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Abstract 
Press releases remain one of the most reliable tools for nonprofit organizations to 
communicate important news, mobilize attention, and build credibility with media and 
stakeholders. Yet many nonprofits struggle to craft clear, concise, and engaging press 
releases that resonate with journalists and the public. This Teaching Paper introduces a 
Press Release Template tailored for nonprofit use, guiding practitioners through each step: 
headline, subheadline, dateline, introduction, body, conclusion, contact information, and 
boilerplate. Drawing on Bryson’s (2018) emphasis on clear strategic messaging, Drucker’s 
(1990) principle of clarity in mission-driven communication, and Patton’s (2011) insights on 
adaptive communication, the template offers both structure and flexibility. A case study 
demonstrates how nonprofits can use press releases to amplify impact and engage media 
effectively. This paper bridges academic knowledge and practice by equipping organizations 
with a professional yet adaptable resource to strengthen public communication.

Keywords: Press Release; Media Relations; Nonprofit Communication; Strategic 
Messaging; Public Relations; Stakeholder Engagement
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Executive Summary 
This Teaching Paper provides nonprofits with a press release template designed to increase 
visibility and credibility. The resource emphasizes clarity, consistency, and alignment with 
organizational mission. It includes practical guidance on structuring headlines, summarizing 
key information, incorporating quotes, and closing with a clear call to action. By adopting 
this template, nonprofits can enhance their ability to reach journalists, donors, and 
community stakeholders, ensuring their messages are not only heard but acted upon.

Purpose and Learning Objectives 
Purpose: To provide nonprofit practitioners with a structured template for creating effective 
press releases that engage media and communicate organizational news.
Learning Objectives:

• Understand the essential components of a press release.
• Learn to craft headlines and introductions that capture attention.
• Apply message framing to align news with organizational mission.
• Strengthen media engagement through clarity and credibility.
• Use press releases as a strategic tool in nonprofit communication.

Background and Context 
Media relations play a central role in nonprofit visibility and trust-building. Bryson (2018) 
emphasizes that strategic communication should be deliberate and mission-aligned, while 
Drucker (1990) highlights the importance of clarity in conveying nonprofit purpose. Patton 
(2011) reminds practitioners that communication must remain adaptive, responsive to 
changing contexts, and grounded in stakeholder feedback. Press releases represent a 
traditional yet enduring tool for nonprofits to engage with external audiences, serving as 
both informational documents and instruments of influence.

Practical Guide: Press Release Template 
1. Headline

◦ Concise, compelling, and newsworthy.

◦ Example: “Local Nonprofit Launches Free Tutoring Program for Refugee 
Children.”

2. Subheadline

◦ Adds context or expands on the headline.

◦ Example: “Program aims to improve literacy and community integration for 
over 200 students.”
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3. Dateline

◦ City, state, and date of release.
4. Introduction

◦ First paragraph: the “Five Ws” (who, what, when, where, why, and how).

◦ Example: “NEYA Global announced today the launch of a community-led 
literacy program in Bangkok to support refugee children with after-school 
tutoring.”

5. Body

◦ Expand on details with supporting facts.

◦ Include quotes from leaders, beneficiaries, or partners.

◦ Provide background information and organizational context.
6. Conclusion

◦ Summarize key points.

◦ Reiterate importance and include a call to action (e.g., visit website, attend 
event).

7. Contact Information

◦ Media contact name, phone, and email.
8. Boilerplate

◦ A standard “about us” section with organizational mission and background.

Case Study 
In 2024, a nonprofit in the Philippines used a well-structured press release to announce the 
launch of a mobile health clinic for underserved rural communities. The headline 
highlighted the clinic’s uniqueness, while the introduction clearly outlined who would 
benefit. Quotes from community leaders and medical partners added credibility. As a result, 
the press release was picked up by three national newspapers and several radio outlets, 
significantly boosting awareness and attracting additional donors. This illustrates how 
structured press releases can amplify nonprofit initiatives.

Common Challenges and Tips 
• Weak headlines: Keep them short, newsworthy, and mission-aligned.
• Jargon-heavy text: Write in plain, accessible language.
• Lack of quotes: Always include voices from leadership and beneficiaries.
• Overly long releases: Aim for one page, maximum two.
• Unclear call to action: End with next steps for readers or journalists.
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Reflection Questions 
1. What recent organizational achievement or initiative could benefit from a press 

release?
2. How can your nonprofit ensure headlines are compelling and mission-driven?
3. Which media outlets (local, national, international) are most relevant for your 

stakeholders?
4. How might beneficiary voices strengthen your next press release?

Limitations and Considerations 
Press releases cannot guarantee media coverage; they are one tool within broader media 
relations. Success depends on timing, relevance, relationships with journalists, and broader 
communication strategies. Nonprofits must adapt format and content to cultural, political, 
and media contexts.

Academic Value 
This Teaching Paper adds value by translating theories of strategic communication into a 
concrete, widely applicable template. It supports both teaching and practice, providing a 
framework for student learning, practitioner training, and real-world nonprofit application.

Conclusion and Next Steps 
Press releases remain an essential nonprofit communication tool when used strategically. By 
applying this template, organizations can improve clarity, professionalism, and media 
engagement. The next step for practitioners is to integrate press release writing into their 
communication cycle, ensuring that newsworthy events are consistently communicated to 
relevant audiences.
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