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WPI is Wisconsin’s APEX ACCELERATOR

The APEX Accelerators program, under management of the Department of Defense (DOD) Office of Small Business 
Programs (OSBP), plays a critical role in the Department’s efforts to identify and engage with a wide range of businesses 
entering and participating in the defense supply-chain. The program provides the education and training that all businesses 
need to participate to become capable of participating in DOD and other government contracts.

WPI provides services and training to all of Wisconsin’s 72 counties 

• Individual counseling at our offices, client’s facility or virtually 

• Small group training – webinars and workshops including Acquisition Hours, Cyber Fridays, Evening FAR sessions, 
Federal Market Insights and Local Government Sales Opportunities

• Conferences the Governors Marketplace, The Contracting Academy (TCA), WEDCs Small Business Academy, 
Wisconsin Federal Contractor Forum [DC and in-state], Government Opportunities Business Conference GOBC) 
with WI military bases, End of Year Federal Contractor Update, Annual DOD Contract Management Update, and 
more……

www.wispro.org

Assisting Wisconsin businesses compete in the government marketplace.
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http://www.wispro.org/
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WPI OFFICE LOCATIONS

▪ MILWAUKEE
▪ Technology Innovation Center

▪ MADISON
▪ FEED Kitchens

▪ Dane County Latino Chamber of Commerce

▪ Wisconsin Manufacturing Extension Partnership 

(WMEP)

▪ Madison Area Technical College (MATC)

▪ CAMP DOUGLAS
▪ Juneau County Economic Development 

Corporation (JCEDC)

▪ EAU CLAIRE
▪ Western Dairyland

▪ FOND DU LAC
▪ Envision Greater Fond du Lac

▪ GREEN BAY 
▪ NWTC Startup Hub

▪ LACROSSE
▪ Veterans in Professions

▪ MANITOWOC
▪ Progress Lakeshore

▪ OSHKOSH
▪ Greater Oshkosh 

 Economic Development Corporation

▪ SUPERIOR
▪ Small Business Dev Center; 

 UW Superior 
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Marketing Materials for One-on-One Buyer Meetings

October 15, 2024

• Capabilities Statements
• Business Cards
• Business Emails
• Email Signatures
• Updating your website
• Updating your LinkedIn profile
• Updating your Google Business Profile
• Updating you Dynamic Small Business Search profile (SAM.gov users 

only)

Capabilities Statements and other Marketing Collateral



Marketing Materials for One-on-One Buyer Meetings

October 15, 2024

• Capabilities statements – A resume for your business

Capabilities Statements and other Marketing Collateral



Marketing Materials for One-on-One Buyer Meetings

October 15, 2024

I. When and Why Capabilities Statements are Important: Introducing 
Your Business 

II. Capabilities Statements – Key Informational Elements
III. Other Marketing Collateral to Present Well to Potential Clients

Overview of Today’s Presentation



I. When and Why Capabilities 
Statements are Important: Introducing 
Your Business

A. One-on-one buyer meetings
i. Introduction
ii. Creating opportunities for your 

business: dynamic vs. static 
marketing 

iii. Tips for a successful meeting

B. Other times to use your capabilities 
statement

i. Marketing outreach

October 15, 2024



I. When and Why Capabilities Statements are Important

October 15, 2024

i. Introduction
• Buyer meetings might also be called: 

• Matchmaking sessions

• One-on-one buyer meetings

• Buyer-supplier meetings

• One-on-one buyer-supplier meetings

A. One-on-one buyer meetings



I. When and Why Capabilities Statements are Important

October 15, 2024

• One-on-one buyer meetings are 5–10 minute meetings between a potential 
supplier (your business) and a government agency or corporate 
representative (a buyer) 

• Government agencies may include:
• Federal – Department of Defense (DoD) and non-DoD
• State (e.g. Department of Natural Resources, Department of Motor Vehicles)
• Local municipalities

• Statute 67.01.5: “’Municipality’ means any of the following which is authorized to levy a tax: a 
county, city, village, town, school district, board of park commissioners, technical college 
district, metropolitan sewerage district…town sanitary district…public inland lake protection 
and rehabilitation district…and any other public body empowered to borrow money and issue 
obligations to repay the money out of public funds or revenues.”

