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Hi, thanks for downloading this capability statement template.

This template is designed to help you showcase your business in a professional way—whether you're quoting on a job, applying for a tender, or introducing yourself to new clients.

[bookmark: _igwfa38devdm]How to get started
You can start using this template in one of two ways:
1. Make a copy – Click File > Make a copy so you can edit your own version in Google Docs.
2. Download it – Go to File > Download if you prefer working in Word or another format.

[bookmark: _2w6lmbmsduo8]What’s inside
This template includes all the sections most businesses need in a capability statement—like who you are, what you do, your past work, and why clients should trust you.

Under each section, you’ll see some short prompts to help you fill it in. Just delete those prompts and write in your own info.

[bookmark: _e1uca3qrpx7o]A few tips:
· Make it yours - add your logo, colours, photos from jobs—anything that shows off your work.
· Be selective - not all sections will suit every business. If something doesn’t apply, feel free to delete it.
· Keep it real - use your own words. You don’t need to overdo it—just explain things clearly and honestly.

[bookmark: _t417ztodhphy]Once filled out, this document can help you:
· Win more jobs
· Build trust with new clients
· Look sharp in tenders and applications
· Show off what you’ve achieved
[bookmark: _cvc0dslkjgub]

[bookmark: _uz2w309didrj]Capability statement template
[bookmark: _f968co3ftg2b]Section 1: Front cover (mandatory)  
· [Your business name] capability statement
· Logo
· Strong images and consistent branding with your company (throughout the document)
[bookmark: _jurdpsxpygrk]

[bookmark: _f9fwi0186sab]Section 2: Contents page (optional, recommended) 
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[bookmark: _4uk01j1h73nd]

[bookmark: _qoka5bjdtvja]Section 3: Business overview (mandatory) 
What to include: Provide a short introduction to your business, highlighting your mission, values, and what makes you unique. This should give potential clients a clear idea of who you are and what you stand for.
Prompt: What is your company’s mission? What values drive your business? What do you want clients to know about your approach to work?
[bookmark: _12sa1i8fftdo]

[bookmark: _kxf68a8o34ms]Section 4: Services offered (mandatory) 
What to include: A clear and concise list of the services your business provides. If needed, include a brief description of each service to help clients understand what you offer. You could use iconography here. 
Prompt: What are your core services? How do they benefit your clients? Are there any specialties that set you apart?
[bookmark: _5wr0fxi8uaxt]

[bookmark: _s5kp94ockt6y]Section 5: What makes you different? Your Unique Selling Proposition (mandatory) 
What to include: Your USP is what makes your business stand out from competitors. 
Prompt: Why should a client choose you over a competitor? What do you do better or differently? How do you solve common client pain points?
[bookmark: _itkuqwqk35it]

[bookmark: _kt9jd5ibo84t]Section 6: Past projects and experience (mandatory) 
What to include: Showcase your expertise by providing examples of past work. Include descriptions, photos, and budgets where possible to give potential clients confidence in your ability.
Prompt: What projects have you completed that demonstrate your skills? What challenges did you overcome? What were the outcomes?
[bookmark: _spwarjvay3lk]

[bookmark: _cs0c1g9oalfx]Section 7: Certifications and compliance (mandatory) 
What to include: Clearly list your business licenses, industry certifications, and regulatory compliance to demonstrate your commitment to quality and safety standards.
Prompt: What licenses and certifications do you hold? Are you compliant with industry safety and regulatory standards? How do you ensure high-quality work?
[bookmark: _3non5v8ghjna]

[bookmark: _r5k2ti75lu3]Section 8: Client testimonials (mandatory) 
What to include: Share feedback from past clients to build trust and credibility. Include client names, businesses, or logos.
Prompt: What have past clients said about your work? Do you have reviews that highlight your reliability, quality, or professionalism?
[bookmark: _cbvjruxuta1t]

[bookmark: _n9ipdwl847vv]Section 9: Your process (optional)
What to include: Outline your process so clients know what to expect when working with you. This helps build trust and shows that you are organised and efficient.
Prompt: What are the key steps in your process from inquiry to job completion? How do you communicate with clients? What makes your workflow smooth and efficient?
[bookmark: _q43zgmxcj34u]

[bookmark: _2c32fk6di93z]Section 10: Your team (optional)
What to include: Highlight key team members and their expertise to help build rapport with potential clients.

Prompt: Who are the key people in your business? What skills and experience do they bring?
[bookmark: _4qy4nic5dkzd]

[bookmark: _km4rgzh0atzk]Section 11: Sustainability (optional)
What to include: Outline any eco-friendly practices, sustainable materials, or energy-efficient solutions your business uses.

Prompt: How do you minimise environmental impact? Do you have any green certifications?
[bookmark: _57g03lusimg3]

[bookmark: _uzt7639b6qge]Section 12: Community (optional)
What to include: Detail any community involvement, apprenticeships, or charity work your business participates in.

Prompt: How does your business give back to the community? Do you support local initiatives or charities?
[bookmark: _ybd6ud240j8m]

[bookmark: _ifd6leh9d5bl]Section 13: Key statistics/at a glance (optional)
What to include: Quick stats like number of completed projects, years in business, turnover, and size of your team.

Prompt: What figures best represent your business's success and experience?
[bookmark: _mgbgszkaqi64]

[bookmark: _29elhu8jpw4b]Section 14: FAQ section (optional)
What to include: Address common questions clients may have about your business or services.

Prompt: What are the most common client concerns? How can you address them upfront?
[bookmark: _7f3j8udlaq23]

[bookmark: _vw4vx9pqlaae]Section 15: Contact Information (mandatory) 
What to include: Provide clear and up-to-date details so potential clients can easily reach you.
· Phone
· Email
· Website
· Address
· Social media
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