
Capability statement guide 
What is a capabilities statement? 
A capability statement is a clear, concise, one-page document of your business competencies. 
Think of it as your business's resume. Its purpose is to provide specific information that will 
convince potential customers to do business with you. When written well, it will differentiate 
your business from the competition. 

Capability statement format 
A capability statement should be brief and specifically related to the needs of the customer you 
are targeting—one page, one side. Go to two sides only if absolutely necessary. 

Your capability statement should be a living document that will change depending on the 
targeted audience. Develop a master copy that can be tailored to a public sector agency, for a 
specific project or a private sector lead consultant/prime contractor. 

Save the document with your company's name in the file name. Distribute your capability 
statement as a PDF, not in Word, PowerPoint or another format. Some agencies block Word and 
Publisher documents; a PDF file is safer, usually smaller and will stay visually consistent when 
emailed. 

You have limited space, so be sure to stress your competencies, sheltered market eligibility and 
past performance. The five key areas included in a successful effective capability statement are: 

• Core Competencies - this should not be everything your business is able to do. Use 
bullet points and short statements of your expertise as it relates to your target customer’s 
specific needs. 

• Differentiators - list unique factors and benefits of your products or services that set you 
apart from the competition. How is your business best suited for the needs of the targeted 
organization? A clear statement that relates to the specific needs of the agency can help 
the customer understand why they should choose your firm. 

• Past Performance - list past customers for whom you have done similar work, show 
benefit to the customer and provide contact reference. Pictures are worth a thousand 
words and save space if relevant. If past projects do not relate to the targeted opportunity, 
do not list them. 

• Company data - include one or two short sentences of your company description, 
including number of employees and capacity. Also, list DUNS, CAGE Code, NAICS 
codes, along with any certifications your business holds, such as CERT certified small 
business enterprise (SBE), small woman-owned business enterprise (WBE), small 
businesses owned by people of color (MBE), and other relevant federal and state 
certifications. 



• Contact information - show contact information, including website and specific person's 
name, email and phone. Readers will visit your website for more information; make sure 
it is constantly updated and provide link for direct access. The email you list should be 
professional as some government agencies many times block Hotmail, Yahoo and Gmail 
accounts as junk mail. Your internet provider will typically offer professional addresses 
with your subscription. 

Have someone proof-read your capability statement and give feedback before sharing with your 
potential customers and be sure to check spelling and grammar. 

 