• Corporations may include any corporation that is looking for suppliers, 
especially small business suppliers and diverse-owned small business 
suppliers

A. One-on-one buyer meetings

https://docs.legis.wisconsin.gov/statutes/statutes/67/01/5
https://docs.legis.wisconsin.gov/statutes/statutes/67/01/5
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• Topics of discussion for buyer meetings includes, as applicable:
• Prime contracts 
• Subcontracts for government prime contractors
• Contracts with corporations

A. One-on-one buyer meetings
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A. One-on-one buyer meetings

Exact structure 
depends on 
organization with 
which you are 
meeting



I. When and Why Capabilities Statements are Important

October 15, 2024

A. One-on-one buyer meetings

• Buyers are responsible 
for sourcing and giving 
the initial evaluation of 
suppliers who can meet 
the government or 
corporation’s needs

• They are the initial point 
of contact, the 
gatekeeper



I. Buyer-Supplier Meetings: An Introduction

October 15, 2024

Colleges and Universities
• Marquette University
• UW Madison
• UW Milwaukee
• UW System of Administration

Corporations/Government Prime 
Contractors

• CG Schmidt, Inc.
• Enbridge
• Findorff
• Oshkosh Defense
• PNC Bank
• U.S. Bank
• And more

Local Government Agencies
• City of Madison
• City of Milwaukee
• City of Wauwatosa
• Milwaukee County
• Kenosha County Dept. of Human 

Services
• Milwaukee Metropolitan Sewerage 

District
• WE Energies
• And more

State Government Agencies
• WI Dept. of Administration
• WI Dept. of Financial Institutions 
• WI Dept. of Health Services
• WI Dept. of Public Instruction
• WI Department of Transportation

• WI Dept. of Public Instruction – 
School Nutrition Team

• And more

Federal Government Agencies
• Amtrak
• Federal Aviation Admininstration
• U.S. Army Corps of Engineers, 

Chicagao and St. Paul District
• U.S. Dept. of Veterans Affairs – 

Great Lakes Acquisition Center
• U.S. General Services 

Administration, Public Buildings 
Center, Great Lakes Region 

• And more

A. One-on-one buyer meetings
Buyers from Marketplace 2024

https://www.wispro.org/event/marketplace-wisconsin-governors-conference-on-diverse-business-development-2/


I. Buyer-Supplier Meetings: An Introduction

October 15, 2024

• Buyer meetings can be stand-alone events or part of conferences 
hosted by industry associations, governments, or non-profit 
organizations like WPI

Upcoming Buyer Meetings
• Annual WEDC’s “Marketplace Wisconsin 2025: The Governor’s 

Conference on Diverse Business Development” (in-person events)
• Sign-up for WPI’s newsletter to stay up-to-date
• If you need assistance identifying relevant industry associations, 

contact WPI

A. One-on-one buyer meetings

https://www.wispro.org/sample-page-2-2-2-2-2-2/newsletter-signup/
https://www.wispro.org/sample-page-2-2-2-2-2-2/newsletter-signup/
https://www.wispro.org/sample-page-2-2-2-2-2-2/newsletter-signup/
https://www.wispro.org/sample-page-2-2-2-2-2-2/newsletter-signup/
https://www.wispro.org/sample-page-2-2-2-2-2-2/newsletter-signup/
https://www.wispro.org/sample-page-2-2-2-2-2-2/newsletter-signup/
https://www.wispro.org/sample-page-2-2-2-2-2-2/newsletter-signup/
https://www.wispro.org/sample-page-2-2-2-2-2-2/newsletter-signup/
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ii. Creating opportunities for your business: dynamic vs static 
marketing

• Word of mouth marketing 
• Having a basic website
• Having an email address 

A. One-on-one buyer meetings



I. When and Why Capabilities Statements are Important

October 15, 2024

ii. Creating opportunities for your business: dynamic vs static 
marketing

• What is your service area?
• Who is in your service area? 
• Are they purchasing what you sell?
• How can you connect with buyers?
• Does your website and other marketing materials offer content tailored 

to your customer, including potential government customers?

