinery onsite, any
operators will need to be certified for this equipment and floor protection will need to be put down as well
when these are in use.
I am not aware of any restrictions in regards to exhibitors hanging items, there is existing truss in the
ceilings, obviously nothing hanging low in walkways, covering any signage, fire exits, staff access etc.
Level 1 ceiling height is 5.5m and Level 2 is 6.9m.
The weight loading will depend on what is happening on each individual floor, what is being hung etc.
Please
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Monday, 16 January 2023 5:15 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: 
Subject: Hanging restrictions
Kia Ora Aaron,
While I remember are you able to advise from the confirmed floor plans areas or restrictions for
people to hang stuff, also is there a weight limit? Are we able to use forklifts/heavy machinery on the
expo floors?
Cheers 
Get Outlook for iOS
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To:  <
Cc: 
Subject: RE: Hanging restrictions
Kia ora 
Thanks for the below email.
I have checked with our team and there will be forklift and elevated work platform machinery onsite,
any operators will need to be certified for this equipment and floor protection will need to be put down
as well when these are in use.
I am not aware of any restrictions in regards to exhibitors hanging items, there is existing truss in the
ceilings, obviously nothing hanging low in walkways, covering any signage, fire exits, staff access etc.
Level 1 ceiling height is 5.5m and Level 2 is 6.9m.
The weight loading will depend on what is happening on each individual floor, what is being hung etc.
Please
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Monday, 16 January 2023 5:15 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: 
Subject: Hanging restrictions
Kia Ora Aaron,
While I remember are you able to advise from the confirmed floor plans areas or restrictions for
people to hang stuff, also is there a weight limit? Are we able to use forklifts/heavy machinery on
the expo floors?
Cheers 
Get Outlook for iOS
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From: Aaron Telford
To: "
Subject: FW: Hanging restrictions
Date: Tuesday, 17 January 2023 10:23:00 am

Sorry pressed send before adding the below:
Please see Features section for weight loading notes
https://www.takina.co.nz/plan/rooms-plans/exhibition-hall/
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From: Aaron Telford 
Sent: Tuesday, 17 January 2023 10:10 am
To:  <
Cc: 
Subject: RE: Hanging restrictions
Kia ora 
Thanks for the below email.
I have checked with our team and there will be forklift and elevated work platform machinery onsite,
any operators will need to be certified for this equipment and floor protection will need to be put down
as well when these are in use.
I am not aware of any restrictions in regards to exhibitors hanging items, there is existing truss in the
ceilings, obviously nothing hanging low in walkways, covering any signage, fire exits, staff access etc.
Level 1 ceiling height is 5.5m and Level 2 is 6.9m.
The weight loading will depend on what is happening on each individual floor, what is being hung etc.
Please
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Monday, 16 January 2023 5:15 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: 
Subject: Hanging restrictions
Kia Ora Aaron,
While I remember are you able to advise from the confirmed floor plans areas or restrictions for
people to hang stuff, also is there a weight limit? Are we able to use forklifts/heavy machinery on
the expo floors?
Cheers 
Get Outlook for iOS
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From: Aaron Telford
To: "
Cc: "
Subject: RE: Hanging restrictions
Date: Tuesday, 17 January 2023 10:10:00 am

Kia ora 
Thanks for the below email.
I have checked with our team and there will be forklift and elevated work platform machinery onsite,
any operators will need to be certified for this equipment and floor protection will need to be put down
as well when these are in use.
I am not aware of any restrictions in regards to exhibitors hanging items, there is existing truss in the
ceilings, obviously nothing hanging low in walkways, covering any signage, fire exits, staff access etc.
Level 1 ceiling height is 5.5m and Level 2 is 6.9m.
The weight loading will depend on what is happening on each individual floor, what is being hung etc.
Please
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Monday, 16 January 2023 5:15 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: 
Subject: Hanging restrictions
Kia Ora Aaron,
While I remember are you able to advise from the confirmed floor plans areas or restrictions for
people to hang stuff, also is there a weight limit? Are we able to use forklifts/heavy machinery on
the expo floors?
Cheers 
Get Outlook for iOS
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From:
To: Aaron Telford
Cc:
Subject: Hanging restrictions
Date: Monday, 16 January 2023 5:15:32 pm
Attachments:  Conference 23v03 Takina.pdf

Kia Ora Aaron,

While I remember are you able to advise from the confirmed floor plans areas or
restrictions for people to hang stuff, also is there a weight limit? Are we able to use
forklifts/heavy machinery on the expo floors?

Cheers 
Get Outlook for iOS
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Thānks for the below, most clients āre looking to do registrātion where booths 1,2 ānd 3 āre ās this is the direct āccess from the
escālātors with ā good line of sight form the elevātors ās well.
The only solution I cān see thāt māy work so you don’t lose more booths is to possibly switch booths 1 to 6 onto level 2 ānd
move  Stānd onto level one ānd combine registrātion with this somehow?

Business Events Wellington hāve reāched out to me todāy to hāve some of the teām to do ā site with me on the 7th to view the
spāces, I ām unsure who is āttending this āt this stāge ās I’m wāiting for confirmātion on nāmes.
With the site inspections, we hāve to work āround the build ānd āt this stāge, I think Februāry is when they stārt āgāin, but cān
check next week ānd find out if there āre āny in mid-lāte Jānuāry.
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  <  
Sent: Thursdāy, 1 December 2022 11:20 ām
To: Aāron Telford <āāron.telford@tākināevents.co.nz>
Subject: RE:  Event Revision
Hi Aaron,
No worries, have passed on to  to amend the expo floorplan, I note on the map that in that expo area we may
need to factor in adding in registration desk area into the expo hall and remove more stands, is there any other place
we could have the registration desk so we don’t lose more stands?
Is there any capacity mid Jan to have a walk through maybe?
Ngā Mihi ǀ Kind Regārds
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From: Aāron Telford <āāron.telford@tākināevents.co.nz> 
Sent: Wednesdāy, 30 November 2022 5:28 p.m.
To:  <
Subject: RE:  Event Revision
Kiā orā 
Sorry for the delāyed reply, things hāve picked up here ās everyone stārts to tidy up things before the Christmās breāk, pleāse
see scānned copy of floor plān āttāched ānd ā list of booths thāt would be ideāl to remove to āllow for cātering.
Booths to remove for cātering requirements to āllow for delegāte flow:
31 ānd 32
114,115,116
125
Answers to your questions, ālso:

Are you able to advise what the following rooms are being used for is it the expo P1.1, P1.2 and P1.3? Correct
I think from our discussion last week we weren’t able to accommodate two of our breakout spaces, looks from
the spreadsheet we can which is great! Yes have added extra spaces ie Green and Crew rooms do this can be
accommodated.
Is the crew room in an area close to where we would likely have the registration desk area? The crew rooms sit
behind the plenary rooms on a mezzanine floor accessed via back of house.
Is there an inbuilt area for registrations? No there wont be an inbuilt area for this
We would like need the other rooms are you able to advise the capacities for Meeting Room 1C 70 Theatre and
Meeting Room 1B? 40 Theatre
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Ngā Mihi ǀ Kind Regārds
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From: Aāron Telford <āāron.telford@tākināevents.co.nz> 
Sent: Fridāy, 25 November 2022 2:04 p.m.
To:  <
Subject:  Event Revision
Kiā orā 
Hope your Fridāy is going well, thānks for your pātience on this informātion.
I hāve reviewed the origināl document from BEW ānd ālso the event spāces āllocāted in our system ānd hāve māde some
ādjustments with ādditionāl rooms ( incl bāck of house) thāt I think will āllow the best fit.
If you cān revise the āttāched document, it hās two tābs:

One thāt hās rooms currently booked, dāys in ānd out ānd usāge
Then room āllocātion thāt I think will be the best fit, ānd ādditionāl spāces āvāilāble, including TNT hold of spāces āt Te
Pāpā ās indicāted below.
NOTE indicāted cāpācities for the smāller breākouts āre less thān the website cāpācities to āllow for stāging etc if it is
required.

We āre very tight for spāce here āt Te Pāpā over your event dātes ānd I do hāve our Icon room āvāilāble ( on the 17th), ānd

Rāngimārie rooms ( on the 18th)so hāve tentātively held this bāsed on you reviewing the āttāched ānd deciding if you need this
spāce or not. I cānt get the sāme spāce for consecutive dāys unfortunātely.
Floor Plan:
As mentioned the floor plān is very tight, ānd our operātionāl teām do hāve ā concern āround cātering stātions ānd we do need
to increāse these ānd hāve ā more even spreād for the delegātes comfort ānd speed of service especiālly āt lunch.
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I hāve highlighted āreās where we think ādditionāl stātions will be best plāced, ānd this would result in ā review of booth
numbers.
Ideālly we will need 10 cātering stātions, with 7 locāted on Level 1 – ās this is the bigger trāde āreā.
Potentiāl booths thāt hāve been drāwn on the plān thāt we think will be best āllocāted to cātering āre:

32 & 34
114, 115, 116 – this will give us ā double sided buffet ānd ālso keep the exhibitors hāppier ās there is no cātering āround
those booths currently
Extending the stātion behind booths 6,7,8,9
Adjācent to booths 126 & 127

Dāne hās recently been through the spāce, so māy hāve ā better picture of this now.
Hopefully this isn’t to confusing! Let me know āny questions/ queries you māy hāve
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Wednesdāy, 23 November 2022 1:39 pm
To: Aāron Telford <āāron.telford@tākināevents.co.nz>
Subject: RE: Running behind
Kia ora Aaron,
Thank you for your time.
If you could come back to me with a quick reference sheet with all the spaces you might have available, the below is
what we required. We might need to book the additional breakout spaces at Te Pae?

We need plenary (for mornings)
Then 6 breakout spaces (as large as they can be
1x Room
1x Technical Committee Room
1x event team room
1x Speaker prep
Additional meeting rooms for the three days

Ngā Mihi ǀ Kind Regārds
 

p:  m: 
a:
e:  w: www

From: Aāron Telford <āāron.telford@tākināevents.co.nz> 
Sent: Wednesdāy, 23 November 2022 10:54 ā.m.
To:  <
Subject: Running behind
Hi 
I ām running lāte for our 11ām, my current meeting is going to run over time. I should be free by 11.30.
Apologies ānd will cāll you ās soon ās I ām free.
Thānks
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To: "
Subject: RE:  Event Revision
Date: Thursday, 1 December 2022 1:54:00 pm
Attachments: image007 png

image008 png
image009 png

Okay sounds good.
Yes, so Business Events Wellington, passed over the original enquiry to us, and have asked us to include  people for
next week – so I assume there has been a conversation somewhere along the way with BEW and maybe 
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Ngā mihi o te Kirihimete me te Tāu Hou

From:  <  
Sent: Thursday, 1 December 2022 1:50 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
Hi Aaron,
Ok will speak to  when they come through with the amendments, business events wellington do you mean
people from  have enquired about going through next week?
Nga Mihi ǀ Kind Regards

 

p:  m: 
a:
e:  w: www

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, 1 December 2022 1:44 p.m.
To:  <
Subject: RE:  Event Revision
Hi 
Thanks for the below, most clients are looking to do registration where booths 1,2 and 3 are as this is the direct access from the
escalators with a good line of sight form the elevators as well.
The only solution I can see that may work so you don’t lose more booths is to possibly switch booths 1 to 6 onto level 2 and
move  Stand onto level one and combine registration with this somehow?

Business Events Wellington have reached out to me today to have some of the team to do a site with me on the 7th to view the
spaces, I am unsure who is attending this at this stage as I’m waiting for confirmation on names.
With the site inspections, we have to work around the build and at this stage, I think February is when they start again, but can
check next week and find out if there are any in mid-late January.
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Ngā mihi o te Kirihimete me te Tāu Hou
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From:  <  
Sent: Wednesday, 30 November 2022 3:42 pm
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
Kia ora Aaron,
Sorry to chase but would you be able to send me the floorplan with changes? I just need to let the client know how
many stands we are likely to have as we are going to change the expo live for 2023 and go live in Feb.
Nga Mihi ǀ Kind Regards
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From:  
Sent: Tuesday, 29 November 2022 3:56 p.m.
To: 'Aaron Telford' <aaron.telford@takinaevents.co.nz>
Subject: RE:  Event Revision
Kia ora Aaron,
Thanks for your email, few queries below:

Are you able to advise what the following rooms are being used for is it the expo P1.1, P1.2 and P1.3?
I think from our discussion last week we weren’t able to accommodate two of our breakout spaces, looks from
the spreadsheet we can which is great!
Is the crew room in an area close to where we would likely have the registration desk area?
Is there an inbuilt area for registrations?
We would like need the other rooms are you able to advise the capacities for Meeting Room 1C and Meeting
Room 1B?
Do you have a quick reference sheet for the rooms and breakdowns of them?
Regarding the expo floorplan I think maybe it wasn’t attached to your email below?
Is there a chance I could have a site visit (when suitable, obviously very aware this is still a building site), I
will be in Wellington in December and in early Feb.
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Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, 25 November 2022 2:04 p.m.
To:  <
Subject:  Event Revision
Kia ora 
Hope your Friday is going well, thanks for your patience on this information.
I have reviewed the original document from BEW and also the event spaces allocated in our system and have made some
adjustments with additional rooms ( incl back of house) that I think will allow the best fit.
If you can revise the attached document, it has two tabs:

One that has rooms currently booked, days in and out and usage
Then room allocation that I think will be the best fit, and additional spaces available, including TNT hold of spaces at Te
Papa as indicated below.
NOTE indicated capacities for the smaller breakouts are less than the website capacities to allow for staging etc if it is
required.

We are very tight for space here at Te Papa over your event dates and I do have our Icon room available ( on the 17th), and

Rangimarie rooms ( on the 18th)so have tentatively held this based on you reviewing the attached and deciding if you need this
space or not. I cant get the same space for consecutive days unfortunately.
Floor Plan:
As mentioned the floor plan is very tight, and our operational team do have a concern around catering stations and we do need
to increase these and have a more even spread for the delegates comfort and speed of service especially at lunch.
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From: Chrissie Locke
To: Aaron Telford
Subject: RE: FW: Quick Conference Enquiry
Date: Friday, 12 January 2024 11:30:00 am

Kia ora Aaron
 
On the surface this looks straight forward, with the client undertaking their own karakia etc, but I
believe the process for tikanga at Takina is still a work in progress. And yes, Kura is our contact
person for over the road 
 
Let me catch up with Carolyn when she’s back next Tuesday and see if I can’t find out if we’re
any closer to how this is supposed to work….will be back in touch.
 
And Happy new year 
 
Chrissie
 
Chrissie Mariana te Oha Locke
Kaitohutohu Rautaki-a-Iwi | Strategic Advisor Iwi Relationships
Museum of New Zealand Te Papa Tongarewa 
DDI: +64 4 381 7218 | Mobile: +029 777 0156
Email: Chrissie.Locke@tepapa.govt.nz | Website: www.tepapa.govt.nz
P O Box 467 | 55 Cable Street | Te Aro | Wellington 6011 | Aotearoa New Zealand
(she | her | ia)

 
 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, January 12, 2024 9:35 AM
To: Chrissie Locke <ChrissieL@tepapa.govt.nz>
Subject: FW: FW: Quick Conference Enquiry
 
Kia ora Chrissie,
 
I have the below client who wants to conduct a blessing for their conference
and branding prior to their event.
 
This would need to take place at Takina, please see below information
provided.
 

























From:  
Sent: Monday, October 30, 2023 12 52 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re  FW  Quick Conference Enquiry

 

Kia ora Aaron, we are looking to incorporate some aspects of our event format into last day, but certainly not the whole event.  Can you please let me know what we would need to do to
secure two days, and when that would need to be done by.  I have a new programme manager for the event starting this week as well who would be the key contact going forward.

 

 

On Mon, Oct 30, 2023 at 12 15 PM Aaron Telford <aaron.telford@takinaevents.co.nz> wrote

Kia ora 

 

I hope you had a great weekend!

 

I understand that you are now having conversations with  from  to incorporate your event into their dates as and not run a separate event?

 

If this is correct  can I release the dates I have held for your event? This is a busy time of the year for us and need to maximise the spaces available to sell

 

Thanks

 

Aaron

 

 

Aaron Telford

Senior Account Manager

 

Takina Events

Email: aaron telford@takinaevents co nz

Mobile: +64 

 

 

From:  
Sent: Wednesday, October 11, 2023 3 11 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re  FW  Quick Conference Enquiry

 

Kia ora Aaron, in talking with our Asia Pacific partners I understand Takina may be holding the  conference from 30 Aug to 6 Sept 2024.  Is there any possibility that our two day event
could be  moved forward a day and held on 7-8 September as many Asia Pacific delegates would stay for aspects of our 2 day event?  And we would co-design aspects of the two events together.

 

On Mon, Oct 9, 2023 at 11 21 AM  wrote

Hi Aaron, still interested in the dates, just trying to get some certainty at our end and internationally to lock down those dates.

  

 

On Mon, Oct 9, 2023 at 10 03 AM Aaron Telford <aaron.telford@takinaevents.co.nz> wrote

Kia ora 

 

I hope you had a good weekend  just following up on the below to see if you have any further questions about the proposal/deposit information at all?

