
small business capability statement
template
Small business capability statement template is a crucial document for any
small business looking to establish credibility and showcase its
capabilities. It serves as a marketing tool that outlines a company's skills,
experience, and qualifications to potential clients or partners. In the
competitive landscape of small businesses, having a well-crafted capability
statement can set you apart from your competitors and help you win contracts,
especially in government and B2B sectors. This article will delve into the
importance, key components, and best practices for creating an effective
small business capability statement template.

What is a Capability Statement?

A capability statement is a concise, one to two-page document that provides a
snapshot of your business's strengths and qualifications. It is often
required when pursuing government contracts, grants, or partnerships. The
primary goal of a capability statement is to communicate your company’s
unique attributes and demonstrate how you can meet the needs of potential
clients.

Why is a Capability Statement Important?

A capability statement plays several vital roles for small businesses:

Establishing Credibility: A well-structured capability statement gives
potential clients confidence in your abilities and expertise.

Marketing Tool: It serves as a marketing tool that highlights your
business’s unique selling points and differentiates you from
competitors.

Networking: Capability statements are often used in networking events,
helping you make a strong first impression.

Compliance: Many government agencies and larger corporations require
capability statements as part of their procurement processes.



Key Components of a Small Business Capability
Statement Template

Creating a small business capability statement template involves including
several essential components. Here’s what to consider:

1. Company Overview
This section should contain a brief description of your company, including:

Business Name: Your official business name.

Address: Physical location of your business.

Contact Information: Phone number, email, and website.

Business Type: Identify whether you are a sole proprietorship, LLC,
corporation, etc.

Mission Statement: A brief statement that encapsulates your business’s
purpose and goals.

2. Core Competencies
This section outlines the primary services or products your business offers.
Be specific and focus on what you do best. Use bullet points for clarity:

Service/Product 1

Service/Product 2

Service/Product 3

Service/Product 4

3. Differentiators
Highlight what makes your business unique. This could include:

Years of experience



Industry-specific certifications

Innovative approaches or technologies

Customer satisfaction ratings or testimonials

4. Past Performance
Provide examples of previous projects or contracts that demonstrate your
capabilities. Include:

Client names (with permission)

Project descriptions

Outcomes and impact

Duration of the project

5. Company Data
Include relevant data such as:

DUNS Number

NAICS Codes

Business Size (e.g., small, minority-owned, woman-owned)

6. Contact Information
Ensure that your contact information is prominently displayed at the end of
the document so potential clients can easily reach out.

Best Practices for Crafting Your Capability
Statement

To create an impactful small business capability statement template, consider
the following best practices:



1. Keep it Concise
Aim for one to two pages. Be clear and to the point, avoiding jargon that may
confuse readers.

2. Use Professional Formatting
Your capability statement should be visually appealing. Use headings, bullet
points, and white space to make the document easy to read. Consider using
your company's branding elements, such as logos and colors.

3. Tailor for Your Audience
Customize your capability statement for specific opportunities. Highlight the
skills and experiences that are most relevant to the potential client or
contract.

4. Proofread and Edit
Ensure that your document is free of grammatical errors and typos. A polished
capability statement reflects professionalism.

5. Update Regularly
As your business grows and changes, so should your capability statement.
Regularly update it to include new projects, skills, or certifications.

Examples of Capability Statement Templates

While crafting your own capability statement, it may be helpful to refer to
examples. Here are a few types of templates you might consider:

1. Simple Template
This could include a straightforward layout with sections for company
overview, core competencies, and contact information.

2. Industry-Specific Template
Tailored to a specific industry, such as IT or construction, this template
might include field-specific terminologies and examples.



3. Government Contracting Template
Focused on government contracts, this template would emphasize compliance,
relevant certifications, and past performance with government entities.

Conclusion

In conclusion, a well-structured small business capability statement template
is an invaluable asset for any small business. It not only helps in marketing
your services but also establishes credibility and opens doors to new
opportunities. By including key components such as company overview, core
competencies, differentiators, past performance, and essential company data,
you can create a compelling capability statement that resonates with
potential clients. Remember to keep it concise, tailored, and regularly
updated to reflect the evolving nature of your business. Investing time in
creating an effective capability statement can make all the difference in
your pursuit of new contracts and partnerships.

Frequently Asked Questions

What is a small business capability statement?
A small business capability statement is a concise document that outlines a
company's skills, expertise, and qualifications, serving as a marketing tool
to attract potential clients and partners.

Why is a capability statement important for small
businesses?
A capability statement is important because it clearly communicates a
business's strengths, differentiates it from competitors, and enhances its
chances of securing contracts and partnerships.

What key elements should be included in a small
business capability statement template?
Key elements include the company overview, core competencies, past
performance, differentiators, company data (like DUNS number), and contact
information.

How can small businesses customize their capability
statement template?
Small businesses can customize their capability statement by tailoring the



content to highlight specific services, industries, or client needs, and by
using a design that reflects their brand identity.

Are there any specific formats recommended for a
capability statement?
Yes, while there is no strict format, a one-page layout is commonly
recommended, using bullet points for clarity and visuals like logos to
enhance presentation.

Where can small businesses find templates for
capability statements?
Small businesses can find templates online through websites dedicated to
small business resources, government contracting sites, or by using document
creation tools like Microsoft Word and Google Docs.

How often should small businesses update their
capability statement?
Small businesses should update their capability statement regularly,
especially after completing major projects, acquiring new certifications, or
changing their service offerings, to ensure it reflects their current
capabilities.
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