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Introduction 

You’ve been to a few network events, learned heaps of stuff and 

networked your socks off.  These things are great.   

 

You say to yourself   

“Gee – I wish there was an event like that close to where I live!” 

 

DO IT! 

 

This guide will help you plan, set up and organise your very own 

networking event group. 
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What Type of Network Event Will You 

Host? 

This is an important decision and will determine the number one pain 

that most people have when setting up a networking event – venue! 

There are lots of formats of network events that you could try, here 

are a few to consider: 

 Just a social meet and network 

 Informal group discussions with a set topic 

 Presentations using laptop and projector 

 

Will the Event Be Free or by Paid Ticket? 

We’ll look into event costs a little bit later but it’s worth considering if 

your event will be free or not at this stage. 

Traditionally WordPress events, sometimes called meetups, are free 

to attend. 

We’ll also talk about the benefits of using meetup.com later! 

There’s nothing to stop you charging an entry fee for your event, 

however, consider your target audience and what other events 

around you are also doing. 

If other local events are all free and you’re the only one charging, that 

may decrease your attendance. 

Conversely, if you are charging an entry fee, there may be an 

expectation that your event will be “better” than the others in some 

way. 
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If you are thinking about charging attendees for your event then 

consider the following: 

 How much will a ticket cost? 

 Is the attendee getting good value for the cost? 

 How are you going to manage ticketing? 

 Is there any associated service or processing fees? 

 Where will the money go?  Personal or business account? 

 Who has access to the money from tickets? 

 What will the money be used for? 

 Who owns the money? 

 Who handles the money transactions? 

There’s also the consideration that if you are running a local 

WordPress meetup, you may at some point want to migrate your 

meetup group over to a WordPress Chapter account – you guessed it, 

more on that later too. 

 

 

When Will You Host the Event? 

Again this will help you to find the perfect venue by ruling out others. 

Is your event going to be morning, afternoon or evening? 

Think of the attendees that would benefit from your network event 

and consider when they would be most available. 

You may also want to try to stick to a regular schedule.  This has 

proven to increase attendance rather than choosing ad-hoc dates and 

times. 
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Don’t worry – you can always review and change this after a few 

events if it’s not working out. 

 

Bringing Together a Good Team 

Going solo when organising networking events that you want to last is 

a difficult job and can consume you leading to burn-outs. 

Get at least one or more people that share your enthusiasm for the 

event and create an organising team. 

You’ll want to ensure that your co-organisers have the passion and 

time commitment to pull this off. 

Not everyone needs to have the same skill set or do the same thing, in 

fact, a broad range of skill sets would be an advantage at this point. 

Some may be good at scheduling, others good at social networking 

and interacting with people.   

A good mix is what you are looking for but commitment is the key 

factor here. 

Everyone should be committed to hosting the event for at least 6 

months. 

 

 

  



© Zero Point Development 2018                v1.0 

Finding a Suitable Venue 

This will likely be your most difficult task! 

If you’ve answered some of the questions above, you should have a 

pretty good idea of the type of venue you are looking for and what 

facilities you need. 

Still, it can be hard even knowing where to start so here’s list of ideas: 

 Co-working spaces are usually ideal if you need AV, projector & 

screen and WIFI.  

 Small IT business usually have a room or two they use for 

meetings and presentations 

 Businesses that may use WordPress in your city.  Think of. 

o Hosting companies 

o Marketing agencies 

o IT training companies 

 State libraries often have a room that they rent out 

 Church halls 

 Local council Town Halls 

 Local Clubs, RSL 

If you can get a venue for free, that’s a huge bonus but don’t expect 

that to happen without offering them something in return.  More 

about that in the sponsorship section.  

 

Should I Join Meetup.com? 

Of course that’s completely up to your organising team, however, I 

would always recommend that a new event host join Meetup.   
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It has worked for me in three different countries when I started from 

scratch.  

There are thousands of people searching for events across the 

Meetup website. 

The event management system, calendar, invites, forum and ticketing 

is also very simple to work with for new event organisers. 

You may have noticed that on new WordPress installation dashboard, 

there’s a “WordPress Events and News” widget which pulls WordPress-

related events straight from Meetup. 

Having your Meetup event on every WordPress dashboard of local 

users is a goldmine. 

There is an organisers fee which as of October 2018 is USD $14.99 per 

month for unlimited members. 

Check out the section on joining the WordPress chapter and having 

that cost paid! 

 

 

 

Costs of Running a Local Event 

You can run a networking event for free, maybe at a local café or pub 

and that’s great. 