 

Thanks  and I look forward to hearing from you

 

Aaron

 

Aaron Telford

Senior Account Manager

 

Takina Events

Email: aaron telford@takinaevents co nz

Mobile: +64 

 

 

From: 
Sent: Tuesday, September 26, 2023 7 42 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re  FW  Quick Conference Enquiry

 

Kia ora Aaron I forgot to ask what kind of deposit would be required to hold those dates?

 

On Mon, Sep 25, 2023 at 4 09 PM Aaron Telford <aaron.telford@takinaevents.co.nz> wrote

Kia ora

 

Please see attached the tailored proposal or your event in September next year.
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PO Box 467 ¦55 Cable Street, Wellington 6011

Email  caitlin.dorrington@tepapa.govt.nz

Mobile  +64 

 

Talk to us about hosting your next event at Takina or Te Papa

Find out more at takina.co.nz

 

Please note I work on a part-time basis on Monday

Tuesday Morning, & Wednesday

 

In the Office = ✓   Working from home = WFH   Not at work = X

MON TUE WED THU FRI
     ✓    ✓ ✓   X   X  

 

 

 

--

Tumu, |  General Manager, Public Impact

 

--

 
Tumu, 
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Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 

 

 

From:  
Sent: Monday, October 30, 2023 12 52 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re  FW  Quick Conference Enquiry

 

Kia ora Aaron, we are looking to incorporate some aspects of our event format into  last day, but certainly not the whole event.  Can you please let me know what we would need to do to
secure two days, and when that would need to be done by.  I have a new programme manager for the event starting this week as well who would be the key contact going forward.

 

 

On Mon, Oct 30, 2023 at 12 15 PM Aaron Telford <aaron.telford@takinaevents.co.nz> wrote

Kia ora 

 

I hope you had a great weekend!

 

I understand that you are now having conversations with  from  to incorporate your event into their dates as and not run a separate event?

 

If this is correct  can I release the dates I have held for your event? This is a busy time of the year for us and need to maximise the spaces available to sell

 

Thanks

 

Aaron

 

 

Aaron Telford

Senior Account Manager

 

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 

 

 

From:  
Sent: Wednesday, October 11, 2023 3 11 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re  FW  Quick Conference Enquiry

 

Kia ora Aaron, in talking with our Asia Pacific partners I understand Takina may be holding the  conference from 30 Aug to 6 Sept 2024.  Is there any possibility that our two day event
could be  moved forward a day and held on 7-8 September as many Asia Pacific delegates would stay for aspects of our 2 day event?  And we would co-design aspects of the two events together.

 

On Mon, Oct 9, 2023 at 11 21 AM  wrote

Hi Aaron, still interested in the dates, just trying to get some certainty at our end and internationally to lock down those dates.

  

 

On Mon, Oct 9, 2023 at 10 03 AM Aaron Telford <aaron.telford@takinaevents.co.nz> wrote

Kia ora 

 

I hope you had a good weekend  just following up on the below to see if you have any further questions about the proposal/deposit information at all?

 

Thanks  and I look forward to hearing from you

 

Aaron

 

Aaron Telford

Senior Account Manager

 

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 
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From:  
Sent: Tuesday, September 26, 2023 7 42 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re  FW  Quick Conference Enquiry

 

Kia ora Aaron I forgot to ask what kind of deposit would be required to hold those dates?

 

On Mon, Sep 25, 2023 at 4 09 PM Aaron Telford <aaron.telford@takinaevents.co.nz> wrote

Kia ora

 

Please see attached the tailored proposal or your event in September next year.

 

I have quoted you into Level 1 on the centre, this has the main plenary space and three breakout rooms, the plenary space can be split into 3 to make up for the additional spaces required for
breakouts.

 

Please review the links in the attached document for more information on the venue and the day catering menus.

 

Please note that venue hire includes basic AV in our spaces (excluding section b of Rongomatane) and additional charges apply for staging/wash lighting and AV operators. I have attached
the AV inclusion document to this email for you as well.

 

Our daily menus consist of Morning and Afternoon Tea and a standing buffet lunch- which includes two hot dishes.

 

If you have any questions or would like any further informaiotn, please don t hesitate to contact me directly,

 

Thanks

 

Aaron

 

Aaron Telford

Senior Account Manager

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 

 

 

From:  
Sent: Monday, September 25, 2023 11 44 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re  FW  Quick Conference Enquiry

 

Thanks, if we possibly wanted it to be a 2 day event (could we add a day either side ie, Sunday or Tuesday?).

Possibly the 9th would work if we go for one day.

 

On Mon, Sep 25, 2023 at 10 40 AM Aaron Telford <aaron.telford@takinaevents.co.nz> wrote

Kia ora 

 

Apologies for the delay in coming back to you

 

September is a very busy month for us  I can offer the below dates if these may work for you?

 

Monday 9th September

Monday 16th September

 

If either of these may work  please let me know and I can arrange a proposal for you

 

Thanks

 

Aaron

 

Aaron Telford

Senior Account Manager

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 
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On Mon, Oct 9, 2023 at 11 21 AM  wrote

Hi Aaron, still interested in the dates, just trying to get some certainty at our end and internationally to lock down those dates.

  

 

On Mon, Oct 9, 2023 at 10 03 AM Aaron Telford <aaron telford@takinaevents co nz> wrote

Kia ora 

 

I hope you had a good weekend  just following up on the below to see if you have any further questions about the proposal/deposit information at all?

 

Thanks  and I look forward to hearing from you

 

Aaron

 

Aaron Telford

Senior Account Manager

 

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 

 

 

From:  
Sent: Tuesday, September 26, 2023 7 42 AM
To: Aaron Telford <aaron telford@takinaevents co nz>
Subject: Re  FW  Quick Conference Enquiry

 

Kia ora Aaron I forgot to ask what kind of deposit would be required to hold those dates?

 

On Mon, Sep 25, 2023 at 4 09 PM Aaron Telford <aaron.telford@takinaevents.co.nz> wrote

Kia ora

 

Please see attached the tailored proposal or your event in September next year.

 

I have quoted you into Level 1 on the centre, this has the main plenary space and three breakout rooms, the plenary space can be split into 3 to make up for the additional spaces required for
breakouts.

 

Please review the links in the attached document for more information on the venue and the day catering menus.

 

Please note that venue hire includes basic AV in our spaces (excluding section b of Rongomatane) and additional charges apply for staging/wash lighting and AV operators. I have attached
the AV inclusion document to this email for you as well.

 

Our daily menus consist of Morning and Afternoon Tea and a standing buffet lunch- which includes two hot dishes.

 

If you have any questions or would like any further informaiotn, please don t hesitate to contact me directly,

 

Thanks

 

Aaron

 

Aaron Telford

Senior Account Manager

Takina Events

Email: aaron.telford@takinaevents.co.nz

Mobile: +64 

 

 

From:  
Sent: Monday, September 25, 2023 11 44 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: Re  FW  Quick Conference Enquiry

 

Thanks, if we possibly wanted it to be a 2 day event (could we add a day either side ie, Sunday or Tuesday?).

Possibly the 9th would work if we go for one day.
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From: Aaron Telford
To:
Cc: Tara Terry; Clarisse Le Floch
Subject: RE:  - catering and organisation around it
Date: Thursday, 10 August 2023 8:49:00 am
Attachments: image001.png

image003.png

Kia Ora 
 
I have spoken to Elena and we can do the following minimum numbers for you:
 

Welcome reception at Te Papa - 188
Standing dinner – 130
Monday, 4 September - Networking sponsor drinks – 115
Conference Delegate Minimum 220

 
Note we can’t go any lower than this now. Hopefully, you might get some extras last
minute!
 
Can you confirm that you wish to move the Welcome function to Takina and no
longer be in Signs of a Nation? One of the main reasons the client initially wanted
that space was to have access to the exhibitions.
 
Thanks

Aaron
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
 
From:   
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Sent: Wednesday, August 9, 2023 5:03 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:   - catering and organisation around it
 
Thank you, Aaron, it will be such a help and relief if you can.  Been a tough two days trying to see
how we can deliver this conference for    We definitely want them to have the Wellington
experience.
 
 
Nga mihi,

 

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, August 9, 2023 4:55 PM
To:  Tara Terry <Tara.Terry@takinaevents.co.nz>
Cc: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Subject: RE:   - catering and organisation around it
 
Hi 
 
Thanks for the below, I will need to have some conversations tomorrow with the
management team here, to see what we can do moving forward with reducing
numbers for the social events.
 
Thanks
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:   
Sent: Wednesday, August 9, 2023 1:53 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>; Tara Terry <Tara.Terry@takinaevents.co.nz>
Cc: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Subject: RE:   - catering and organisation around it
 
Hi Aaron and Tara,
Thank you for your support and just reaching out to check about the social events below:

Welcome reception at Te Papa - 188
Standing dinner – 130
Monday, 4 September - Networking sponsor drinks – 115

 
Are we able to drop to these numbers please?
Another suggestion from the Team is to hold the Welcome reception in the foyer at Takina because
we are doing the registration there.  That would help save costs.  Is that an option?
 
Nga mihi,

 

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, August 8, 2023 5:00 PM
To:   Tara Terry <Tara.Terry@takinaevents.co.nz>
Cc: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Subject: RE:   - catering and organisation around it
 
Kia ora 
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If we can keep you updated should there be any new registrations that would be amazing. 
 
Many thanks Team.
 
Nga mihi,

 

 
 

From: Tara Terry <Tara.Terry@takinaevents.co.nz> 
Sent: Tuesday, August 8, 2023 11:53 AM
To: 
Cc: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Subject: RE:   - catering and organisation around it
 
Kia ora 
 
I’m glad NASDAP went well. Hopefully the   Pack in will be a lot smoother with there being less
booths involved!
 
Unfortunately, Clarisse is off sick for likely the rest of the week. You’re welcome to email me with
updated numbers for the services below. Or else Clarisse will get back to you early next week if that’s
alright?
 
Nga mihi,
 
Tara Terry
Function Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tara.terry@takinaevents.co.nz
Mobile: +64 
My pronouns are she/her
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:   
Sent: Monday, August 7, 2023 5:18 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
<Tara.Terry@takinaevents.co.nz>; John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE:   - catering and organisation around it
 
Hi Clarisse and Tara,
Hope you had a great weekend.
Just had a chat with our General Manager and he said that your Team did a brilliant job at the

 – the food and staff were amazing.  Great experience for the attendees and they
were very happy.  Well done!
I think there were a few hiccups on pack-in day which I am sure will be sorted as learnings before our
next conference   2023).  Might be good to catch-up the week prior so we can tick the list
carefully .
 
You have all been so helpful and I really appreciate that.  As you know the registration numbers are
not what we expected and the client was expecting for NZ delegates which isn’t the case.  We closed
early bird registrations yesterday (6 August), so we need to discuss the numbers for the social events
to date for:
 

Sunday, welcome reception
Monday, networking function
Tuesday, standing dinner

 
Are you available for a quick chat tomorrow?
 
Thank you
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From:   
Sent: Friday, July 28, 2023 10:45 AM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
<Tara.Terry@takinaevents.co.nz>; John Fernie <John.Fernie@takinaevents.co.nz>
Subject: FW:   - catering and organisation around it
 
Hi Clarisse and Tara,
Happy Friday!
This is great, thank you so much.
I have made some comments below highlighted.
 
Could you send the totals and the drinks so I can get that signed off for you?
 
Please also come back to me about the plenary room spilt.  We need to allocate rooms to presenters
today, so I need your help 
 
Thank you.
 
 
 
Nga mihi,

 

          

s 9(2)(a)
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From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Wednesday, July 26, 2023 4:27 PM
To: 
Cc: Tara Terry <Tara.Terry@takinaevents.co.nz>; John Fernie <John.Fernie@takinaevents.co.nz>
Subject:   - catering and organisation around it
 
Kia ora 
 
Thank you for taking to meet with us today. 
 
We worked on, after our meeting, few proposition to fit within your budget especially for the social
events:
 
First in regards to room layout for dinner on Tuesday – I attached the floorplan I was making at the
same time. Please review it and let me know if you would like to go ahead with it. YES, thank you!
 
For the day conference Rongomatane foyer room layout – shall we go ahead by setting up few tables
on the top right corner to fill up the space or leave this space without furniture? Yes, sounds good
 
In regards to the catering – Our idea for the evening social events are the followings:
 
Sunday evening at Te Papa:
 
Canape Package A at   pp | Four items for 1 hour   YES, lovely
 

Salmon rillettes, pickled beet puree, friselle crisp, balsamic spheres
Melon disk, herb feta, caramelised cashew (v,gf)
Aubergine fritters, coconut, cumin foam (vg,gf)
Southern spiced chicken, smoked garlic yogurt (gf)

 
 
Monday evening at Takina – more hanging around the buffet and exhibitor space.  (Jenny from MSB
who is sponsoring the catering (food and drinks)to finalise this with you).  The below sounds good to
me however they would confirm according to their budget.
 
Based on 300 people attending it à 30 platters of Networking Food platter with 3 of them being fully
Vegan and gluten free. I spoke with the chef and he prefers to do 3 platters fully vegan and gluten
free instead of replacing the nuts on each platter with an item vegan/gluten free, is that okay for
you? If we do that he is happy to charge the 3 platters which vegan/gluten free same price (so 
GST per platter) otherwise the other option might incur some additional charges per person.
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Cc: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Subject: RE:  - catering and organisation around it
 
Hi 
 
Thanks for the below, I will need to have some conversations tomorrow with the
management team here, to see what we can do moving forward with reducing
numbers for the social events.
 
Thanks
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
 
From:  <  
Sent: Wednesday, August 9, 2023 1:53 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>; Tara Terry <Tara.Terry@takinaevents.co.nz>
Cc: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Subject: RE:  - catering and organisation around it
 
Hi Aaron and Tara,
Thank you for your support and just reaching out to check about the social events below:

Welcome reception at Te Papa - 188
Standing dinner – 130
Monday, 4 September - Networking sponsor drinks – 115

 
Are we able to drop to these numbers please?
Another suggestion from the Team is to hold the Welcome reception in the foyer at Takina because
we are doing the registration there.  That would help save costs.  Is that an option?
 
Nga mihi
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Nga mihi,
 
Tara Terry
Function Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: tara.terry@takinaevents.co.nz
Mobile: +64 
My pronouns are she/her
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From:  <  
Sent: Monday, August 7, 2023 5:18 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
<Tara.Terry@takinaevents.co.nz>; John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE:  - catering and organisation around it
 
Hi Clarisse and Tara,
Hope you had a great weekend.
Just had a chat with our General Manager and he said that your Team did a brilliant job at the

 – the food and staff were amazing.  Great experience for the attendees and they
were very happy.  Well done!
I think there were a few hiccups on pack-in day which I am sure will be sorted as learnings before our
next conference  2023).  Might be good to catch-up the week prior so we can tick the list
carefully .
 
You have all been so helpful and I really appreciate that.  As you know the registration numbers are
not what we expected and the client was expecting for NZ delegates which isn’t the case.  We closed
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From:  <  
Sent: Friday, July 28, 2023 10:45 AM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
<Tara.Terry@takinaevents.co.nz>; John Fernie <John.Fernie@takinaevents.co.nz>
Subject: FW:  - catering and organisation around it
 
Hi Clarisse and Tara,
Happy Friday!
This is great, thank you so much.
I have made some comments below highlighted.
 
Could you send the totals and the drinks so I can get that signed off for you?
 
Please also come back to me about the plenary room spilt.  We need to allocate rooms to presenters
today, so I need your help 
 
Thank you.
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Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 

s 9(2)(a)







Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 

 
 
 

From:   <  
Sent: Tuesday, August 1, 2023 4:52 PM
To: Tara Terry <Tara.Terry@takinaevents.co.nz>; Aaron Telford <aaron.telford@takinaevents.co.nz>;
Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Cc:     <
Subject:   2023 conference 3-6 September
 
Hi all,
Hope Wellington is better than Christchurch today and you are all well and geared up for our
conference there this week .  We have had sunny beautiful days at Te Pae but the weather has
turned this afternoon.
 
Just a heads-up that the early bird registrations close on Sunday, 6 August and we would have a
better indication of numbers for the conference and social events.
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From: Elena Ford
To: Aaron Telford
Subject: RE:  2023 conference 3-6 September
Date: Thursday, 3 August 2023 12:48:22 pm
Attachments: image006.png

image008.png

Thank you, Aaron, let’s go with 250 people.
 
Kind regards,
Elena
 
Elena Ford
Venues Sales Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: elena.ford@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
 

 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, August 3, 2023 12:39 PM
To: Elena Ford <Elena.Ford@takinaevents.co.nz>
Subject: FW:  2023 conference 3-6 September
 
Hi Elena,
 
Please see below, we have reduced the contracted numbers down from 350 to 300
and now they are asking for a further reduction in numbers , they only have 197
registered and the event is next month starting on the 3rd and all of level one.
 
What minimum do you think? 250?
 
Nga mihi,
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From: Aaron Telford
To: Clarisse Le Floch; Tara Terry
Subject: FW:  2023 conference 3-6 September
Date: Wednesday, 2 August 2023 2:25:00 pm
Attachments: image003.png

image004.png

Hi Both,
 
Don’t go back to  on this- I will see what we can do and go back to her
tomorrow.
 
