
CRAFTING A STRONG CAPABILITIES 
STATEMENT 
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CAPABILITIES STATEMENT 

A concise one page document that clearly and effectively 
communicates your capabilities to potential government customers. 
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A GOOD (GREAT) CAPABILITIES STATEMENT IS CRITICAL 

• Provides a concise summary for review and initial decision 

• Identifies key points of interest and focus – example past experience, certifications 

• Highlights your strengths and successes 

• Reflects your “preparedness” and business maturity 

• Provides an outline for you during initial discussions 

A BAD CAPABILITIES STATEMENT – CAN QUICKLY CLOSE DOORS 

 



CAPABILITIES STATEMENT 

It should include: 
1. Company Data 

2. Core Competencies 

3. Contact Information 

4. Differentiators 

5. Past Performance 
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• EVERY CAPABILITIES STATEMENT WILL 
BE UNIQUE IN APPEARANCE AND 
CONTENT – it should reflect your 
company and your work 
 

• IT IS IMPORTANT THOUGH TO 
INCLUDE ALL THE ELEMENTS WE 
DISCUSSED 
 

• IT SHOULD REFLECT YOUR COMPANY’S 
IDENTITY AND BRAND 
 

• IT CAN BE SIMPLE – MUST BE 
INFORMATIVE  
 

• And SHOULD LOOK GOOD 
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A FEW MORE THINGS 

• HAVE SOMEONE REVIEW BEFORE USING – 
check for spelling, grammar, general appearance 
and overall accuracy 

• Include your logo – really need one 

• Include some select graphics of product or past 
work that supports your message 

• Keep it business 

• DO NOT INCLUDE ANY competitive 
information 

• Prepare in WORD or other program that will 
allow you to easily modify and update – THIS 
SHOULD BE A LIVING DOCUMENT 

CLARITY – MESSAGE – APPEARANCE – FOCUS 
and is consistent with your website, business card 
and verbal message 
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FOR ADDITIONAL INFORMATION 
 

Hilary DeBlois, Program and Outreach Coordinator 
Wisconsin Procurement Institute (WPI) 

hilaryd@wispro.org   414-270-3600 
 

Cassie Hutzler, Marketing Program Assistant 
Wisconsin Procurement Institute (WPI) 

cassieh@wispro.org   414-0270-3600 
 

Wisconsin Procurement Institute (WPI) 
www.wispro.org  

 
10437 Innovation Drive, Suite 320 

Milwaukee, WI  53226 
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