However, if you’re looking to kick your networking event up a gear to 

do AV presentations and maybe offer food and drink then you’ll start 

to incur costs. 
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Here are some basic costs that you are likely to run into when 

organising a local networking event: 

 Meetup.com organiser fees 

 Venue hire 

 Pizzas/food 

 Soft drinks (I’d advise against purchasing alcohol at the event – 

you can always go to a pub afterwards) 

 Pull-up banners to advertise your event 

 Signs to direct people to the venue 

 PayPal and Stripe fees if you’re using ticketing 

 Insurance and/or liability for the venue if they can’t cover your 

event 

 Facebook ads to market and attract new attendees 

 Event website hosting and maintenance 

 Your own AV equipment, camera, camcorder, wireless mic 

 Software for editing photos, creating marketing images and video 

editing. 

 

 

Joining the WordPress Chapter 

If you have decided to create a Meetup.com group for your 

WordPress event, then you should give serious consideration to 

joining the WordPress Meetup chapter program. 

In short, you step down as an organiser, WordPress steps up and they 

pay the Meetup fees. 

Of course, they have some guidelines that the group needs to operate 

under.  They are called the “five good faith rules” and go something 

like this: 

https://make.wordpress.org/community/handbook/meetup-organizer/meetup-program-basics/
https://make.wordpress.org/community/handbook/meetup-organizer/meetup-program-basics/#the-five-good-faith-rules
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1. All actions taken as an event organizer are with the best interest 

of the community in mind. 

2. Anyone can join, regardless of ability, skill, financial status, or any 

other criteria. 

3. Speakers and organisers need to be volunteers and not get paid. 

4. Any “reliable/trusted” member of the group can schedule and 

run an event. 

5. Everyone works to foster an accepting environment which is free 

of discrimination, incitement to violence, promotion of hate, and 

general jerk-like behaviour – acceptance to a Code of Conduct. 

One of the biggest changes may be having to vet potential speakers 

and sponsors in accordance with the principals of the WordPress 

open source project, including GPL. 

As one of the co-organisers of the WordPress Sydney meetup group, 

we took the decision in 2017 to join the chapter program and it has 

worked out really well for us with minimal changes. 

You can get some assistance from the chapter in terms of vetting 

members, events and speakers as well as venue fees in some 

circumstances. 

You also get access to some swag too! 

 

Scheduling 

If you are looking to build up a regular occurring networking event, I 

would highly recommend trying to block book the same date and time 

of the month for at least 6 months. 
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Sticking to a regular date and time encourages people to “know” when 

the event is on.  In the early days of organising events, our dates and 

times would chop and change where and when we could get a venue. 

This lead to some people turning up thinking the event was the same 

as the previous month and others missing the latest event.  In short, it 

upset people and I’m sure we had some leave our group because of 

that. 

If you can churn out 6 months-worth of topics and secure the venue I 

suggest you go ahead and schedule them in your event management 

tool, or on Meetup.com if that’s what you are using. 

For evening events, try not to schedule it too early or too late, 

especially on weekdays.  A sweet-spot is usually between 6 pm and 8 

pm. 

 

Brainstorming Topic Ideas 

I’ve seen companies try brainstorm by coming up with ideal topics 

and waste hours bickering and nit-picking.  That’s not brainstorming. 

There’s only really one hard rule when brainstorming and that’s 

“There are no silly ideas”. 

Brainstorming is just a brain-dump.  You want to get as many topics 

and ideas out as you can.  The more the better, even the crazy ones.  

Of course, you’ll want to keep those ideas loosely relevant to what 

your networking event is all about. 

It’s only after the brainstorming session that you sit down with your 

co-organisers to sift through all the ideas. 
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On the Night 

It’s always good to turn up to the venue before your attendees do, 

maybe 10 or 15 mins.  There may also be some set up to do with 

tables, chairs and signage. 

If you are running AV then you’ll want to do an equipment check: 

 Projector on and connected to a laptop 

 Test all microphones and set the volume for the back of the 

room 

 Video recorded hooked up and audio feed tested 

 Welcome slides running 

 Presenter “clicker” working and has battery life 

Try to have one of your organisers or volunteers meet and greet each 

person as they arrive – this is a huge ice-breaker and confidence 

boost for new attendees.  A smile and a handshake go a million miles. 

You may want to do an introductory speech including items such as: 

 Where the facilities are 

 Workplace safety: wires, exits, fire escape, extinguishers 

 Give thanks to sponsors; venue, food, drink, swag 

 Confirm the topic for the evening and the expected format 

 Tell attendees what happens at the end; fold seats, put empties 

in the bin, follow to a local pub/café to continue networking 

 Introduce the speakers for the night 

I often encourage people to stay at the end for a general Q&A and 

some networking. 