Thanks
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
 
From:   <  
Sent: Wednesday, August 2, 2023 2:24 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
<Tara.Terry@takinaevents.co.nz>; Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:     <
Subject: RE:   2023 conference 3-6 September
 
Hi all,
Just flagging that with this being a Trans-Tasman conference, we are keeping a close watch on the
numbers and we do appreciate that you had decreased the original numbers of 350 to 300 pax. 
However, our registration to date is 197 attendees so I really need your support on this.  We have
such a tight budget which is reliant on the registrations hence we won’t be able to pay for 300 if we
don’t have those numbers.
 

 any thoughts on this?
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From: Aaron Telford
To:  Clarisse Le Floch
Subject: RE:   2023 3-6 September 2023 - reduce attendee numbers.
Date: Monday, 17 July 2023 2:59:00 pm
Attachments: image002.png

image004.png

Kia ora 
 
I hope you are well and had a good long weekend.
 
Noted that the minimum numbers are now 300 for this event and we can see
how the registration progresses.
 
@Clarisse Le Floch please note this is the new minimum on the contract- I have
added in notes in the system as well.
 
Thanks
 
Aaron
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
 
From:   <  
Sent: Monday, July 17, 2023 2:07 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>; Clarisse Le Floch
<Clarisse.LeFloch@takinaevents.co.nz>
Subject:     2023 3-6 September 2023 - reduce attendee
numbers.
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F m  f
To
Subject  e  s g ed Co t act
Da e i ay  7 July 2 23 8 59 00 m
At ac m nts

Hi
 
We have he Tohu spa k ing o eplace his- and i  wi l be avai ab e o  he as ing as we l
 
Thanks

Aa on
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  
Mob le  +6  

 

 
 

om co nz> 
Sent  T sday  Ju    20  10 17 AM
To  Aa on Tel o d <aa on el o d@tak naeven s o nz>
Sub ect  Re  Coun e  s gned Cont act
 
Hey Aa on
 

wou d  i e  o  aste the  o ow ng w nes

Bubb es (see note be ow)
Tohu Manaa i  inot G is
Tohu Manaa i Sauv gnon Blanc
Tohu Whenua Ma ua Cha donnay
Tohu Manaa i  inot Noi
Tohu Me lot 
 
Rega ding bubb es   s A ana W ne NW B anc  e B anc B ut the on y op ions av i abl men ioned th t she h a d some nega ive  eedback about it at Meet ngs  Add t ona l want to have bubbles ava able th oughout the du a ion o  the even ng  Con i m ng  hat th s is ok   ust not wi h  he pa kage opt ons?

Chee s
  

o   oduce
02  

 
 

 
 
 
 
On Thu  Jul 6  2023 at 9 28 AM Aa on Tel o d <aa on tel o d@tak naeven s co n > w o e

So y my aul  need o use my wo d !
 
Nga mihi
 
Aa  Te
Business De e opment Manage  - Venues
Tak a ve s
Ema l  
Mob e  +6

 

 
 

om co nz> 
Sent  T sday  Ju    20  9 20 AM
To  Aa on Tel o d <aa on tel o d@tak naeven s co n >
Sub ect  Re  Cou te  s gned Cont a t
 
Ok cool  good  o know   t only ment ons p ckages on the menu so w nted to cla i y
 
Chee s

  duce
02

z 
 

 
 
 
 
On  hu  Jul 6  20 3 at 9 16 AM Aa on Tel o d < a on tel o d@tak naeven s co n > w o e

Hey
 
You can have beve ge on consumpt on  nd s lect  om e the   ange ( m x and match) but no e  he e may be l m ted ava abi i y on some w nes
 
Most c ien s go  o  Spa k ng   Two Wh tes and Two Reds  We h ve  he  ull  ange o  non-a coho ic av i able
 
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Ema l  
Mobi e  +6

 

 
 

om   o nz> 
Sent  T sd y  Ju    20   08 AM
To  Aa on Tel o d < a on tel o d@tak naeven s co n >
Sub ect  Re  Counte  s gned Cont a t
 
Than s Aa on
 
So con i m ng we ll e the  h ve  o do the c ass c o  p emium pa kage but it can e the  be cha g d on consumpt on o  pe  hou ?
 
Chee s

  odu e
02

z 
 

 
 
 
 
On Thu  Jul 6  2023 at 8 50 AM Aa on  el o d <aa on tel o d@ta inaev nts co z> w o e

i
 
ha  won  be a p oblem  p ea e see ink o cu en  wine is  be ow

 
i  ( i )

 
hanks

 
Aa on
 
 
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Ema l  
Mobi e  +64

 

 
 

om   o nz> 
Sent  T day  Ju y    02   43  M
To  Aa on T l o d <aa on tel o d@ta inaev nts co n >
Sub ect  Re  Counte  s gned Cont ct
 
Hey Aa on
 

ease see ou  m nu se ec ion at ached  
 

al o want to ta te some wine  A e you ab e to send me you  w ne l s ? We would obv ous y p y  o  any bott es opened  
 
Chee s

o   odu e
0

 
 

 
 
 
 
On Tue  Ju  4  2023  t  1 57 AM Aa on Tel o d <aa on tel o d@t kina vents co nz> w ote

Hi
 
No p oblems
 

es ha s co ec
 
hanks

 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Email  aa on el o d@ akinaevents co nz
Mobi e  +6

 

 
 

om > 
ent           9 AM

To  Aa on Tel o d < >
ubject  Re  Counte  s gned Cont act

 
hanks Aa on

 
o bo h mains p o eins wi l ha e  he s me 3  ide ? So y to be a pa n but I  now w ll a k me so  ust want to be supe  c ea

 
Chee s
 

  duce
0

o nz 
 

 
 
 
 
On Tue  Ju  4  2023 at 8 53 AM Aa on Tel o d < > w ote

Hi
 
Okay sounds good

s 

s 

s 

s 

s 

 

s 

s 

s 

 

s 

 

s 

s 

 

s 

s 

 

s 

s 

s 

s 

s 

 

 

 

s 

s 

s 

s 

s 

s 

 

s 

 

 

s 

 

 

 

 

 

s 



 
The sides a e p a ed a l oge he  wi h each main
 
Thanks
 
Aa on
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  
Mobi e  +6

 

 
 

om > 
Sent             M
To  Aa on Tel o d < >
Subject  Re  Counte   igned Cont act
 
Hey Aa on
 

l ghts a l so ted at 12pm on 25th is  ocked in
 
Qu ck ques ion a ound how t e menu wo s  on the night o   he e ent  wi l the mains be se ed  o ea h pe son and  hen  he 3 s des se ed  o  he midd e o  the tab e o  does  t al  get pla ed up to ethe ?
 
Chee s

 
io   oduce

02
o nz 

 

 
 
 
 
On Mon   ul 3  2023 at 4 6  M Aa on Tel o d  > w o e

ip pe ec  i  wi l be a  Te apa in he Icon oom
 
Once you con i m eve y hing e  me know and I wi l o ganise he calenda  invi e o  you
 
Thanks
 
 
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on tel o d@ akinaeven s co nz
Mob le  +6

 

 
 

om   o z> 
Sent             M
To  Aa on Tel o d <aa on te o d@ akin events co nz>
Subject  Re  Counte   igned Cont act
 
Awe ome   s 12pm ok  o  the ta t ng? Just a ang ng  igh s
 
W ll  et ya know menu  ele t on ASA

  duce
02

z 
 

 
 
 
 
On Mon  Jul 3  2023 at 3 47  M Aa on Tel o d < a on tel o d@tak naeven s co n > w o e

Hi 
 
The 25 h is a l ine
 
I  you can ask he clien  o se ec
 
4 Mains
 Side Dish

2 Vege ab e Sides
 

lease ee menu a ached
 
 
 
Thanks

Aa on
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  
Mob le  +6

 

 
 

om o nz> 
Sent   day   uly    0   13 AM
To  Aa on Tel o d <aa on el o d@ ak naevents co nz>
Subje t  Re  Coun e  sig ed Cont act
 
Hey Aa on
 
Hope you had a g eat weekend
 
So y  o  the del y but c n we do the t st ng on 25 Ju y? A ound lunch t me would be g eat i  poss b e
 
Chee s
 

o   oduce
02

 
 

 
 
 
 
On Thu   un 29  2023 at 11 44 AM Aa on  el o d < > w te

H
 
No p ob em
 
We could ook a
 
Monday 24 h

Tuesday 25 h

Thu sday 27 h

 
Than s
 
Aa on
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  
Mob le  +6  

 

 
 

om > 
Sent       27 AM
To  Aa on Tel o   >
Subj ct  Re  Coun e  si ned Cont act
 
Hey Aa on
 
Not su e what conve at on  ou had wi as she is the one push ng  o  the  u l ta t ng  but I l con i m w th he  that  t s  e ni ely not pos ib e  
 
Un o unate y we can t m ke 10  11 o  12 Ju y wo k no   he  ol owing week  A e the e any o he  date opin ons ava la le? 
 
Chee s

o   oduce
02

 
 

 
 
 
 
On Wed  Jun 28  2023 at 3 58  M Aa on Tel o d  > w ote

H
 
Thanks o  he be ow  we don  have any s and a one cock ail even s coming up in he nex  ew weeks ha  a e se ving he subs an ial canapes (which we e a l se ved a  he we come unc ion o  MEET NGS as  week)
 

 when I poke wi las  week  she eemed qui e unde s anding ha  we can  do he canape as ings  and as p evious y men ioned his isn  some hing ha  we no ma y do ei he  As you can app ecia e he eam can  jus  make mall numbe s o  hese
 
I o a ly app ecia e ha  he e may be some hesi a ion a ound he canape menus  howeve  as you know- we p ide ou e ves on he ood we p ovide o  c ien s and have consis en y good eedback abou  his ac o s va ious e vice pe iods  In pa icu a  as  week s even  has had ave eviews abou  he ood
 

e sonal y  i  I could a ange his o  he clien  I wou d bu  I have o o low he guide ines given o us  I am ying o be accommoda ing as possible wi h his even  o  menu changes e c
 
Thanks

Aa on
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  
Mob le  +6  

 

 
 

om > 
Sent       1 16 AM
To  Aa on Tel o   >
Sub ect  Re  Coun e  s gned Cont act
 
Hey Aa on
 
Hope  ll  s we l and you su ived Mee in s week!
 

was wonde ng i  the e a e any e ents coming up whe e c napes etc a e be ng  e ved whe e we cou d come down and piggy back o  o  that  o  a  ast ng? They  ea ly a en t com o tab e  e v ng 450 peop e  ood they haven t t ed
 
Chee s

o   oduce
02

co nz 
 

 
 
 
 
On Tue  Jun 20  2023 at 9 32 AM Aa on Tel o d < > w ote

He
 
I have spoken o che  and we can do 4 mains o y ( 4 p a es in o a )
 
o  he canapes and pe i  ou s we don  do a as ing as hey a e made in ba ches  howeve  du ing he welcome unc ion onigh  he below wi l be se ved om he subs an ia  canape menu

 
Roo  Vege ala el  a ou h  pinach and moke chi li dip

s 

s 

s 

s 

s 

s 

s 

 

s 

 

 

s 

s 

 

s 

 

s 

 

 

 

s 

s 

 

 

 

 

 

 

 

s 

s 

 

 

s 
s 

 

s 

s 

 

s 

s 

s 

s 

s 

s 



Bu e milk chicken  ham pipe ade  smoked po cini c eam
Espel e e and g een ga ic p awns  c ab and new po a o a ad

o k be ly  hoisin sauce  pick ed cucumbe  gau bao bun
 
The e will a so be chee e boa ds and a de se  bu e  which wil  have ome pe i  ou s and a ge  se ves as well
 
So his wi l cove  he canapes and desse  i ems  
 
Can we ook a  he 0 h  h o  2 h o  u y? As hese a e s igh y qui e  days o  ou  eam
 
Thanks
 
Aa on
 
 
 
Nga mihi
 
Aa  Te
Business De e opment Manage  - Venues
Tak a ve s
Ema l  
Mob e  +6

 

 
 

om co nz> 
Sent  M day   un    2  10 38 AM
To  Aa on Tel o d <aa on el o d@tak naeven s o n >
Sub ect  Re  Coun e  s gned Co t a t
 
Thanks Aa on  App ec ate  t s a b t out o  the no m but  hey a e qui e pa t cula  w th tas ings -  hey l ke  o t y a lo !
 
The e wi l be 4 o  us  an   om an  and my el   o (same g oup as s te vi it)
 
Chee s

o   oduce
02  

 
 

 
 
 
 
On Mon  Jun 19  2023 at 10 34 AM Aa on Tel o d <aa on el o d@tak naeven s o nz> w o e

Thanks- we no mal y do he as ing on menus i ems e ec ed  o wil  check wi h che  as o wha  can be accommoda ed
 
How many wil  a end he as ing?
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Ema l  aa on e o d@tak naevents co nz
Mobi e  +6

 

 
 

om > 
Sen     u       26 AM
To  Aa on Tel o d  >
Sub ect  Re  Counte  s gned Cont a t
 
Hey Aa on
 
Yea good thanks  had a n ce  e ax ng weekend
 
Than s  o  th w ll  e ni ely want to t y mo e di hes  o make thei  dec si n on wh t  o  e ve on the night  I unde tand th s w l  come with a cost but can you let me know what opt ons we m y ha e  n  as ing mo e  tems?
 
A so  a e any o  the t ings be ng  e ved at Me tin s  his week th ngs that  hey mi ht be ab e to t ck o  the  is ?
 
Chee s

  du e
02

o nz 
 

 
 
 
 
On Mon  J n 19  2023 at 10 21 AM Aa on Tel o d  > w o e

i
 
How a e you? I had a busy bu  good weekend!
 
Happy o o gani e he as ing  we wil  jus  need he mains e ec ion ( 2 dishes) and 4 Subs an ial Canapes om he menus be ow p ea e
 

 
 

 
 
Thanks
 
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Ema l  aa on el o d@tak naevents co nz
Mobi e  +64

 

 
 

om   o nz> 
Sent  M day  Jun    2  9 28 AM
To  Aa on T l o d <aa on tel o d@ta inaev nts co n >
Sub ect  Re  Counte  s gned Cont ct
 
Hey Aa on
 
Hope you had a g e t wee end!
 
ust wonde ng i  you have any updates on poss ble dat s  n Ju y we could come down  o  a tas in ?

 
Chee s

  odu e
02

 
 

 
 
 
 
On Thu  Jun 8  2023 at 9 18 AM Aa on Tel o d <aa on el o d@ ak naevents co nz> w ote

No p oblem
 
Dinne  cos  will be coming in a
 
Subs an ial Canapes
Al e na e d op Mains
Chee e boa ds and pe i  ou s
 
I am wo ing emo ely a  he momen  bu  am back in he o ice nex  week and will have a cha  o he eam abou  he bes  da es o ook a  o  a menu as ing as well
 
hanks

 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Email  aa on el o d@ akinaevents co nz
Mobi e  +6

 

 
 

om o n > 
ent  W ne day    7   23 12 29  M

To  Aa on  el o d <aa on tel o d@ta inae ents co nz>
ub ect  Re  Counte  s gned Cont act

 
Awesome thanks
 
C n you pl ase con i m  he d nne  p ce pe  pe son based on the  o low ng
 
Ent ee  a kage A   ou  subs ant al can pes  o  1 hou   
Main  A te nate d op
De se t  Cheese and pe it  ou  sta ion set at ba k o   oom 
 
Chee s

  duce
0

 
 

 
 
 
 
On Wed   un 7  2 23 at 12 00  M Aa on  el o d <aa on tel o d@ta inae ents co nz> w ote

Hey
 
I did than s
 
Yes  th t is co ect  o   he  anapes
 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Email  
Mobi e  +6

 

 
 

om > 
Sent          11 17 AM
To  Aa on Tel o d < >
Subject  Re  Counte   igned Cont act
 
Hey Aa on
 
No wo es - hope  ou had a good b eak!
 
The e is no cost  o   he subst nt al canapes  a e they the same cost as the  eg la  ones?
 
Chee s

  duce
02

z 
 

 
 
 
 
On Wed   un 7  2023 at 10 27 AM Aa on  el o d <aa on tel o d@ta inae ents co nz> w ote

Hi
 
So y o  he delayed ep y  I have been on eave
 
We can do he canapes  bu  hey wil  need o be he subs an ial ones  ease see below he links he cu en  menus we have
 

    ook ng at the SUBSTANTIA  opt ons
 
Ne wo k ng-menu- pd  ( akina co nz) Se ved on p at e s
 
Un o una ely  we don  b eak up ou  day ca e ing packages  o i  a c ien  has no mo ning o  a e noon ea we e ve he ood i em a  lunch o  wi h a ival ea and co ee
 
Thnks
 

s 

s 

 

s 

 

s 

s 

 

s 

s 

s 

s 

s 

 

s 

s 

 

 

s 

s 

 

s 

 

 

s 

s 

 

s 

s 

 

s 

 

s 

s 

 

s 

s 

 

    

s 

 

s 



Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on el o d@ akinaeven s co nz
Mob le  +6

 

 
 

om   o n > 
Sent   sday   un    20  5 19  M
To  Aa on Tel o d <aa on tel o d@ akin events co nz>
Subject  Re  Counte   igned Cont act
 
H y Aa on
 
Thanks  o   his  
 
Unde s and you   once n but they de n te y want  o go with the can pe op ion  Maybe we cou d  ook at some sub tan ial  anapes o  w lk and  o k  ype  tems  Do you h ve menus  o   his?
 