A. One-on-one buyer meetings



I. When and Why Capabilities Statements are Important

October 15, 2024

ii. Creating opportunities for your business: dynamic vs static 
marketing

• Having a website that contains a “Government Solutions” tab and 
relevant information like:

• Updated Dynamic Small Business Search (DSBS) profile
• Have a LinkedIn profile
• Updated Google Business profile

A. One-on-one buyer meetings
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iii. Tips for a successful meeting
• Know who is coming

A. One-on-one buyer meetings
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iii. Tips for a successful meeting
• Know who is coming

• Look over their buyer profile
• Know what current opportunities are available from the buyer

• eSupplier – State of Wisconsin
• Local municipal bid and RFP sites
• SAM.gov – federal government

• Anticipate what opportunities might be on the horizon
• Federal forecasts 
• General awareness of what state and local government is doing
• You may find this out during the one-on-one buyer-supplier meeting

A. One-on-one buyer meetings
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A. Pre-event preparation 



I. When and Why Capabilities Statements are Important
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A. Pre-event preparation 



I. When and Why Capabilities Statements are Important

October 15, 2024

iii. Tips for a successful meeting
• Know who is coming
• Register in their procurement systems, get added to a vendor list, 

or register in supplier portals

A. One-on-one buyer meetings



I. When and Why Capabilities Statements are Important

October 15, 2024

iii. Tips for a successful meeting
• Know who is coming
• Register in their procurement systems, get added to a vendor list, 

or register in supplier portals
• Register in eSupplier – State of Wisconsin
• Register in local municipal procurement platform or be added to their 

interested vendor list
• Register in SAM.gov – federal government
• Register in corporate supplier portals

A. One-on-one buyer meetings
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A. One-on-one buyer meetings

State of WI 
eSupplier

https://esupplier.wi.gov/psp/esupplier/SUPPLIER/ERP/h/?tab=WI_BIDDER
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A. One-on-one buyer meetings

Local School 
District Vendor 

Information
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A. One-on-one buyer meetings

Federal 
government 

SAM.gov

https://sam.gov/
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A. One-on-one buyer meetings

Example 
Corporate 

Supplier Portal
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iii. Tips for a successful meeting
• Know who is coming
• Register in their procurement systems, get added to a vendor list, or 

register in supplier portals
• Prepare your pitch

A. One-on-one buyer meetings



I. When and Why Capabilities Statements are Important
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iii. Tips for a successful meeting
• Know who is coming
• Register in their procurement systems, get added to a vendor list, or 

register in supplier portals
• Prepare your pitch

• Discuss with your WPI counselor 

A. One-on-one buyer meetings



I. When and Why Capabilities Statements are Important

October 15, 2024

iii. Tips for a successful meeting
• Know who is coming
• Register in their procurement systems, get added to a vendor list, or 

register in supplier portals
• Prepare your pitch
• Follow-up with contacts in 1-2 business days

A. One-on-one buyer meetings



I. When and Why Capabilities Statements are Important
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iii. Tips for a successful meeting
• Know who is coming
• Register in their procurement systems, get added to a vendor list, or 

register in supplier portals
• Prepare your pitch
• Follow-up with contacts in 1-2 business days
• Have prepared and bring the right marketing materials, especially 

capabilities statements

A. One-on-one buyer meetings



I. When and Why Capabilities 
Statements are Important: 
Introducing Your Business

A. One-on-one buyer meetings
i. Introduction
ii. Creating opportunities for 

your business: dynamic vs. 
static marketing 

iii. Tips for a successful 
meeting

B. Other times to use your 
capabilities statement

i. Marketing outreach

October 15, 2024
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i. Marketing outreach
• Emails to government procurement professionals or corporate Small 