You may also find that some attendees will approach you after the 

event to ask some questions.  Make time to listen. 
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Speakers 

If you are going to have speakers at your networking event, I always 

like to get some information from them before the event to include in 

the event schedule. 

Some basic information would be: 

 Their name, twitter handle and web address 

 The company they work for/at/own and what they do 

 A short bio 

 The topic title 

 A short description of the talk 

You can use this information to introduce them before they talk.  That 

will make your event seem more professional. 

When talking with potential speakers, let them know: 

 the audience type 

 expected attendee numbers 

 how long their slot is and does that include or exclude a Q&A 

time at the end of their presentation 

 if they have to bring their own laptop 

 what AV connections are available: HDMI/VGA Max connectors 

 what slide format to use (if they don’t bring their own computer): 

PowerPoint, Google Slides 

 a PDF backup of their slides (just in case!) 

 if internet connection is available at the venue 

Note: always have a few topics that you and the other co-organisers 

can pull out of the bag and present there and then. You will get 

speakers pull out at the 11th hour at some point along the line.  



© Zero Point Development 2018                v1.0 

Sponsorship 

If you are looking to bring on sponsors to help with costs of venue, 

food, drink and whatever else the at some point you may want to 

consider creating a sponsorship pack document. 

If a company, or person, is looking to sponsor your event, they are 

going to want to see something in return.  That’s just business. 

Your sponsorship pack document should outline the basic levels of 

sponsorship (cost) that you are expecting and what the sponsorship 

level will give the sponsor in return. 

You may only have one level, covering venue costs for example, or 

you may have more which include food and drink. 

Having a sponsorship pack document ready to go, gives you a more 

professional start to any budding business arrangement.  It shows 

that you’ve thought about costs, benefits and returns. 

So, what sort of stuff can you give to a sponsor in exchange for 

money?  Here are some examples: 

 capturing attendee name and email upon entry (venue 

sponsors) 

 sharing links and blurb on your website and emails 

 a shout of thanks at the start of your event 

 inclusion in any welcome slides you loop at the event 

 letting them say a two-minute soundbite about their company 

(be upfront with them that it shouldn’t be a sales pitch but 

something that will benefit your attendees) 

As well as the benefits a sponsor gets, your document should also 

outline: 
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 A blurb about your networking event, what its purpose is and 

who would normally be attending 

 Payment terms and details 

 Their commitment as a sponsor to you 

 Your contact details 

Here’s a link to the WordPress Sydney meetup group sponsorship 

package document. 

 

My Bonus WordPress Topics List 

Congratulations if you’ve made it this far by reading through from the 

start.  I hope it really helps you in organising your networking events. 

As an extra bonus, here are some easy topics that you can run with 

straight away, so get them scheduled. 

 

 Theme night: photography, podcasting, food & drink, education 

 WordPress Security basics 

 Child themes 

 Frameworks: Genesis, Roots, StudioPress 

 Page builder comparison 

 How to use the Gutenberg block editor 

 Domains and DNS explained 

 What hosting type do you need: shared, VPS, managed 

 Moving WordPress to another server 

 Speeding up WordPress: image size, caching, hosting, tools 

 Workshop night – fix my WordPress site 

 Setting up WooCommerce for digital downloads 

 Using Gravity Forms to build an email marketing list in MailChimp 

 Backup services comparison 

https://s3-ap-southeast-2.amazonaws.com/zpd-public-access/wordpress-sydney-meetup-group-sponsorship-pack.pdf
https://s3-ap-southeast-2.amazonaws.com/zpd-public-access/wordpress-sydney-meetup-group-sponsorship-pack.pdf
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 Getting the most out of Yoast SEO 

 WordPress.com vs WordPress.org 

 Installing and getting visitor data from Google Analytics 

 Automating Social Media posts with IFTTT 

You can look through our WPSyd Facebook page or my own 

SlideShare slides and see some of the presentation slides we’ve 

posted if you get really stuck for content. 

 

Conclusion 

I hope you find this eBook a useful guide in helping to set up a 

networking event yourself.  It’s not a hard thing to do but it does 

require some commitment and a few good team members to help 

you along the way. 

If you’ve found this useful then let me know by Tweeting me 

@DeveloperWil or connect with me on LinkedIn. 

 

 

 

  

https://www.facebook.com/wpsydney/
https://www.slideshare.net/DeveloperWil/presentations
https://twitter.com/developerwil
https://www.linkedin.com/in/developerwil/
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