The a enda has a so changed a ound a bit and we w ll no  onge   equi e Mo n ng Tea so  an u e  ome o  that budget as we l to make su e  t s a d cent o e ng and a so st l  mee ing cont ac ed min mum  pends
 
Chee s

 
  duce

02
z 

 

 
 
 
 
On Thu   un 1  2023 at 5 06  M Aa on T l o d  aa on tel o d@tak naev nts co n > w o e

H  
 
Thanks o  he be ow  we have ied his in he pas  and have und ha  we go  comp ain s ha  people we e no  u l enough as hey didn  ge a chance o have canapes ( o bu y a king and ca ching up wi h peop e) and we e expec ing a h ee cou se meal
 
Can we ook a  po en ia ly having a cold en ée ha  is p e- e  when gues s a ive as an op ion so hey can kick s a  s aigh  away?
 
O he wise  we could do i  bu  he c ien  will need o be awa e ha  i  he e a e any complain s ha  we have aised his conce n p io  
 
I wil  need o check a ound he da es o  a as ing  I know ha  hey have o ake p ace du ing he day
 
Thanks
 
Aa on
 
 
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on tel o d@ akinaeven s co nz
Mob le  +6

 

 
 

om   o nz> 
Sent   sday   un    2  11 14 AM
To  Aa on Tel o d <aa on el o d@ ak naevents co nz>
Subje t  Re  Coun e  sign d Cont act
 
Hey Aa on
 
Happy op ning day! 
 
Have  aught up w t and they a e happy to do an a te nate d op
 
Addi iona y would  ike to  emove the ent ee but  nst ad do canape se vi e at  he p e  unct on as  he ent ee  so  hat as soon as people go in o  he  oom  we can  ta t the awa ds  Can you plea e  et me know opt ons  o  th s?
 
We w l al o need to o g nise a tas ing  p e e ab y  n la e  uly i  poss ble?
 
Chee s

o   oduce
02

 
 

 
 
 
 
On  i  May 26  2023  t 9 40 AM  o z> w o e

Hey Aa on
 
Thanks  o   ook ng into th s  u the  app ec ate  t
 
Chee s

  duce
02

z 
 

 
 
 
 
On  i  May 26  2023 at 9 01 AM Aa on Tel o d <aa on tel o d@ akin events co nz> w ote

H
 
The eam have come back o me and un o una e y  we can  o e  a choice o  main op ion o  he dinne
 
As men ioned  he e a e a numbe  o  ea ons ha  we don  o e  his  one is he sus ainabili y ocus and educing ood was age and secondly he se vice aspec - o  his numbe  i  wi l s ow he se vice de ive y down
 
I al o have a wo y ha  wi h he cu en  manning ho age ha  eve yone is e pe iencing ha  I wou d ha e o o e  some hing ha  we migh  no  be ab e o de ive  o ou  high s anda d and disappoin  he clien s
 
Thank
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  aa on tel o d@tak naeven s o nz
Mob le  +6  

 

 
 

om co nz> 
Sent   hu sday  May 25  2023 7 22 AM
To  Aa on Tel o d  >
Sub ect  Re  Coun e  s gned Cont act
 
Thanks so much Aa on -  eal y app e ia e  t 
 
On Wed  24 May 2023  t 5 11  M  Aa on Tel o d < a on tel o d@tak naeven s co n > w o e

Hi
 
eave i  wi h me  and I wil  cha  o he eam he e

 
Thanks
 
Aa on
 
Nga mihi
 
Aa  Te
Business Deve opment Manage  - Venues
Tak a ve s
Ema l  
Mob e  +6  

 

s 

s 

 

s 

s 

s 

s 

s 

 

s 

 

s 

 

s 

 

 

 

 

s 

s 

s 

 

s 

 

 

s 

 

s 

 

  



 
 

om co nz> 
Sen   a        2 58 pm
To  Aa on Tel o d <aa on el o d@tak naeven s o n >
Sub ect  Re  Coun e  s gned Cont a t
 
Hey Aa on
 
Caught up wi este day and  hey  ea ly want a  hoice o  main   s the e any way at all we can look  nto doing th s?
 
Chee s

  duce
02

z 
 

 
 
 
 
On T e  May 23  2023 at 9 5 AM Aa on Tel o d <aa on el o d@ ak naeven s o nz> w ote

Hi
 
No p oblems  he cheese p a e s a each and hey se ve 0 peop e pe  p a e
 
I  we a e doing pe i  ou s on he ables o  de se  I wou d ugges  enough pla e s o  hal  he dinne  numbe s? So a ound 20?
 
e  me know wha  he hough s a e and I can add his in he sys em  

 
Thanks
 
Nga mihi
 
Aa  Te
Business Development Manage  - Venues
Tak a ve s
Ema l  aa on te o d@tak naevents co nz
Mob e  +6

 

 
 

om > 
Sen     2      7 pm
To  Aa on Tel o d  >
Sub ect  Re  Counte  s gned Cont a t
 
Hey Aa on
 
G e t weeke d th nks - hope you s was  oo
 
Than s  o  le t ng me know  I ll h ve a chat w t
 
Yes de in te y expec ing the e  o be a cha ge  o   he  heese  c n you l t me know what it w ll be?
 
Chee s
 

o   odu e
02

o nz 
 

 
 
 
 
On Mon  M y 22  2023 at 3 10  M Aa on Tel o d < > w ote

 
Hope you had a good weekend
 
So y o  he de ayed espon e   was o  on iday
 

ou a e con ac ed o  3 cou se al e na e d op i  o  dinne
 
I have hea d back o m ou  Execu ive Che  and
 
We don  o e  a choice o  main op ion un o una e y  as pa  o  he sus ainabi i y in ou  ood phi o ophy as i  can c ea e conside ab e was e and sows se vice o  a ge  numbe s
 

s 

 

 

 

s 

 

s 

 

 

 

s 

 

s 

 

s 

 

 

s 



We can do he de se  and cheese p a e s
 
The e wil  be an addi ional cha ge o  he cheese p a e s
 
Thanks
 
Aa on
 
Nga mihi
 
Aa  Te
Bus ne s Development Manage  - Venues
Tak a ve s
Ema l  aa on el o d@tak naevents co nz
Mobi e  +6

 

 
 

om o nz> 
Sent  Thu day  18 May 2023 12 11 pm
To  Aa on T l o d  >
Sub ect  Re  Counte  s gned Cont ct
 
Hey Aa on
 
A e you ab e  o p ovide a b eakdown o  the dinne  o e ing  n ou  cont ac ?
 
We need the  o ow ng so wonde ing i  we cou d have an updated quote 
 
Ent ee
Cho ce o  ma n (not a te n te d op)
Des e t - pe it  ou s on  able o  s m a
Chee e  tat on s at ba k o   oom
 
We w ll a so need to o gan se a  ast ng  What is the p o ess a ound tha ?
 
Chee s

  odu e
02

z 
 

 
 
 
 
On Mon  May 15  2023 at 1 48  M  o nz> w o e

Wonde ul that s g eat - thanks Aa on
 
Chee s

  duce
0

z 
 

 
 
 
 
On Mon  May 15  2023  t 1 44  M Aa on Tel o d <aa on te o d@ akin events co nz> w ote

He
 

es  as long as he noi e evel inside is kep  o a minimum as much as possib e   his should be ine  Eve y hing can be packed on o he good i  and hen oaded s aigh  ou  in he mo ning
 
hanks

 
Nga mihi
 
Aa  Te
Bus ness Development Manage  - Venues
Tak a ve s
Email  aa on el o d@ akinaeven s co nz
Mobi e  +6

 

s 

s 

 

s 

s 
 

 

 

s 

s 

 

s 

s 

 

 



 
 

om o n > 
ent           09 pm
o  Aa on Tel o d <aa on tel o d@t kinae ents co nz>
ubject  Re  Counte   igned Cont act

 
Hey Aa on
 

hanks  o  th s
 
s it po s ble  o  us to do all ou  p ck out  t  he concuss on o  ou  event and move eve yth ng  o  he  oad ng do k  o be s o ed ove n ght  o  a 7am p ck up?

 
Ch e s

  duce
2

z 
 

 
 
 
 
On Wed  May 10  2023 at 10 24 AM Aa on Tel o d <aa on t l o d@ akin events co nz> w ote

Hi 
 
Thanks o  coming down  was nice o mee  you all and I hope he ligh  back was uneven ul!
 

lease see Igo s de ai s be ow-  have ccd him on his email as we l
 

 e s
Senio  AV Coo d na o

ak na Even s
O Box 67    We l ng on 0

Ema l  
Mob e  +64 2
 
Dockway Acce s
Due o local esou ce consen  and CBD loca ion a ic acce s o he akina Doc way is avai ab e om 7am o 10pm dai y no acce s can be g an ed ou side o  hese hou s
lease ake his in o con ide a ion when eviewing you  pack in and pack ou  equi emen s o  you  even

C ien s can access he cen e om 6am o pe o m so  and low noise con e ence se  ups o  p ena y spaces and egis a ion i  equi ed  No e ea ie  acce s may incu  a ee o cove  addi ional s a ing equi ed
Evening even s equi e he cen e o be vaca ed by midnigh
 
I  you need any hing u he  a  his s age o  any o he  ques ions  please e  me now
 
Thjan s
 
Aa on
 
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  
Mob le  +6

 

 
 

om o n > 
Sent   nesday    Ma   23 9 6 am
To  Aa on Tel o d <aa on tel o d@ akin events co nz>
Subject  Re  Counte   igned Cont act
 
Hey Aa on
 
G eat to meet  ou ye te ay adn to see the venue
 
Can you p ease sha e  go s (hope ul y  pel ng  hat  ght) de ai s so we can l nk him up wi h ou  AV team?
 
Also  can  ou p ease con i m the  equi ements o  pack in and out? I th nk someone ment oned  hat th s can only be done be w en 7am - 10 m
 
Chee s

 
  duce

02
z 

 

 
 

s 

 

 

s 

s 

 

s 

s 

 

 

s 

s 

 

 

 



 
 
On Thu  Ap  13  2023 at 4 19  M Aa on Tel o d < a on tel o d@tak naeven s co n > w o e

Easy  ca enda  invi e heading you  way  I wi l al o y o have he even  coo dina o  and AV ech o join us as wel  once hey con i m avai ab i y
 
Nga mihi
 
Aa  Te
Bus ness D vel pment Manage  - V nues
Tak a ve s
Ema l  aa on el o d@ta ina vents co nz
Mo i e  +6  

 

 
 

om o nz> 
Sent           05 pm
To  Aa on Tel o d <aa on t l o d@ ak naevents co nz>
Subje t  Re  Coun e   ign d Cont act
 

e ect  I  you could  ock us  n  o  11am on 9 May
 
Chee s

  duce
02

z 
 

 
 
 
 
On Thu  Ap  13  2023 at 3 51  M Aa on T l o d  aa on tel o @tak naeve ts co n > w o e

Ei he  wi l wo k o  me  we no ma ly y and do he si es a  am i  ha  wil  wo k?
 
Nga mihi
 
Aa  Te
Bus ness Deve opme t Man ge  - Venues
Tak a ve s
Ema l  aa n el o d@t kin even s co nz
M bi e  +6

 

 

s 

s 

 

 

 

s 

 

 



 

om > 
Sent           8 pm
To  Aa on Tel o d  >
Subje t  Re  Coun e  si ned Cont act
 
G eat  we e  ooking at e the  8 o  9 May  Does ei he  day wo k bette   o  you?
 
Chee s

o   oduce
02

 
 

 
 
 
 
On Thu  Ap  13   023 at 9 53 AM Aa on T l o d  > w o e

Any ime be o e he 5 h wi l be ine
 
Nga mihi
 
Aa  Te
Bus ness Deve opm nt Ma age  - Venues
Tak a ve s
Em il  aa on el o d@ ak naeven s o nz
Mobi e  +6

 

 
 

om co nz> 
Sent   sday  13  il  3 9 48 am
To  Aa on Tel o d <aa on el o d@ ak naeven s o nz>
Sub ect  Re  Coun e  s gned Cont act
 
Oh g eat how ex i ing!  ust to double che k  a e the e  ny da es in May  hat we can t come  o  a s te?
 
Chee s

  duce
02

z 
 

 
 
 
 
On Thu  Ap  13  2023 at 9 45 AM Aa on  el o d <aa on tel o d@ta inae ents co nz> w te

es we a e in he p oce s o  moving in o he bui ding
 
A  his s age he only i  ou  a eas e  a e one o  he ki chens and he ca é on he g ound oo  Bo h con e ence oo s a e comp e e
 
Ou  i s  es  even  in mid nex  mon h o no  ong o go!
 
Nga mihi
 
Aa  Te
Bus ness Deve opment M nage  - Venues
Tak a ve s
Email  aa on el o d@ ak naeven s co nz
Mobi e  +
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om > 
Sent    1       42 am
To  Aa on Tel o d  >
Sub ect  Re  Coun e  s gned Cont act
 
Oh  hat s g eat  So is eve yth ng b si al y  ni hed?
 
I l check  n w t and get a  ew da e op ions
 
Chee s

  duce
02

co nz 
 

 
 
 
 
On Thu  Ap   3  2023  t 9 40 AM Aa on Tel o d < > w ote

i
 
Than s o  ouching base  we can do a si e vi i  wheneve  sui s now  Did you ha e a da e p anned a  his s age ha  you may p e e
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Email  aa on el o d@ ak naeven s co z
Mob le  +

 

 
 

om co nz> 
Sen   y        12 55 pm
To  Aa on Tel o d < a on tel o d@tak naeven s co n >
Sub ect  Re  Counte  s gned Cont a t
 
Hey Aa on
 
Hope all  s well
 
ust won e ng when we m ght be able to pop down  o  a s te v si ?

 
Chee s

  du e
02

z 
 

 
 
 
 
On  hu  Ma  30  2023 at 10 13 AM Aa on Tel o d < a on tel o d@tak naeven s co n > w o e

Hi
 
I  is o! So y I didn  even hink abou  ha !
 
Nga mihi
 
Aa  Te
Bus ness Deve opment Manage  - Venues
Tak a ve s
Ema l  aa on tel o d@ ak naeven s co nz
Mob le  +6
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om > 
Sen    3      10 12 am
To  Aa on Te o d  >
Sub ect  Re  Counte  s gned Cont ct
 
Ac ual y  don t wo y about  hat   ust  ea i ed  hat s in the schoo  hol days so wont wo k
 
Chee s

o   odu e
02

 
 

 
 
 
 
On Thu  Ma  30  2 23 at 9 30 A > w o e

Hey Aa on
 
Would it be pos ib e  o p ncil  8 29 but keep ou   u ent da es in pl ce  s we l? Ju t wh le we wa t  o  someone on  h end  o con i m
 
Chee s

o   duce
0

 
 

 
 
 
 
On Thu  Ma  30  2023 at 9 00 AM Aa on  el o d <aa on tel o d@ta inae ents co nz> w o e

ounds  ood   hank !
 
Nga mihi
 
Aa  Te
Bu ine s Dev lopment Manage  - Ven es
T k a ve s
Ema l  
Mob e  +6

 

 

 

s 
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om > 
ent          8 59 am
o  Aa on Tel o d < >
ubject  Re  Counte   igned Cont act

 
Hey A on
 

hanks  o  th t  I l check wi e 28 29 and  ome back to you
 
Ch e s

  duce
2

o nz 
 

 
 
 
 
On Thu  Ma   0  2023  t 8 43 AM Aa on Tel o d < > w ote

Hi
 
So y  missed you  cal  yes e day
 
Un o una e y he 2 s  and 2nd a e no  availab e  The o lowing week 28 h and 29 h wou d be i  ha  he ps a  al ?
 
Nga mihi
 
Aa  Te
B sin ss De elopment Manage  - Ve ues
Tak a ve s
Ema l  aa on t l o d@ta inae ents co nz
Mob e  +6  

 

 
 

om o n > 
Sent   nesday    Ma   023 3 15 pm
To  Aa on Tel o d <aa on tel o d@ akina vents co nz>
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02  

 
 

 
 

 

 

s 

s 
s 

 

 

s 

 

 

 

s 

 

s 

s 



From: Clarisse Le Floch
To:  Aaron Telford
Cc:
Subject: RE:  2023 conference - Social function for Monday, 4 September 2023
Date: Sunday, 18 June 2023 6:36:26 pm
Attachments: image001.png

Kia ora  and lovely to meet you Jenny,
 
From our discussion during the site visit, this is what I had in mind to have each social evening
unique in regards to catering:
 
Sunday – 4 canapes items service
Monday – mix of networking platters and canapes – 4 different items
Tuesday – few antipasto, seafood and cheese platter and the all 6 substantial canapes.
 
All menus can be found here.  Please let me know your thoughts and I can also guide you in
regards to which canapes items for which event if you wanted. Pricing will depends on timings
and how many people we are looking at for each function.
 