Business Liaison Officers (SBLOs)
• Site visits 
• Networking events
• If you need assistance developing a sales list, please contact WPI

B. Other times to use your capabilities statement
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I. When and Why Capabilities Statements are Important: Introducing 
Your Business 

II. Capabilities Statements – Key Informational Elements
III. Other Marketing Collateral to Present Well to Potential Clients

Overview of Today’s Presentation



Marketing Materials for One-on-One Buyer Meetings

October 15, 2024

I. When and Why Capabilities Statements are Important: Introducing 
Your Business 

II. Capabilities Statements – Key Informational Elements
A. Overview
B. Sections to include

i. Company data
ii. Scope of work
iii. Contact information
iv. Differentiators
v. Past performance

C. Other Considerations
III. Other Marketing Collateral to Present Well to Potential Clients

Overview of Today’s Presentation



II. Capabilities Statements – Key Informational Elements 
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A Business Resume
A. Overview 

A concise one-page document 
that clearly and effectively 
communicates your 
capabilities to potential 
government customers.

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



Marketing Materials for One-on-One Buyer Meetings
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• Capabilities statements – A resume for your business

Capabilities Statements and other Marketing Collateral



II. Capabilities Statements – Key Informational Elements 
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iii. Capabilities Statements
A. Overview



II. Capabilities Statements – Key Informational Elements 
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B. Sections to include

Capabilities 
Narrative



II. Capabilities Statements – Key Informational Elements 
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B. Sections to include

Capabilities Narrative

• A short, concise, no more than 3-4 sentence paragraph describing 
your company

• Meat and potatoes – no unnecessary marketing language
• Formulaic:

• 1st sentence: company name, location, and years in business 
• 2nd sentence: the general goods or services you provide
• 3rd sentence: specializations or specifics about your goods or services
• 4th sentence: additional information 



II. Capabilities Statements – Key Informational Elements 
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B. Sections to include

Contact
Information



II. Capabilities Statements – Key Informational Elements 

October 15, 2024

B. Sections to include

CONTACT INFORMATION
• Direct contact information – name of individual and title

• Email address for the individual – potential customers should talk to the 
right person the first time 

• Business address – PO boxes are discouraged

• Telephone – office AND cell

• Website and social media links



II. Capabilities Statements – Key Informational Elements 
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iii. Capabilities Statements
B. Sections to include

Company 
Data

UEI



II. Capabilities Statements – Key Informational Elements 
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B. Sections to include

COMPANY DATA

• Small business ownership certifications – Federal, State, Local and 3rd 
party

• Technical certifications: ISO, CMMC compliance status, JCP, ITAR, etc.

• NAICS, NIGP, PSC-FSC codes – limit to no more than 12 AND do not 
include descriptions if space is limited

• UEI and CAGE code numbers

• Accept  credit cards?

• Long term government agreements – such as GSA (include numbers)
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B. Sections to include

Scope of 
Work/Core 
Competencies



II. Capabilities Statements – Key Informational Elements 
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B. Sections to include
Core Competencies/Scope of Work

• Start with a short introductory statement

• Use bullet points to highlight the CORE COMPETENCIES that fit the CUSTOMER

Example:

Since 1962, the Really Great Construction Company has been a national leader in 
providing renovations that maximize energy savings and space utilization.  RGCC 
prides itself on having a highly skilled and experienced staff, excellent safety record 
and has the reputation of completing projects on time and on budget.  RGCC is a small 
business with experience in teaming on Federal and State projects.  RGCC has unique 
capabilities in:

• Solar panel installation

• Boilers and sheet metal upgrades

• Energy Analysis



II. Capabilities Statements – Key Informational Elements 
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B. Sections to include

Differentiators:
Sometimes in the narrative, in 

other locations, and in your 
pitch



II. Capabilities Statements – Key Informational Elements 

October 15, 2024

iii. Capabilities Statements
C. Other considerations

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



II. Capabilities Statements – Key Informational Elements 
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iii. Capabilities Statements
C. Other considerations