I cced Aaron, our account sales manager to confirm any additional venue hire fee linked to
adding Monday 04.09.23 cocktail event at Takina L1 Rongomatane Foyer.
 
Jenny, could you let me know your bill to account and bill to contact details please for this
function and if you do require to organise a PO number.
 
Have a lovely evening,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 

From:  <  
Sent: Friday, June 16, 2023 1:38 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
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From: Clarisse Le Floch
To:  Tara Terry; Aaron Telford
Cc:
Subject: RE:  - 3- 5 September 2023
Date: Monday, 12 June 2023 12:48:12 pm
Attachments: image002.png

image003.png

Brilliant, we can look at solutions for it on Thursday. 
 
I regards to lowering the minimum catering expenditure, the approval lies with your salesperson
contact, @Aaron Telford cced into this. He will be there at Thursday site visit so we can discuss it then
once we have a better idea of the change of format for the dinner.
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:  <  
Sent: Monday, June 12, 2023 11:54 AM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
<Tara.Terry@takinaevents.co.nz>
Cc: Aaron Telford <aaron.telford@takinaevents.co.nz>; 
<
Subject: RE:  - 3- 5 September 2023
 
Hi Clarissa,
Thank you for the suggestions.  We can discuss this when we meet on Thursday.  I agree with you, we
need a more substantial menu for dinner so open to ideas on the menu for the dinner service.  I am
not sure about canapes and platters though if a similar style is served at the Welcome function.   At

 pp we need to consider the menu options.
Regarding the catering for minimum numbers – as this is an international conference being held in NZ,
we are seeing registrations at a slow pace.  We have been advised that the conference attracts
approximately 350 attendees.  Should we find that the numbers are not increasing as expected is
there an opportunity to decrease the attendee numbers? 
 
Coincidentally I have similar thoughts to you on the foyer space for the dinner - I mentioned it to a
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From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Friday, June 9, 2023 1:11 PM
To:  <  Tara Terry <Tara.Terry@takinaevents.co.nz>; John Fernie
<John.Fernie@takinaevents.co.nz>
Cc:  <
Subject: RE:  - 3- 5 September 2023
 
Kia ora 
 
Thank you for your email. 
 
In regards to deposit invoice – perfect, let me know the correct invoice details and I will send the
deposit invoices from there.
 
In regards to recommended preferred external coffee cart suppliers – I attached our list of vendors
document to this email that I think we help a lot.
 
In regards to Tuesday 05.09.23 dinner – the venue hire for it is complimentary indeed.
 
We can go through the details during our site visit next week that sounds perfect.
 
Have a lovely weekend,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:  <  
Sent: Friday, June 9, 2023 6:47 AM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
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<Tara.Terry@takinaevents.co.nz>; John Fernie <John.Fernie@takinaevents.co.nz>
Cc:  <
Subject: Re:  - 3- 5 September 2023
 
Hi Clarissa,
Thank you. I will need to familiarise myself and discuss with the Team about the room re-sets and
requirements now that we have launched the programme yesterday, so this is perfect timing. We can
discuss more when we meet as I am keen for minimum changes to the rooms especially if sessions
run over time then there isn’t a rush. Your suggestions on the best room layout for the Tuesday would
be appreciated. We do have interactive sessions in the programme which have may have specific
requirements. 
 
I see you have noted the conference dinner for Tuesday, 5 September and the room hire is
complimentary - correct? I have to check what the general uptake in the team is about alternate drop
for the dinner main. 
 
Regarding the Coffee cart, are there any preferred suppliers? 
 
We are aware that the deposits are due - need to check on invoice details.
 
 
Thank you and chat later. 
 

 

From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Sent: Thursday, June 8, 2023 5:58 PM
To:  <  Tara Terry <Tara.Terry@takinaevents.co.nz>; John Fernie
<John.Fernie@takinaevents.co.nz>
Cc:  <
Subject: RE:  - 3- 5 September 2023
 
Kia ora 
 
I hope you are doing well. 
 
As you know, I'm now the best person to liaise with until the day of your event where a Floor
Supervisor will be available to assist. I will advise you the contact details of the supervisor closer to
event date.
 
The email below summarise everything we are going to know from you and everything you should
know from us. It is quite a long one, please take your time to go through - I tried to make it readable
as much as possible.
 
Attachment:

Takina Client Venue Guide = This guide is there to provide you with the essential information
you will need to plan and deliver a successful event at Takina
Event order Document  = it is the master document that summarise every details that you
mentioned to me and I confirmed it.
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Finance information and deadlines:
Deposit invoice process (from your signed contract) = Can you please confirm that the below
details are correct for the bill-to account and contact and that you are aware of the schedule
for deposits for this event please. We are currently behind the first two deposit invoice so once
I receive confirmation from you I will send both of them through in separate emails:

 
Deposit invoice number 1 = 25% current estimated total at that time – 
Deposit invoice number 2 = 35% current estimated total = 
Deposit invoice number 3 = 20% current estimated total = I will let you know closer the
payment date
After the invoice – final invoice

 
Can you confirm bill to account is Conferences & Events Ltd please?
Can you confirm bill to contact is Matheson, Janet please?
Do you required any PO numbers to be included?

 
Public Liability insurance = Will you require our  per day public liability insurance or
can you confirm you are meeting the level of public liability Insurance required

?
 

I will require all details to be discussed and confirmed with me 21 working days at the latest
prior event start date. This is by 07.08.23

 
We have until 10 working days prior your event start (21.08.23) to update only the final numbers and
final dietary requirement list (10% from the most up to date number provided on 07.08.23 ).
 
Any further changes within a week prior to the event start date must be discussed first before
confirmation.
 
Dietary requirements:
Please advise of any attendee food allergies or food intolerances to ensure that our chefs can arrange
suitable meals/ingredients as required.
Vegetarian, dairy free and gluten free items are available in our catering menu packs.
Our in-house catering team will do their best to cater for any health and religious related dietary
restrictions but Takina Events do not cater for any lifestyle choices (ex: Keto)
 
Final number:
Your event is currently booked for:
 

o   350 people minimum for cocktail event on Sunday 03.09.23 in Signs of A Nation and Espresso
at Te Papa Museum building, maximum numbers are to be 400 people.

 

o   350 people minimum for tea and coffee on arrival in L1 Rongomatane Foyer (catering and
trade and tea and coffee space)

 

o   350 people minimum for day conference event on 04.09 / 05.09 / 06.09 , maximum numbers
are 380 people

s 9(2)(i)
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o   350 people minimum for dinner event on 05.09  in L1 Rongomatane Plenary Hall, maximum
numbers are 380  people

 
Final numbers should be confirmed to me in the given timeframe above.
 
Signage:
Please advise the official name/ wording of your event for the directional signage from the main
entrance to your function room.
 
Our electronic signage has a limit of 30 characters including spacing for the Event Name and Session
name, and Speaker respectively. Please provide times and locations for sessions.
 
Run sheet
Please see in the Event Order Document attached the draft run sheet based on your signed contract.
 

Just as a reminder – any room reset required 1.5 hour minimum (no table orientation change
time included and no change in table set up)
Any walls change incur additional charges and additional room reset timings on top of the 1.5
hour minimum.

 
Room Layout
 
L1 Rongomatane Foyer = Catering and trade space
 

For 350  people – 3 buffets / 3 tea and coffee stations
Coat racks TBC
Recycling bin
Watercoolers around the room

 
Trade space:

Who is doing the building of the booths please?
If there is any room floor plan created by an external supplier (ie.  please
send me a copy first to see if the plan is feasible before selling or allocating the booths.
If any flood lights is expected to be installed by the external supplier that is building the
booths, please let me know for me to mention it to our Operation Manager.

 
External Coffee cart supplier checklist to be completed by the client and approved by your function
coordinator prior any confirmation with external suppliers (if applicable):
 

The external coffee cart supplier would have to be completely self-sufficient ( Own
barista, own coffee cups, own milk, mat down..) - no fridge or fridge space will be
providing.
All electrical gear must be PAT tested and tagged, and all electrical cords must be taped
down - it is at your responsibility and the external coffee cart supplier.
What are the exact power requirements of the coffee cart? We require to know it prior
any confirmation as well as in indication of where ideally the coffee cart will be located
in the space. A photo of the plug would be fantastic.
What time will it be pack in?
What time will it be pack out?

s 9(2)(a)



Who is external supplier of the coffee cart and who will be the contact on the day?
When the baristas will be onsite? please note it will be at your responsibility to assist
them.

 
L1 Rongomatane Plenary Hall = Plenary space / + Dinner space on Tuesday 05.09.23
 

Set up = banquet style maximum of  38 tables with 10 people per table
Watercoolers around the room
Takina pads & pens available on request
Aaron mentioned to me that you might be looking at having walls out every morning and walls
in for every afternoon = Plenary hall being one big space in the morning and transform it into 3
breakout sessions during lunch break of 1 hour. I can confirm that it is possible to do so if we
do have 1 hour from the moment the last person (client, speakers, and delegates included)
leave Plenary hall 1. I would advise to include your in/out movement of people in the lunch
time so to make it 1.15 hour instead of 1 hour to allow some flexibility.

 
Additional charges for changing both walls in L1 Plenary hall each time will be . For
example, on Tuesday 05.09 if we start the day with walls out then put them in at lunch time

 and removing them for the dinner  again).
 

Important about timing room reset for Tuesday dinner - On Tuesday 05.09.23 for the change
from day conference to dinner, we would need 1.5 hours for room reset if Plenary hall L1 set
up is only in banquet style. If the rooms were to be set up in theatre style the room reset would
be 3 hours. In additional to either the 3 hours room reset or the 1.5 hour room reset, we need
to add 1 hour for our team to remove the walls. To sum up, you are looking at a minimum of
2.5 hour room reset (from the moment the last person (client, speakers, and delegates
included) leave Plenary hall 1) if change of walls but same set up or at 4 hours room reset (from
the moment the last person (client, speakers, and delegates included) leave Plenary hall 1) if
change of walls and change of set up.

 
Please see current floorplan attached – I attached the floorplan where the walls are in to show
you where the tables would be set up even if the walls are out as you are planning to have
walls change.

Additional questions for dinner space:

I have few questions regarding the dinner room set-up:

Shall we set white tablecloths (no additional cost) or black table cloths ( at  each)?
Shall we set white napkins (no additional cost) or black napkins (at  each) ?
Are you going to organise any theming in the venue space or on the tables?
Is the dinner allocated seating?

If it is a free seating dinner, please note that any person with special dietaries needs to
make themselves known to our staff at the very beginning of the dinner to allow them to
be serve at the same time as everybody else and the right catering.
If you are having a free seating dinner but you would like to reserve some tables - please
provide and set-up the reserved signs accordingly.
If it is an allocated dinner please send me the seating plan for our knowledge and please
specify where dietaries will be seated please.

If you are going for beverages on tab or on package, shall we have bottle of wines ready on the
tables for guests arrival time in the dinner venue? If so, please specify which ones and please
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let me know if we shall refill them during the event time at the request of the guests.
 
Meeting room 1A Matiu= Breakout space
 

Set up = Theatre style – maximum of 100 people – no stage and no av desk
Please see current floorplan attached

Meeting room 1B Mokopuna= Breakout space
 

Set up = Theatre style – maximum of 58 people – no stage and no av desk
Please see current floorplan attached

Meeting room 1C Makaro= Breakout space
 

Set up = Theatre style – maximum of 78 people – no stage and no av desk
Please see current floorplan attached

Signs of A Nation + Espresso in Te Papa Museum for Sunday 03.09 evening event
 

Access from 7pm and venue vacated by 9pm
X 1 bar dispense
No bar leaners set up
Espresso furniture (café space) to remain as it is
Coat racks
Drop tables
Please note no beverage or food consumption in the exhibition space of Passports and Mana
Whenua
Please note that the cocktail space can be access at the very earliest from 6.30pm – no set up
required. Access timings can change depending on your final set up requirements
Mana Whenua exhibition charges have been added to the Event Order Document attached
Passport exhibition charges have been added to the Event Order Document attached

 
Catering
All catering is provided exclusively by Takina Events. Any menu change/ request made after the given
deadline mentioned above cannot be guaranteed acceptance. Failure to submit your requirements
will automatically go under our chef's choice.
 
Day catering: You are contracted for our daily menu. Please find all the detailed catering in your Event
Order Document attached.
 
Welcome Function Canapes 4 items 1 hour service in Signs of A Nation and Espresso on 03.09 from
7.30pm to 8.30pm: Canape package A - 4 items for 1 hour canapes service at  per
person. Please choose 4 canapes options from the canapes menu here. Additional items are an extra

 canapé. We recommend a minimum of 6 items for canapé receptions over 120 people.
 
I noted down from your contract that you would also like to add 15 platters – it caters roughly for 150
people (5 Antipasto, 5 cheese, 5 seafood)
 
Pre-dinner canape service in L1 Rongomatane Foyer on 05.09 from 7pm to 8pm (depending on
room reset timings): You are contracted for our pre-dinner canapes package - 3 items for 1 hour
canapes service at  per person. Please choose 3 canapes options from the canapes menu
here. Additional items are an extra per canapé. We recommend a minimum of 6 items for
canapé receptions over 120 people.
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Dinner 3 course set menu: You are contracted for our set plated dinner at  per person.
Please see the set plated dinner menu here and let me know the following:
 

1 entrée option
1 main option
1 dessert option

 
Please let me know if you would like to upgrade your set plated dinner to an alternate main drop at

 per person. If you prefer this option please let me know the following choices:
 

o    1 entrée option

o    2 mains options served on alternate drop

o    1 dessert option
 

Once the floorplan is confirmed, please let me know if there is any VIP tables we should be
serving and clearing first or if there is any particular way you would like service and clearing to
operate (i.e from back to front)?

 
If you are having awards speeches in between entrée, mains and dessert, can we do a discreet
serving/clearing of plates during speeches?

If it is not possible, please add 10 minutes to your schedule for each catering break for our
team to serve and clear the plates. By allowing discreet service and clearing we minimum ask
for entrée service to be 30 minutes, main service 45 minutes and dessert service 30 minutes.

 
Beverages
Please find the current drink menu here.
 
Welcome Function in Signs of A Nation and Espresso on 03.09.23: You are currently contracted for
our Classic Beverage package selection and beverage package 2 hours for  per person
 
Dinner in L1 Rongomatane Plenary Hall  on 05.09.23: You are currently contracted for our Classic
Beverage package selection and beverage package 3 hours for  per person – this include
1 hour pre-dinner drinks service in L1 Rongomatane Foyer.
 
Please note that during the pre-dinner drinks we will serve only the following beverage until you and
your guests head to the dinner space:
 

Alana Wine NW Blanc de Blanc Brut (bubbles)
Orange juice
Heineken

 
Deliveries, pack in and pack out process
 
Please read carefully the Client Venue guide version 1 attached to this email – this is subject to
change during the year as we host more and more events in Takina building. If it does change I will let
you know.
 
The complete list of delivery that should communicate to me by …. at the very latest should include:
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·         From who we are expecting delivery

·         The date we are expecting the delivery – timing if it is a hand delivery

·         The quantity of boxes we should be expecting

·         The size of the boxes + weight (if applicable)

·         The items within the boxes

·         The size and quantity of any miscellaneous items we should be expecting.
 
It is at the client responsibility to gather the information about any deliveries coming in and
communicating it to us. I cannot guarantee that I will be able to fulfil your delivery request after that
due date.
 
I recommend clients to send me information regarding deliveries, pack and pack out (even draft
information) as early as possible for me to book and organise the Dockway calendar correctly as it
does gets busy very quickly as well.
 
Deliveries to Takina can only be organised 48 working day hours prior the event date and needs to be
notify to me before the deadline mentioned below. Please note that pack in and pack out can only
operate from 7am to 10pm. We cannot allowed any pack in and pack out between 10pm and 7am.
 
Please note that any parcels of less 25kg coming in to our Takina Dockway can be moved by our team
from the Dockway to the venue prior the agreed client arrival time. Any parcels above 25kg will be at
your responsibility to go to the Dockway and move it from the Dockway to the venue – which
required a staff member to with you (prior arrangement – prior your deadline date- is required to
make sure we can accommodate it)
 
Takina Events is not responsible for any lost, stolen or damaged items.
 
It is at the client responsibility to ensure that exhibitors have completed the Exhibitors Health and
Safety induction sent in a separate email.
 
Please note it is at the client responsibility to print and set up the dinner menu on the tables as well as
any theming. 
Please note it is at the client responsibility to print and set up any reserved signs as well.
 
External suppliers pack in/pack out
 
Please let me know if we are to expect any external suppliers such as Coffee cart suppliers, Theming
suppliers, Florists suppliers, Photographer/videographer, entertainment, trade displays builders.
 
If any of the above suppliers are expected to come please let me know from what time to what time
on which day to ensure the smooth process of their pack in and pack out.
 
Please note that pack in and pack out can only operate from 7am to 10pm. We cannot allowed any
pack in and pack out between 10pm and 7am.
 
AV requirements:
Our in house team of industry professionals have put together packages to make it easy to choose the



right Audio Visual equipment, and have the expertise to create a customised solution to meet your
needs using their extensive knowledge of our spaces.
Any external AV supplier coming in must be approved by Takina Events and additional charges will
apply
 
Please summarise any AV requirements to @John Fernie, cced in this email.
 
 
This email covered the minimum of information however please let me know if there is anything else
happening or even potentially happening that doesn’t figure in the email below to make sure we can
accommodate it.
 
Have a lovely evening and please let me know if you have any questions,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:  <  
Sent: Tuesday, June 6, 2023 10:20 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
<Tara.Terry@takinaevents.co.nz>; Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc:  <
Subject: RE:  - 3- 5 September 2023
 
Hi Clarisse and Team,
Could you please clarify if there was a venue hire should the conference dinner be held on-site?  The
conference dinner is noted in the contract/proposal but I don’t see the venue charge.  I am assuming
that because the venue is booked for the conference, there is no additional charge for the room for
the dinner. 
 
There have been enquiries for the conference dinner to be held off-site at Parliament however this is
pending.
 
Nga mihi,
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weeks so it will match perfectly to meet you then and go through it together. If you can send me a run
sheet early next week that would be fantastic.
 

For a site visit and catch up the earliest we can do is Thursday 15th of June at 3pm, would that work
for you?
 
Have a lovely evening,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:  <  
Sent: Tuesday, May 30, 2023 5:15 PM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Aaron Telford
<aaron.telford@takinaevents.co.nz>; John Fernie <John.Fernie@takinaevents.co.nz>
Cc:  <
Subject: RE: 
 
Hello Aaron, John, and Clarisse,
 
A day away from the official opening!  What a momentous time for you all.
 
As you may have heard I have recently joined the team and have been put onto this event today .  It
would be great to have a catch-up onsite in the next two weeks just so we are all on the same page. 
 
Clarissa, I would appreciate just going through the venue requirements with you and we should have
a programme next week.
 
As this conference will have cultural elements including special seating arrangements for the
conference it would be good to work through that which will be helpful with our planning.
 
I do understand that it is going to be a busy time for you all so finer details can be sorted out later.
 
Could you advise of suitable dates for the catch-up over the next two weeks I can then confirm a time
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<
Cc: John Fernie <John.Fernie@takinaevents.co.nz>
Subject: RE: 
 
Kia ora 
 
I hope you are doing well. 
 
I will be in contact with you to start gathering the information for your event around 3 months at the
earliest prior your event date. Please let me know if you have any questions in the meantime.
 
Have a lovely evening,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, May 22, 2023 2:49 PM
To:  <
Cc: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; John Fernie
<John.Fernie@takinaevents.co.nz>
Subject: FW: 
 
Kia ora 
 
I hope you had a good weekend.
 
I am pleased to e-introduce you to Clarisse who is the coordinator for your event.
She will be in contact soon to continue planning the event.
 
Clarisse Le Floch
Function Coordinator
Takina Events
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



















From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Friday, June 9, 2023 1:11 PM
To:  <  Tara Terry <Tara.Terry@takinaevents.co.nz>; John Fernie
<John.Fernie@takinaevents.co.nz>
Cc:  <
Subject: RE:  - 3- 5 September 2023
 
Kia ora 
 
Thank you for your email. 
 
In regards to deposit invoice – perfect, let me know the correct invoice details and I will send the
deposit invoices from there.
 
In regards to recommended preferred external coffee cart suppliers – I attached our list of vendors
document to this email that I think we help a lot.
 
In regards to Tuesday 05.09.23 dinner – the venue hire for it is complimentary indeed.
 
We can go through the details during our site visit next week that sounds perfect.
 
Have a lovely weekend,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:  <  
Sent: Friday, June 9, 2023 6:47 AM
To: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; Tara Terry
<Tara.Terry@takinaevents.co.nz>; John Fernie <John.Fernie@takinaevents.co.nz>
Cc:  <
Subject: Re:  - 3- 5 September 2023
 
Hi Clarissa,
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Thank you. I will need to familiarise myself and discuss with the Team about the room re-sets and
requirements now that we have launched the programme yesterday, so this is perfect timing. We can
discuss more when we meet as I am keen for minimum changes to the rooms especially if sessions
run over time then there isn’t a rush. Your suggestions on the best room layout for the Tuesday would
be appreciated. We do have interactive sessions in the programme which have may have specific
requirements. 
 
I see you have noted the conference dinner for Tuesday, 5 September and the room hire is
complimentary - correct? I have to check what the general uptake in the team is about alternate drop
for the dinner main. 
 
Regarding the Coffee cart, are there any preferred suppliers? 
 
We are aware that the deposits are due - need to check on invoice details.
 
 
Thank you and chat later. 
 

 

From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>
Sent: Thursday, June 8, 2023 5:58 PM
To:  <  Tara Terry <Tara.Terry@takinaevents.co.nz>; John Fernie
<John.Fernie@takinaevents.co.nz>
Cc:  <
Subject: RE:  - 3- 5 September 2023
 
Kia ora 
 
I hope you are doing well. 
 
As you know, I'm now the best person to liaise with until the day of your event where a Floor
Supervisor will be available to assist. I will advise you the contact details of the supervisor closer to
event date.
 
The email below summarise everything we are going to know from you and everything you should
know from us. It is quite a long one, please take your time to go through - I tried to make it readable
as much as possible.
 
Attachment:

Takina Client Venue Guide = This guide is there to provide you with the essential information
you will need to plan and deliver a successful event at Takina
Event order Document  = it is the master document that summarise every details that you
mentioned to me and I confirmed it.

 
Finance information and deadlines:

Deposit invoice process (from your signed contract) = Can you please confirm that the below
details are correct for the bill-to account and contact and that you are aware of the schedule
for deposits for this event please. We are currently behind the first two deposit invoice so once
I receive confirmation from you I will send both of them through in separate emails:
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Deposit invoice number 1 = 25% current estimated total at that time – 
Deposit invoice number 2 = 35% current estimated total = 
Deposit invoice number 3 = 20% current estimated total = I will let you know closer the
payment date
After the invoice – final invoice

 
Can you confirm bill to account is Conferences & Events Ltd please?
Can you confirm bill to contact is Matheson, Janet please?
Do you required any PO numbers to be included?

 
Public Liability insurance = Will you require our  per day public liability insurance or
can you confirm you are meeting the level of public liability Insurance required
( )?

 
I will require all details to be discussed and confirmed with me 21 working days at the latest
prior event start date. This is by 07.08.23

 
We have until 10 working days prior your event start (21.08.23) to update only the final numbers and
final dietary requirement list (10% from the most up to date number provided on 07.08.23 ).
 
Any further changes within a week prior to the event start date must be discussed first before
confirmation.
 
Dietary requirements:
Please advise of any attendee food allergies or food intolerances to ensure that our chefs can arrange
suitable meals/ingredients as required.
Vegetarian, dairy free and gluten free items are available in our catering menu packs.
Our in-house catering team will do their best to cater for any health and religious related dietary
restrictions but Takina Events do not cater for any lifestyle choices (ex: Keto)
 
Final number:
Your event is currently booked for:
 

o   350 people minimum for cocktail event on Sunday 03.09.23 in Signs of A Nation and Espresso
at Te Papa Museum building, maximum numbers are to be 400 people.

 

o   350 people minimum for tea and coffee on arrival in L1 Rongomatane Foyer (catering and
trade and tea and coffee space)

 

o   350 people minimum for day conference event on 04.09 / 05.09 / 06.09 , maximum numbers
are 380 people

 

o   350 people minimum for dinner event on 05.09  in L1 Rongomatane Plenary Hall, maximum
numbers are 380  people

 
Final numbers should be confirmed to me in the given timeframe above.
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Signage:
Please advise the official name/ wording of your event for the directional signage from the main
entrance to your function room.
 
Our electronic signage has a limit of 30 characters including spacing for the Event Name and Session
name, and Speaker respectively. Please provide times and locations for sessions.
 
Run sheet
Please see in the Event Order Document attached the draft run sheet based on your signed contract.
 

Just as a reminder – any room reset required 1.5 hour minimum (no table orientation change
time included and no change in table set up)
Any walls change incur additional charges and additional room reset timings on top of the 1.5
hour minimum.

 
Room Layout
 
L1 Rongomatane Foyer = Catering and trade space
 

For 350  people – 3 buffets / 3 tea and coffee stations
Coat racks TBC
Recycling bin
Watercoolers around the room

 
Trade space:

Who is doing the building of the booths please?
If there is any room floor plan created by an external supplier (ie.  please
send me a copy first to see if the plan is feasible before selling or allocating the booths.
If any flood lights is expected to be installed by the external supplier that is building the
booths, please let me know for me to mention it to our Operation Manager.

 
External Coffee cart supplier checklist to be completed by the client and approved by your function
coordinator prior any confirmation with external suppliers (if applicable):
 

The external coffee cart supplier would have to be completely self-sufficient ( Own
barista, own coffee cups, own milk, mat down..) - no fridge or fridge space will be
providing.
All electrical gear must be PAT tested and tagged, and all electrical cords must be taped
down - it is at your responsibility and the external coffee cart supplier.
What are the exact power requirements of the coffee cart? We require to know it prior
any confirmation as well as in indication of where ideally the coffee cart will be located
in the space. A photo of the plug would be fantastic.
What time will it be pack in?
What time will it be pack out?
Who is external supplier of the coffee cart and who will be the contact on the day?
When the baristas will be onsite? please note it will be at your responsibility to assist
them.

 
L1 Rongomatane Plenary Hall = Plenary space / + Dinner space on Tuesday 05.09.23
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Set up = banquet style maximum of  38 tables with 10 people per table
Watercoolers around the room
Takina pads & pens available on request
Aaron mentioned to me that you might be looking at having walls out every morning and walls
in for every afternoon = Plenary hall being one big space in the morning and transform it into 3
breakout sessions during lunch break of 1 hour. I can confirm that it is possible to do so if we
do have 1 hour from the moment the last person (client, speakers, and delegates included)
leave Plenary hall 1. I would advise to include your in/out movement of people in the lunch
time so to make it 1.15 hour instead of 1 hour to allow some flexibility.

 
Additional charges for changing both walls in L1 Plenary hall each time will be  For
example, on Tuesday 05.09 if we start the day with walls out then put them in at lunch time

) and removing them for the dinner  again).
 

Important about timing room reset for Tuesday dinner - On Tuesday 05.09.23 for the change
from day conference to dinner, we would need 1.5 hours for room reset if Plenary hall L1 set
up is only in banquet style. If the rooms were to be set up in theatre style the room reset would
be 3 hours. In additional to either the 3 hours room reset or the 1.5 hour room reset, we need
to add 1 hour for our team to remove the walls. To sum up, you are looking at a minimum of
2.5 hour room reset (from the moment the last person (client, speakers, and delegates
included) leave Plenary hall 1) if change of walls but same set up or at 4 hours room reset (from
the moment the last person (client, speakers, and delegates included) leave Plenary hall 1) if
change of walls and change of set up.

 
Please see current floorplan attached – I attached the floorplan where the walls are in to show
you where the tables would be set up even if the walls are out as you are planning to have
walls change.

Additional questions for dinner space:

I have few questions regarding the dinner room set-up:

Shall we set white tablecloths (no additional cost) or black table cloths ( at  each)?
Shall we set white napkins (no additional cost) or black napkins (at  each) ?
Are you going to organise any theming in the venue space or on the tables?
Is the dinner allocated seating?

If it is a free seating dinner, please note that any person with special dietaries needs to
make themselves known to our staff at the very beginning of the dinner to allow them to
be serve at the same time as everybody else and the right catering.
If you are having a free seating dinner but you would like to reserve some tables - please
provide and set-up the reserved signs accordingly.
If it is an allocated dinner please send me the seating plan for our knowledge and please
specify where dietaries will be seated please.

If you are going for beverages on tab or on package, shall we have bottle of wines ready on the
tables for guests arrival time in the dinner venue? If so, please specify which ones and please
let me know if we shall refill them during the event time at the request of the guests.

 
Meeting room 1A Matiu= Breakout space
 

Set up = Theatre style – maximum of 100 people – no stage and no av desk
Please see current floorplan attached
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Meeting room 1B Mokopuna= Breakout space
 

Set up = Theatre style – maximum of 58 people – no stage and no av desk
Please see current floorplan attached

Meeting room 1C Makaro= Breakout space
 

Set up = Theatre style – maximum of 78 people – no stage and no av desk
Please see current floorplan attached

Signs of A Nation + Espresso in Te Papa Museum for Sunday 03.09 evening event
 

Access from 7pm and venue vacated by 9pm
X 1 bar dispense
No bar leaners set up
Espresso furniture (café space) to remain as it is
Coat racks
Drop tables
Please note no beverage or food consumption in the exhibition space of Passports and Mana
Whenua
Please note that the cocktail space can be access at the very earliest from 6.30pm – no set up
required. Access timings can change depending on your final set up requirements
Mana Whenua exhibition charges have been added to the Event Order Document attached
Passport exhibition charges have been added to the Event Order Document attached

 
Catering
All catering is provided exclusively by Takina Events. Any menu change/ request made after the given
deadline mentioned above cannot be guaranteed acceptance. Failure to submit your requirements
will automatically go under our chef's choice.
 
Day catering: You are contracted for our daily menu. Please find all the detailed catering in your Event
Order Document attached.
 
Welcome Function Canapes 4 items 1 hour service in Signs of A Nation and Espresso on 03.09 from
7.30pm to 8.30pm: Canape package A - 4 items for 1 hour canapes service at  per
person. Please choose 4 canapes options from the canapes menu here. Additional items are an extra

 canapé. We recommend a minimum of 6 items for canapé receptions over 120 people.
 
I noted down from your contract that you would also like to add 15 platters – it caters roughly for 150
people (5 Antipasto, 5 cheese, 5 seafood)
 
Pre-dinner canape service in L1 Rongomatane Foyer on 05.09 from 7pm to 8pm (depending on
room reset timings): You are contracted for our pre-dinner canapes package - 3 items for 1 hour
canapes service at  per person. Please choose 3 canapes options from the canapes menu
here. Additional items are an extra per canapé. We recommend a minimum of 6 items for
canapé receptions over 120 people.
 
Dinner 3 course set menu: You are contracted for our set plated dinner at  person.
Please see the set plated dinner menu here and let me know the following:
 

1 entrée option
1 main option
1 dessert option
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Please let me know if you would like to upgrade your set plated dinner to an alternate main drop at

 per person. If you prefer this option please let me know the following choices:
 

o   1 entrée option

o   2 mains options served on alternate drop

o   1 dessert option
 

Once the floorplan is confirmed, please let me know if there is any VIP tables we should be
serving and clearing first or if there is any particular way you would like service and clearing to
operate (i.e from back to front)?

 
If you are having awards speeches in between entrée, mains and dessert, can we do a discreet
serving/clearing of plates during speeches?

If it is not possible, please add 10 minutes to your schedule for each catering break for our
team to serve and clear the plates. By allowing discreet service and clearing we minimum ask
for entrée service to be 30 minutes, main service 45 minutes and dessert service 30 minutes.

 
Beverages
Please find the current drink menu here.
 
Welcome Function in Signs of A Nation and Espresso on 03.09.23: You are currently contracted for
our Classic Beverage package selection and beverage package 2 hours for  per person
 
Dinner in L1 Rongomatane Plenary Hall  on 05.09.23: You are currently contracted for our Classic
Beverage package selection and beverage package 3 hours for  per person – this include
1 hour pre-dinner drinks service in L1 Rongomatane Foyer.
 
Please note that during the pre-dinner drinks we will serve only the following beverage until you and
your guests head to the dinner space:
 

Alana Wine NW Blanc de Blanc Brut (bubbles)
Orange juice
Heineken

 
Deliveries, pack in and pack out process
 
Please read carefully the Client Venue guide version 1 attached to this email – this is subject to
change during the year as we host more and more events in Takina building. If it does change I will let
you know.
 
The complete list of delivery that should communicate to me by …. at the very latest should include:

·       From who we are expecting delivery

·       The date we are expecting the delivery – timing if it is a hand delivery

·       The quantity of boxes we should be expecting
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·       The size of the boxes + weight (if applicable)

·       The items within the boxes

·       The size and quantity of any miscellaneous items we should be expecting.
 
It is at the client responsibility to gather the information about any deliveries coming in and
communicating it to us. I cannot guarantee that I will be able to fulfil your delivery request after that
due date.
 
I recommend clients to send me information regarding deliveries, pack and pack out (even draft
information) as early as possible for me to book and organise the Dockway calendar correctly as it
does gets busy very quickly as well.
 
Deliveries to Takina can only be organised 48 working day hours prior the event date and needs to be
notify to me before the deadline mentioned below. Please note that pack in and pack out can only
operate from 7am to 10pm. We cannot allowed any pack in and pack out between 10pm and 7am.
 
Please note that any parcels of less 25kg coming in to our Takina Dockway can be moved by our team
from the Dockway to the venue prior the agreed client arrival time. Any parcels above 25kg will be at
your responsibility to go to the Dockway and move it from the Dockway to the venue – which
required a staff member to with you (prior arrangement – prior your deadline date- is required to
make sure we can accommodate it)
 
Takina Events is not responsible for any lost, stolen or damaged items.
 
It is at the client responsibility to ensure that exhibitors have completed the Exhibitors Health and
Safety induction sent in a separate email.
 