II. Capabilities Statements – Key Informational Elements 
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iii. Capabilities Statements
C. Other considerations

Recommend 
light color 
background – 
allows for 
note taking 
and 
comments
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I. When and Why Capabilities Statements are Important: Introducing 
Your Business 

II. Capabilities Statements – Key Informational Elements
III. Other Marketing Collateral to Present Well to Potential Clients

Overview of Today’s Presentation



Marketing Materials for One-on-One Buyer Meetings

October 15, 2024

I. When and Why Capabilities Statements are Important: Introducing 
Your Business 

II. Capabilities Statements – Key Informational Elements
III. Other Marketing Collateral to Present Well to Potential Clients

A. Targeted business cards
B. Business email
C. Email signature
D. Updating your website
E. Updating your LinkedIn profile
F. Updating your Google Business profile
G. Updating your Dynamic Small Business Profile (SAM.gov users only)

Overview of Today’s Presentation



III. Other Marketing Collateral to Present Well to Potential Clients 

October 15, 2024

A. Business cards 

• CLEARLY states what your business DOES – use a tag line if necessary

• COMPLETE contact information including street address, telephone and 
email

• NAICS codes – NIGP codes – UEI – CAGE CODE

• Website

• Small business designations – small, HUBZone, SDVOSB, MBE…..

• Quality level, ITAR, other technical and professional certifications of value to 
market

• ALSO

• Professional in appearance – include logo

• Light colored background - non glossy paper

• If recent “award recipient” – would need to be recognizable

https://www.census.gov/naics/
https://www.census.gov/naics/
https://vendornet.wi.gov/NIGPCodes.aspx


III. Other Marketing Collateral to Present Well to Potential Clients 
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ii. Business Cards
A. Business cards



III. Other Marketing Collateral to Present Well to Potential Clients 

October 15, 2024

B. Business email

• Email handles should reflect your company name – JackL@Wispro.org, 
or Info@Wispro.org 

• Avoid gmail, outlook, icloud, Hotmail, or any other email address that’s 
typically used by individuals rather than businesses. 

• Professional emails increase credibility that you are a genuine 
business that knows how to position itself to potential clients

mailto:JackL@Wispro.org
mailto:Info@Wispro.org


III. Other Marketing Collateral to Present Well to Potential Clients 

October 15, 2024

• Signatures should be included in every email; never sign off an email 
with just your name

• Signatures should include separate lines for:
• Title
• Company name
• Phone number
• Email
• Address
• Logo, if possible

C. Email signature 



III. Other Marketing Collateral to Present Well to Potential Clients 

October 15, 2024

C. Email signature 



III. Other Marketing Collateral to Present Well to Potential Clients 
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• Having a website that contains a “Government Solutions” tab and 
relevant information like:

• UEI and CAGE code
• Any technical or ownership certifications
• Capabilities Statement
• Awards won from a buyer – example “Johnson Controls Supplier of the Year 

2022”

D. Updating your website



III. Other Marketing Collateral to Present Well to Potential Clients 

October 15, 2024

• Create a LinkedIn if you don’t have one
• Ensure that the “Experience” section is updated with detailed 

information
• An updated LinkedIn is especially important for small businesses 

when:
• The business is new, but you or your team has extensive industry experience
• Your personal brand is important to your business (ex. consultants)

E. Updating your LinkedIn 



III. Other Marketing Collateral to Present Well to Potential Clients 
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E. Updating your LinkedIn 



III. Other Marketing Collateral to Present Well to Potential Clients 
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• Your Google Business profile can 
be automatically created for you by 
Google. If it’s not, you can manually 
add your business

• Claiming/creating your business 
and updating its information is free

• Ensure that all details are correct
• Profile updater: 

https://business.google.com/us/bu
siness-profile/?ppsrc=GPDA2 

F. Updating your Google Business profile 

https://business.google.com/us/business-profile/?ppsrc=GPDA2
https://business.google.com/us/business-profile/?ppsrc=GPDA2
https://business.google.com/us/business-profile/?ppsrc=GPDA2
https://business.google.com/us/business-profile/?ppsrc=GPDA2