Please note it is at the client responsibility to print and set up the dinner menu on the tables as well as
any theming. 
Please note it is at the client responsibility to print and set up any reserved signs as well.
 
External suppliers pack in/pack out
 
Please let me know if we are to expect any external suppliers such as Coffee cart suppliers, Theming
suppliers, Florists suppliers, Photographer/videographer, entertainment, trade displays builders.
 
If any of the above suppliers are expected to come please let me know from what time to what time
on which day to ensure the smooth process of their pack in and pack out.
 
Please note that pack in and pack out can only operate from 7am to 10pm. We cannot allowed any
pack in and pack out between 10pm and 7am.
 
AV requirements:
Our in house team of industry professionals have put together packages to make it easy to choose the
right Audio Visual equipment, and have the expertise to create a customised solution to meet your
needs using their extensive knowledge of our spaces.
Any external AV supplier coming in must be approved by Takina Events and additional charges will
apply
 
Please summarise any AV requirements to @John Fernie, cced in this email.







Conference Manager
Conferences & Events Ltd          
Level 4, 187 Willis Street, PO Box 24078, Manners Street, Wellington 6011
Tel: +64 04 384 1511 | Mobile: +64 21 633351
Email  Website: http://www

  Like our page on Facebook

 
 
 

From: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz> 
Sent: Friday, June 2, 2023 1:12 PM
To:  <
Cc: Tara Terry <Tara.Terry@takinaevents.co.nz>
Subject: RE:  - 3- 5 September 2023
 
Kia ora 
 
Indeed we are 
 
I will be working on a summary emails for you and organise deposit invoice hopefully next week and if
not the week after by the latest to get everything rolling.
 
We open our Takina building this week and we are just catching up on emails at the moment.
 
Thank you for your patience,
 
Have a lovely weekend,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From:  <  
Sent: Wednesday, May 31, 2023 12:00 PM
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Have a lovely evening,
 
Nga mihi nui,
 
Clarisse Le Floch
Function Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

 
 
 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, May 22, 2023 2:49 PM
To:  <
Cc: Clarisse Le Floch <Clarisse.LeFloch@takinaevents.co.nz>; John Fernie
<John.Fernie@takinaevents.co.nz>
Subject: FW: 
 
Kia ora 
 
I hope you had a good weekend.
 
I am pleased to e-introduce you to Clarisse who is the coordinator for your event.
She will be in contact soon to continue planning the event.
 
Clarisse Le Floch
Function Coordinator
Takina Events
Email: clarisse.lefloch@takinaevents.co.nz
Mobile: +64 
 
Clarisse will now be your main point of contact for the 

 , if you can now, please channel all communication to Clarisse and she
can liaise with myself if required moving forward.
 
John Fernie ccd in this email is one of our Senior AV Coordinators and he will be your
contact for all things AV!
 
Thank you and have a good week ahead.
 
 
Nga mihi,
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Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To: Barnes, 
Cc: Aaron Telford
Subject: Takina Events for  2023 - 03/09/23 to 06/09/23 - Quotation
Date: Friday, 12 August 2022 1:21:32 pm
Attachments:  2023.pdf

Kia ora  

Thank you for your  interest in Takina Events, we would love to welcome 
 2023 to our spaces.

I am pleased to confirm availability on your requested date and have tentatively pencilled you in.

When another client requests the space(s) on the same date, I will reach out to ensure you’re
still interested. If so, we require a signed contract to confirm your booking.

Please find attached a quotation for review. Click on provided hyperlinks if you want to find
more information directly on our website (eg. menus, photos...).

The offer is valid until 12/10/22. After this, we reserve the right to cancel the offer and to release
the spaces to another client if we haven't heard back from you.

Feel free to call me if you have any questions, or would like to organise a famil of the spaces.

We look forward to working with your team.

Nga mihi, 

Aaron Telford

Business Development Manager - Venues

Takina Events

PO Box 467 ¦55 Cable Street, Wellington 6011

Email: aaron.telford@takinaevents.co.nz
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From:
To: Aaron Telford
Subject: RE: Event rescheduled- email confirmation
Date: Wednesday, 14 February 2024 8:52:26 am
Attachments: image001.png

image002.png

Thanks Aaron for being so accommodating with the change of date, have a good day.
 
 
Nga Mihi ǀ Kind Regards
 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, February 14, 2024 8:33 AM
To:  <
Subject: RE: Event rescheduled- email confirmation
 
Hi,
 
No we just acknowledge as below. 
 
Aaron Telford
Senior Account Manager- Venues
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
 
 
 
From:  <  
Sent: Wednesday, February 14, 2024 8:32 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Event rescheduled- email confirmation
 
Thanks Aaron, we don’t need an amended contract?  
 
 
Nga Mihi ǀ Kind Regards
 

  Te Ati

s 9(2)(a)
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s 9(2)(a)

s 9(2)(a)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, February 8, 2024 12:53 PM
To:  <
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Hey!
 
How are you?
 
How is the decision making going with the new proposed dates?
 
I have another client looking for dates in November. 
 
Aaron Telford
Senior Account Manager- Venues
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
 
 
 
From:  <  
Sent: Friday, February 2, 2024 11:29 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
If we were to go ahead with the Tuesday one the Monday late afternoon could we pack in?
 
 
Nga Mihi ǀ Kind Regards
 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 2, 2024 9:41 AM
To:  <
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Sorry yes, they can do:

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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s 9(2)(a)
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s 9(2)(a)



 
Monday 25th and Tuesday 26th OR Tuesday 26th and Wednesday 27th
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 
 
 
 
From:  <  
Sent: Friday, February 2, 2024 9:38 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Soo checking the calendar it Tuesday 26 or Wednesday 27 November? You mentioned below
Monday and Tuesday?
 
 
Nga Mihi ǀ Kind Regards
 

 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

s 9(2)(a)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 2, 2024 9:36 AM
To:  <
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Yes, they are. 
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 
 
 
 
From:  <  
Sent: Friday, February 2, 2024 9:35 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: Victoria Drinnan <Victoria.Drinnan@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Thanks Aaron, are both those dates completely free?
 
 

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)



Nga Mihi ǀ Kind Regards
 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 2, 2024 9:33 AM
To:  <
Cc: Victoria Drinnan <Victoria.Drinnan@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Hi 
 
No problem.
 
I have Monday 26th and Tuesday 27th November, and that would be all.
 
Being the last dates available, they will need to decide asap, and I can’t hold
the space for them and risk not selling it.
 
Hope this helps.
 
Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:  <  
Sent: Friday, February 2, 2024 9:25 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Sorry Aaron,  was meant to be Wednesday, 12 June
 
 
Nga Mihi ǀ Kind Regards
 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 2, 2024 9:23 AM
To:  <
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Hi 
 

s 9(2)(a)

s 9(2)(a)
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Thanks- what event is this for?
 

 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 
 
 
 
From:  <  
Sent: Friday, February 2, 2024 9:21 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: Victoria Drinnan <Victoria.Drinnan@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Kia ora Aaron,
 
Hope you are having a good week, I am really sorry to have to do this it is actually out of my
hands the committee chair has requested we move this event to the end of the year, given that
it is public service they are apprehensive to hold events with the new government when soo
many jobs are being cut but think the end of year might have a better outlook for what is to
come. We obviously understand where they are coming from but did let them know this was
basically the last free date available for 2024 at Takina.
 
If you can advise if there has been any change and if there is potentially a day free that you have
in November or early December?

s 9(2)(a)

s 9(2)(a) s 9(2)(a)



You don't often get email from victoria.drinnan@takinaevents.co nz. Learn why this is important

 
Again, very sorry for the inconvenience, this is not something we ever like to do post signing
contract.
 
Nga Mihi ǀ Kind Regards
 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

 
 

From: Victoria Drinnan <Victoria.Drinnan@takinaevents.co.nz> 
Sent: Tuesday, January 30, 2024 11:04 AM
To:  <
Subject: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 

Kia ora  

Please see attached your 25% Deposit Invoice (1#) based on the current minimum charges on the
signed contract for your action.

If you would like to pay by credit card, please email Finance@tepapa.govt.nz to arrange a time to
process your credit card details. 



Kind Regards,

 

Victoria Drinnan
Functions Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: Victoria.Drinnan@takinaevents.co.nz
Mobile: +64 
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From:
To: Aaron Telford
Subject: RE: 2024 - One day summit
Date: Wednesday, 6 September 2023 11:34:15 am
Attachments: image001.png

image002.png
image003.png

Hi Aaron,
 
Preference is Wednesday or Thursday, around 400/500 (it is government work so could depend
on what happens with the election). Normal catering morning tea, lunch and afternoon tea.
Potentially hour/half hour wrap up function with nibbles and a cash bar but again that would be
decided in the new year.
 
Nga Mihi ǀ Kind Regards

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, September 6, 2023 11:28 AM
To:  <
Subject: RE: 2024 - One day summit
 
Hi 
 
Thanks for the below, just a couple of questions.

What are expected the delegate numbers?
Does the client have a preferred day of the week for the event?
Are there any social events? Ie welcome function?
Straight full day catering?
 
Thanks
 
Aaron
 
Nga mihi,
 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 s 9(2)(a)

s 9(2)(a)

s 9(2)(a)
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From:  <  
Sent: Wednesday, September 6, 2023 10:25 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: 2024 - One day summit
 
Kia ora Aaron,
 
Me again, I am enquiring about a one-day event either in June or July in 2024. We typically only
need a few hours to pack in the day prior the summit requires the following requirements.
 

1x plenary space
3x breakout spaces
Registration area
Speaker prep room (depending on AV set up)
Event team room

 
Let me know if you have any queries.
 
Nga Mihi ǀ Kind Regards
 

 

p:   m: 
a:
e:   w: www.
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From:
To: Aaron Telford
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
Date: Friday, 2 February 2024 9:38:37 am
Attachments: image001.png

image002.png

Cool I am on leave on Monday, back Wednesday is that ok?
 
 
Nga Mihi ǀ Kind Regards
 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 2, 2024 9:38 AM
To:  <
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Sounds great, thank you! I’m on a half day so will be finishing at one- so if you
don’t hear back until Monday that’s why! 
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:  <  
Sent: Friday, February 2, 2024 9:37 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Cool I will hopefully have an answer for you by COB?
 
 
Nga Mihi ǀ Kind Regards
 

 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 2, 2024 9:36 AM
To:  <
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Yes, they are. 
 

s 9(2)(a)
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 2, 2024 9:33 AM
To:  <
Cc: Victoria Drinnan <Victoria.Drinnan@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Hi 
 
No problem.
 
I have Monday 26th and Tuesday 27th November, and that would be all.
 
Being the last dates available, they will need to decide asap, and I can’t hold
the space for them and risk not selling it.
 
Hope this helps.
 
Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
 
 
 
 
From:  <  
Sent: Friday, February 2, 2024 9:25 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
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Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Sorry Aaron,  was meant to be Wednesday, 12 June
 
 
Nga Mihi ǀ Kind Regards
 

  Te Ati
Awa

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, February 2, 2024 9:23 AM
To:  <
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Hi 
 
Thanks- what event is this for?
 

 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:  <  
Sent: Friday, February 2, 2024 9:21 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Cc: Victoria Drinnan <Victoria.Drinnan@takinaevents.co.nz>
Subject: RE: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 
Kia ora Aaron,
 
Hope you are having a good week, I am really sorry to have to do this it is actually out of my
hands the committee chair has requested we move this event to the end of the year, given that
it is public service they are apprehensive to hold events with the new government when soo
many jobs are being cut but think the end of year might have a better outlook for what is to
come. We obviously understand where they are coming from but did let them know this was
basically the last free date available for 2024 at Takina.
 
If you can advise if there has been any change and if there is potentially a day free that you have
in November or early December?
 
Again, very sorry for the inconvenience, this is not something we ever like to do post signing
contract.
 
Nga Mihi ǀ Kind Regards
 

  Te Ati
Awa

p:   m: 
a:
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You don't often get email from victoria.drinnan@takinaevents.co nz. Learn why this is important

e:   w: www.

 
 

From: Victoria Drinnan <Victoria.Drinnan@takinaevents.co.nz> 
Sent: Tuesday, January 30, 2024 11:04 AM
To:  <
Subject: 56898, 10000076, 23806, 10344.25 - Payment Plan Invoice - Takina
 

Kia ora  

Please see attached your 25% Deposit Invoice (1#) based on the current minimum charges on the
signed contract for your action.

If you would like to pay by credit card, please email Finance@tepapa.govt.nz to arrange a time to
process your credit card details. 



Kind Regards,

 

Victoria Drinnan
Functions Coordinator
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: Victoria.Drinnan@takinaevents.co.nz
Mobile: +64 
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Subject: RE: 
 
Likely, 2 hours 30 min
 
 
Nga Mihi ǀ Kind Regards
 

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, December 19, 2023 8:29 AM
To:  <
Subject: RE: 
 
Sorry we did to, I’m getting mixed up! Haha- end of year brain!
 
How many hours do you want to do?
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
** Please note our office is closed for the summer break from 12pm Friday 22nd December until the 8th of January
2024.
 
 

 
From:  <  
Sent: Tuesday, December 19, 2023 8:26 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 
 
Hi Aaron,
 
I think we previously spoke about after 6pm and it being  per hour?
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Nga Mihi ǀ Kind Regards
 

 

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, December 18, 2023 4:03 PM
To:  <
Subject: RE: 
 
Hey,
 
Sorry I missed you as well!
 
That’s all fine- the coordinator will finalise timings for you when they start to work on the event. I
can add the 11th pack in for you the rate would be  for access from 2pm.
 
Thanks
 
Aaron
 
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
From:  <  
Sent: Monday, December 18, 2023 3:53 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 
 
Hi Aaron,
 
Sorry I missed you today, I got pulled into a meeting since I am in the office, this looks good except for the timings for

pack in and packout we may need to be there on the 12th around 7am and then until 6pm pack out? Also are we all

good with what we discussed about the pack in on the 11th we would likely just need a few hours to set up if that is ok
the late afternoon prior?
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Nga Mihi ǀ Kind Regards

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Saturday, December 16, 2023 2:18 PM
To:  <
Subject: FW: 
 
Hi!
 
Just following up on this contract return….
 
Was it all okay to proceed? I’m on leave from Tuesday afternoon,  so ideally would like to have it
locked away before I go on leave. 
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 

 
From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Monday, November 13, 2023 4:14 PM
To:  <
Subject: RE: 
 
 
Kia ora 
 
Thank you for selecting Takina events for your conference  to be
held at Takina in 2024
 
Please see attached the tailored contract for your event.
 
If you can please review the document, and note the payment plan and also indicate if you will
require the Public Liability cover or not.
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From:  <  
Sent: Thursday, September 7, 2023 4:10 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 2024 - One day summit
 
Hi Aaron,
 
Are we able to pencil book this in, the date is perfect. Just noting we would need a few hours the
day prior to pack in too?
 
Nga Mihi ǀ Kind Regards
 

 

p:   m: 
a:
e:   w: www.

 
 

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, September 7, 2023 12:58 PM
To:  <
Subject: RE: 2024 - One day summit
 
Kia ora 
 
Thank you again for interest in Takina to host your clients event.
 
Please see attached the proposal for your clients event.
 
I have quoted your event into Tawhirimatea located on  L2 of the centre and this will be the
best fit for your numbers for the plenary space and breakouts as well.
 
I have also included in the proposal the Lounge on the mezzanine floor for the speaker prep,
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along with the complimentary organisers office for the team room.
 
Catering is our Full day option and consists or Morning Tea, Buffet lunch and Afternoon Tea. 
There are links to the menus in the attached document, if you wanted to add a post
conference networking event - there are options for this as well.
 
Please remember that AV is included in the Venue Hire-I have attached the currrent
document to this email and you will be looking at Level 2- Tawhirimatea sections A &G, note
staging and wash lighting is an additional cost.
 
I have quoted on the Thursday 12th of June, which is the best fit currently, and we can look
at other dates as well, if the one day fits the calendar
 
If you have any questions for your event proposal, please don’t hesitate to contact me.
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
From:  <  
Sent: Wednesday, September 6, 2023 11:34 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 2024 - One day summit
 
Hi Aaron,
 
Preference is Wednesday or Thursday, around 400/500 (it is government work so could depend
on what happens with the election). Normal catering morning tea, lunch and afternoon tea.
Potentially hour/half hour wrap up function with nibbles and a cash bar but again that would be
decided in the new year.
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, September 6, 2023 11:28 AM
To:  <
Subject: RE: 2024 - One day summit
 
Hi 
 
Thanks for the below, just a couple of questions.
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What are expected the delegate numbers?
Does the client have a preferred day of the week for the event?
Are there any social events? Ie welcome function?
Straight full day catering?
 
Thanks
 
Aaron
 
Nga mihi,
 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
From:  <  
Sent: Wednesday, September 6, 2023 10:25 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: 2024 - One day summit
 
Kia ora Aaron,
 
Me again, I am enquiring about a one-day event either in June or July in 2024. We typically only
need a few hours to pack in the day prior the summit requires the following requirements.
 