III. Other Marketing Collateral to Present Well to Potential Clients 
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• Small businesses that register in SAM.gov receive a Dynamic Small 
Business Search profile hosted by the U.S. Small Business 
Administration 

• DSBS profile updates occur on www.connect.SBA.gov 
• Login credentials are the same as your SAM.gov account
• Request DSBS access on the Connect portal, then begin update

G. Updating your Dynamic Small Business Search profile 

https://dsbs.sba.gov/search/dsp_dsbs.cfm
https://dsbs.sba.gov/search/dsp_dsbs.cfm
http://www.connect.sba.gov/


III. Other Marketing Collateral to Present Well to Potential Clients 
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G. Updating your Dynamic Small Business Search profile 



III. Other Marketing Collateral to Present Well to Potential Clients 

October 15, 2024

The four most important sections to update are:
1. Keywords
2. Capabilities Narrative
3. Link to capabilities statement
4. References
5. Technical certifications

G. Updating your Dynamic Small Business Search profile 



CONTACT INFORMATION
Wisconsin Procurement Institute (WPI)

www.wispro.org 

Jack Laufenberg – 414-270-3600

10437 Innovation Drive, Suite 320
Milwaukee, WI  53226

414-270-3600

Page 678/7/2025

http://www.wispro.org/
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…More information and registrations at wispro.org/events

• February 26 – Understanding the US SBA and DOD Mentor Protégé Programs (MPP)

• March 5 – Marketing Materials for One-on-One Buyer Meetings

• March 19 –  Acquisition Hour: Navigating AI: Practical Tips for Federal Contractors

• April 15 – Government Property Management for Federal Contractors and Subcontractors

The Acquisition Hour webinar series covers a range of topics from market entry, sales growth, small business 
certifications, compliance, and more. Attendees receive 1 CPE credit for attending.



March 5 2025 March 5 2025

…More information and registrations at wispro.org/events

• February 28 – CMMC:  Are You Ready for a C3PAO Assessment?

• March 28 – CMMC:  Federal Cybersecurity Requirements – Who Must Comply?

• April 25 – CMMC: Maintaining Your CMMC Certification

Cyber Friday is a series of one-hour webinars focusing on critical topics for DOD contractors and subcontractors in 
cyber security, data security, and CMMC. Attendees receive 1 CPE credit for attending.
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…More information and registrations at wispro.org/events

•February 14 – Starting Your Federal Contracting Journey: Registering in SAM

•February 21 – Getting Started with DoD Contracts: Essential Tips and Information

•February 28 – Navigating DoD Sales: From Regulations to Strategic Planning

•March 7 – Federal Certifications: Beyond Titles to Strategic Value

•March 14 – The Language of Government Contracting: Why Definitions Matter

•March 21 – Federal Information Security: Programs Every Contractor Should Know

Federal Market Insights is an informal podcast designed to provide valuable information about the government 

marketplace for businesses interested in government contracting. Each episode is a concise 30-minute session, 

scheduled at the end of the week. We review noteworthy items published during the week, delve into key topics, 

and offer background information and perspectives relevant to the government contracting landscape. Stop by, 
settle in and take-in the conversation.
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…More information and registrations at wispro.org/events

Upcoming Events

May 14
Winning Government Business: Navigating Compliance 

Risks to Drive Strategic Advantage
Milwaukee, WI

May 15
11th Annual DOD Contract Management Update

Milwaukee, WI
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Featured Newsletters
Visit wispro.org to sign up for our monthly newsletters

Acquisition Alert | CyberNewsletter
Events Newsletter
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PRESENTED BY
Wisconsin Procurement Institute (WPI)

www.wispro.org 

Jack Laufenberg
Wisconsin Procurement Institute
jackl@wispro.org | 414-270-3600

10437 Innovation Drive Suite 320
Milwaukee WI  53226

http://www.wispro.org/
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