1x plenary space
3x breakout spaces
Registration area
Speaker prep room (depending on AV set up)
Event team room

 
Let me know if you have any queries.
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Nga Mihi ǀ Kind Regards
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From: Aaron Telford
To:
Cc: Victoria Drinnan
Subject:
Date: Friday, 26 January 2024 9:48:00 am

Kia ora 
 
I hope you are well and have had a good week!
 
I am pleased to introduce you to Tori who will be the coordinator for your event

 
Tori will be in touch soon to introduce herself and organise deposit payments
and start to work through the final details for your event.
 
Toris details are below:
 
Victoria Drinnan
Functions Coordinator
Takina Events
PO Box 467 │55 Cable Street, Wellington 6011
Email: Victoria.Drinnan@takinaevents.co.nz
Mobile: +64 021 
 
Have a great weekend and chat soon!
 
 
 
Aaron Telford
Senior Account Manager
 
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From:
To: Aaron Telford
Subject: RE: 
Date: Thursday, 16 November 2023 11:31:17 am
Attachments: image002.png
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Hi Aaron,
 
Cool and so for plenary what numbers can be held in that space?
 
The space is allocated for plenary in 2/3 and then 2x breakouts pre-set.
 
 
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, November 16, 2023 11:20 AM
To:  <
Subject: RE: 
 
Hi 
 
The space is allocated for plenary in 2/3 and then 2x breakouts pre-set.
 
For the catering, based on 2024 pricing it is actually the same price to slit the catering out but you would
get less food items, sot he daily catering menu is better value with 2 x food items at MT and AT.
 
We can remove the tea and coffee on arrival if you want to reduce costs.
 
Please let me know.
 
Thanks
 
Aaron
 
Aaron Telford
Senior Account Manager
 
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
 
From:  <  
Sent: Thursday, November 16, 2023 9:56 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 
 
Kia ora Aaron,
 
I just wanted to check a couple of things the Tawhirimatea plenary will this be also the breakout spaces and just changed at the
break sessions? We may not require the green room anymore either. Regarding catering would we please be able to look into
reducing this similar to what we had for our preconference workshop on Monday, 16 October? It was just one option for morning
tea and afternoon tea and then a smaller lunch?
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From:
To: Aaron Telford
Subject: RE: 2024 - One day summit
Date: Friday, 8 September 2023 12:13:28 pm
Attachments: image001.png
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That’s all good 
 
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, September 8, 2023 12:03 PM
To:  <
Subject: RE: 2024 - One day summit
 
Hi again,
 
So the space isn’t booked the day before at the moment. So I will block it in the
evening from 6pm for now to allow for your pack in the cost will be 
per hour for a minimum of 2 hours for this.
 
Let me know your thoughts.
 
Nga mihi,
 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:  <  
Sent: Friday, September 8, 2023 11:39 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 2024 - One day summit
 
Hi Aaron,
 
I would need to check with Mel, it is a precaution we have everything set up the night before in
case there are any registration tech issues or anything. Especially as there are always early
attendees and looks a bit unorganised to be setting up.
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Friday, September 8, 2023 11:36 AM
To:  <
Subject: RE: 2024 - One day summit
 
Okay, if you had 7am access on the day would that work? That way we don’t
have to charge extra for this…
 
Nga mihi,
 
Aaron Telford
Senior Account Manager
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space and provide a price for this as well for you.
 
Thanks
 
Aaron
 
Nga mihi,
 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 

 
From:  <  
Sent: Thursday, September 7, 2023 4:10 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 2024 - One day summit
 
Hi Aaron,
 
Are we able to pencil book this in, the date is perfect. Just noting we would need a few hours the
day prior to pack in too?
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, September 7, 2023 12:58 PM
To:  <
Subject: RE: 2024 - One day summit
 
Kia ora 
 
Thank you again for interest in Takina to host your clients event.
 
Please see attached the proposal for your clients event.
 
I have quoted your event into Tawhirimatea located on  L2 of the centre and this will be the
best fit for your numbers for the plenary space and breakouts as well.
 
I have also included in the proposal the Lounge on the mezzanine floor for the speaker prep,
along with the complimentary organisers office for the team room.
 
Catering is our Full day option and consists or Morning Tea, Buffet lunch and Afternoon Tea. 
There are links to the menus in the attached document, if you wanted to add a post
conference networking event - there are options for this as well.
 
Please remember that AV is included in the Venue Hire-I have attached the currrent
document to this email and you will be looking at Level 2- Tawhirimatea sections A &G, note
staging and wash lighting is an additional cost.
 
I have quoted on the Thursday 12th of June, which is the best fit currently, and we can look
at other dates as well, if the one day fits the calendar
 
If you have any questions for your event proposal, please don’t hesitate to contact me.
 
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
 
From:  <  
Sent: Wednesday, September 6, 2023 11:34 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: 2024 - One day summit
 
Hi Aaron,
 
Preference is Wednesday or Thursday, around 400/500 (it is government work so could depend
on what happens with the election). Normal catering morning tea, lunch and afternoon tea.
Potentially hour/half hour wrap up function with nibbles and a cash bar but again that would be
decided in the new year.
 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, September 6, 2023 11:28 AM
To:  <
Subject: RE: 2024 - One day summit
 
Hi 
 
Thanks for the below, just a couple of questions.

What are expected the delegate numbers?
Does the client have a preferred day of the week for the event?
Are there any social events? Ie welcome function?
Straight full day catering?
 
Thanks
 
Aaron
 
Nga mihi,
 
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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From:  <  
Sent: Wednesday, September 6, 2023 10:25 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: 2024 - One day summit
 
Kia ora Aaron,
 
Me again, I am enquiring about a one-day event either in June or July in 2024. We typically only
need a few hours to pack in the day prior the summit requires the following requirements.
 

1x plenary space
3x breakout spaces
Registration area
Speaker prep room (depending on AV set up)
Event team room

 
Let me know if you have any queries.
 
Nga Mihi ǀ Kind Regards
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From:
To: Elena Ford; Aaron Telford
Subject: Re: Access to Takina tomorrow
Date: Wednesday, 16 August 2023 7:54:54 am
Attachments: image007.png

image009.png
image010.png

Thanks Elena!

Get Outlook for Android

From: Elena Ford <Elena.Ford@takinaevents.co.nz>
Sent: Wednesday, August 16, 2023 7:39:28 AM
To:  <  Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Access to Takina tomorrow
Hi 
That will be fine. I will wait for you in the main entrance to Takina on Cable Street.
Kind regards,
Elena
Elena Ford
Venues Sales Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: elena.ford@takinaevents.co.nz
Mobile: +64 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

From:  <  
Sent: Wednesday, August 16, 2023 7:36 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>; Elena Ford <Elena.Ford@takinaevents.co.nz>
Subject: Re: Access to Takina tomorrow
Hi Elena. I have heard back from client who cannot do 11 unfortunately. Could we please come at
2.30 today instead?
Thanks!!

Get Outlook for Android
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From: Aaron Telford <aaron.telford@takinaevents.co.nz>
Sent: Tuesday, August 15, 2023 2:45:14 PM
To:  <
Subject: RE: Access to Takina tomorrow
Sure, no problem. I will let Elena know.
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Tuesday, August 15, 2023 2:40 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE: Access to Takina tomorrow
Thanks Aaron
I have not been able to confirm with the client yet but hope to by the end of the day. Could you
please hold this time?

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, August 15, 2023 11:47 AM
To:  <
Subject: RE: Access to Takina tomorrow
Kia ora 
Thanks for reaching out.
I am leave form tomorrow, however Elena is available to show yourself and the client
through L1. There is a conference taking place and 11am will be the best time as
they will be back in session then.
Please let me know of this is suitable and I will organise a calendar invitation for you.
Thanks
Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
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The quote is for two days conference and includes day catering, please see
links in the document for additional menus for any social functions or dinner as
well. I have also attached the Av document that shows the AV included in the
venue hire for each space as well.
 
I will let you know that there are two other clients who are both interested in the
dates proposed as well at this stage. But you are first pencil for them.
 
If you have any questions or require any further informaiotn, please don’t
hesitate to contact me directly.
 
Thanks

Aaron
 
 
Nga mihi,
 
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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From: Aaron Telford
To: "
Subject: RE:  Conference 2024
Date: Wednesday, 12 July 2023 2:28:00 pm
Attachments: image003.png
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Hi 
That should work we would need three hours to turn for dinner from theatre to banquet.
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Wednesday, July 12, 2023 2:01 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Conference 2024
Hi Aaron,
Typically, we wrap up at 4/4:30 and dinner is from 7/7:30? Would that be enough time?
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, July 12, 2023 1:57 PM
To:  <
Subject: RE:  Conference 2024
Hi 
Sorry for the delay n coming back to you:
We have the below rooms booked- and I have added the current capacities against them for you in
theatre. We may have to turn the Plenary for breakouts if required and numbers at 500 Plus or see if the
programme can be keynote on one day and then workshops the next day?
Plenary Hall- 520 maximum in Theatre- with stage and AV desks
Plenary Hall section A 190 Maximum in Theatre
Plenary Hall section B 130 Maximum in Theatre- no inbuilt AV
Plenary Hall section C 190 Maximum in Theatre
Matiu Meeting Room 100 Maximum in Theatre
Mokopuna Meeting Room 58 Maximum in Theatre
Makaro Meeting Room 78 Maximum in Theatre
We will also ned to look at the time required to set from Theatre for dinner as well, or potentially move that
across to Te Papa.
Thanks

Aaron
Nga mihi,

s 9(2)(a)

s 9(2)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a) s 9(2)(a)
s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)(a)

s 9(2)

s 9(2)(i)

s 9(2)(i)





need to review some of the rooms we booked below?
Are you able to advise if any of the larger breakout spaces are available?

Nga Mihi ǀ Kind Regards
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would we be able to do an half hour canapes for the welcome function rather than an hour canape option too?
Thanks for confirming the change in price for Water Conference too 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, September 6, 2023 3:22 PM
To:  <
Subject: RE:  2024
Hi 
Thanks for the below, the pricing and room allocation was provided as per the original BEW
bid document.
The Rongomatane hire is correct, this is the exhibition/catering and registration area and is
VH hire only.
The Plenary Hall will only break into 3 for breakouts so you will need one of the extra breakout
spaces. Note if the plenary is used for breakouts, we will need time to out the walls in and out
approx. 45 mins for both walls.
Below is the suggested room allocations- I have attached updated basic floorplans with the
new names- you are looking at L1 plans.

Plenary – L1
4x breakout spaces (one workshop will need to be cabaret seating)

Plenary split into 3
Matiu Meeting Room ( set Cabaret)

35/40 expo space – Exhibition Hall
Welcome function -Exhibition Hall
Gala dinner - Plenary
Speaker prep room – Green Room 1 – mezzanine floor
Event team room – Lounge 1 – mezzanine floor

 Zealand room (client) – Makaro meeting room – same level as plenary
Committee room- Organisers Office

How many people would the pre con be for? This is the pack in day as well, we can look at a
space at Te Papa- if we can’t work around the pack in?
We can add 1-hour canapes and beverage on consumption for the Welcome as well-
canapes will be pp per canapes.
Not sure why there is a difference in catering, I have adjusted  to be in line with the
pricing for  as well.
Nga mihi,
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 s 9(2)(a)
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From:
To: Aaron Telford
Subject: RE:  symposium at 
Date: Wednesday, 22 November 2023 3:11:39 pm
Attachments: image001.png
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Oh perfect, cool I was wondering if I somehow added an extra stream looks in order. My final question is
my client is worried the preconference workshop might be quite large and if so is there availability on
level 2 or at Te Papa?
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Wednesday, November 22, 2023 3:06 PM
To:  <
Subject: RE:  symposium at 
Hi,
That’s the maximum we can have in that style of set up and was taken from the original
brief I believe…the set ups will be finalised closer to the time I assume?
Thanks
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Wednesday, November 22, 2023 3:02 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  symposium at 
Hi Aaron,
Thanks for replying soo prompt, wanting to check the 360 cabaret that is just for the plenary set up then?
Just wondering why the cabaret set up if you could advise.
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If you can please take the time to review the attached document, sign and return it to me that will be
appreciated. Once received I will countersign this and provide a copy for your records.
Please note that final AV costs and requirements for the event, will amend the totals as indicated.
Once the contract is returned, I will hand over your event to one of our coordinators and introduce you to one of
our AV team who will be assigned to your event, they will pick up the conversation around AV requirements
with you.
Your coordinator will finalise all of the finer details of the event and will be you main point of contact moving
forward.
If you have any questions, please do let me know.
Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Thursday, November 16, 2023 9:15 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  symposium at 
Lets do it 
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, November 16, 2023 8:01 AM
To:  <
Subject: RE:  symposium at 
Great, thanks! Are you ready to contract this event now?

Aaron Telford
Senior Account Manager
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
From:  <  
Sent: Wednesday, November 15, 2023 1:02 PM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  symposium at 
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I will redo the proposal document before we draw the contract to make sure
we are on the same page!
Cheers
Aaron
Nga mihi,
Aaron Telford
Senior Account Manager
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz
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Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Tuesday, June 27, 2023 10:12 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Conference 2024
Hi Aaron,
Could be between 400/500 – we got 500 this year in Auckland but that was a bit of a record.
Nga Mihi ǀ Kind Regards
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From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Tuesday, June 27, 2023 10:02 AM
To:  <
Subject: RE:  Conference 2024
Hi 
Hope you are well!
Am more awake today post MEETINGS .
Level 2 is in use over these dates, what are the numbers looking like?
Thanks
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Tuesday, June 27, 2023 8:00 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject:  Conference 2024
Kia ora Aaron,
Hope you are well post MEETINGS – I am just reviewing the capacities for the  Conference 2024 and think we may
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need to review some of the rooms we booked below?
Are you able to advise if any of the larger breakout spaces are available?

Nga Mihi ǀ Kind Regards
 

p:  m: 
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e:  w: www
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From:
To: Aaron Telford
Subject: RE:  Conference 2024
Date: Thursday, 29 June 2023 1:45:00 pm
Attachments: image001.png

image002.png
image003.png
image005.png
2023  PROG V30 pdf

Kia ora Aaron,
No worries attached is the programme from May 2023, it will be the same outline.

Plenary
4x breakout spaces (one workshop will need to be cabaret seating)
35/40 expo space
Welcome function
Gala dinner
TBC always is the final day of programme – sometimes it will just be 2 days and other years it will have a morning session
prior to site visits
Speaker prep room
Event team room

 room (client)
Committee room

Nga Mihi ǀ Kind Regards
 

p:  m: 
a:
e:  w: www

From: Aaron Telford <aaron.telford@takinaevents.co.nz> 
Sent: Thursday, June 29, 2023 1:11 PM
To:  <
Subject: RE:  Conference 2024
Hi 
Do you by chance have an event programme you can send me so I can see the breakout requirements etc
for this event.
I only have a very basic handover form BEW originally.
Thanks

Aaron
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 

From:  <  
Sent: Tuesday, June 27, 2023 10:12 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject: RE:  Conference 2024
Hi Aaron,
Could be between 400/500 – we got 500 this year in Auckland but that was a bit of a record.
Nga Mihi ǀ Kind Regards
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Sent: Tuesday, June 27, 2023 8:00 AM
To: Aaron Telford <aaron.telford@takinaevents.co.nz>
Subject:  Conference 2024
Kia ora Aaron,
Hope you are well post MEETINGS – I am just reviewing the capacities for the  Conference 2024 and think we may
need to review some of the rooms we booked below?
Are you able to advise if any of the larger breakout spaces are available?

Nga Mihi ǀ Kind Regards
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Sent: Friday, 26 August 2022 4:41 p.m.
To:  <
Subject: FW:  Conference & Expo 2024
Kia ora 
I hope you have had a good week. Great news that this event has been secured for 2024!
Thank you for the information and questions below, I will update your event in the system,
please see below answers to your questions as well:
Just querying the meeting room 1B – is there a room that could be a bit bigger by chance? This
has just been our previous feedback to have larger rooms. Unfortunately there are no larger
meeting rooms on this level, we can potentially divide the plenary for breakout space during
a break if that may be an option. I think we will have to go with this option, would this mean
we would use the plenary breakout for our other breakout spaces too?
Also are we able to have three smaller rooms for Event team,  Zealand and
Committee room added to our allocation – these can just be small rooms. If you use the plenary
for a breakout space, then you can use meeting room 1B, there is an organisers office and
also some green/crew rooms available as well (on the Mezzanine floor.) Perfect if we could
lock this in
Plenary Hall 1 - Wellington Convention Centre Configurator (takina.co.nz)
Also finally how many booths would we be able to fit in the expo hall? The number of booths
would be 70 to 80 3x1.8m, based on numbers of 400 to 500 with catering stations. Ok we
would likely only get around 3 stands so can the room be made smaller?
If you have any further questions, please let me know.
Nga mihi,
Aaron Telford
Business Development Manager - Venues
Takina Events
PO Box 467 ¦55 Cable Street, Wellington 6011
Email: aaron.telford@takinaevents.co.nz
Mobile: +64 
Talk to us about hosting your next event at Takina or Te Papa
Find out more at takina.co.nz

From:  < wellingtonnz.com> 
Sent: Thursday, 25 August 2022 2:25 pm
To:  <  Aaron Telford
<aaron.telford@takinaevents.co.nz>
Cc:  <
Subject: RE:  Conference & Expo 2024
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