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Introduction and Participant Guide

Stuff to know before we start

▪ Muting

▪ Chat function

Slides will be posted at 

www.NHEconomy.com/ptac under Training 

Presentations

Session is being recorded 

The recorded session will be posted on the 

website as soon as possible

http://www.nheconomy.com/ptac


Your Capabilities Statement

 Your Capabilities Statement is one of the key elements of a 

company’s visibility in the government contracting sector

▪ SAM registration – complete, accurate and up-to-date  

▪ SBA Dynamic Business Search (DSBS) with narrative

▪ Company website to include dedicated “government” page

▪ Business Cards with EUI, Cage Code and NAICS included

▪ Capabilities Statement – Formal but also flexible

 It is a summary of your business, your products and/or services, 

owners and key staff, and relevant contracting experience

 Generally, a one-page hardcopy for use in face-to-face 

interaction with government personnel. 



Important Marketing Tool

Clear and concise - one* page preferred

 Unique to your company’s government-oriented 

products/services using “gov-speak” terminology

Wide variety of formatting options - though a range of 

common format styles are available online

Company Data expressed in context of government 

products/services, e.g. NAICS Codes, PSC/FSC, etc.

 Eye-catching color and graphics – but not overly so…

* Two pages (front/back) acceptable in some cases 

though front page should be able to stand alone, and 

back side should include contact information  as well.



When, Where, & How to use this Marketing Tool

 Face-to-Face activity with Government Staff

▪ One-on-One meetings with officials

▪ Government Conferences and Trade Shows/Events

▪ Virtual meeting to include in follow-up communication

▪ As printable document link on your Website

▪ Included introduction email to a specific government 

employee associated with contracting such as a 

contracting officer listed on a Solicitation, or sent to the 

designated agency Small Business Liaison Officer 

Common Sense – Contracting Officers and other officials will be handed 

or sent many Capabilities Statements.  Some will be retained/filed, or 

better still be copied to pass to colleagues (buyers).  However, no 
guarantee or commitment to do so is implied.



Standard and Uniform in Format

Commonly 4 required sections:

▪ Company Data and contact information to include all 
govcon identifiers (now UEI  and CAGE Code)

▪ Core Competencies – to be consistent with govcon
codes (NAICS, PSC or FSC) in your registrations 

▪ Differentiators relating to experience and/or ability to 
perform government contracting

▪ Past Performance – government (all-levels) but can 
be commercial if new to government contracting  

▪ A fifth section of a very brief company introduction is 
optional.



Company Name Capabilities Statement

Company Data Core Competencies

Differentiators

Past Performance

Many, many format styles readily accessible on the internet!



Sample



Sample



Sample



Company Data
 Contact Info:  Name, email, phone number and website

 Key identification

DUNS # UEI Identifier CAGE Code

NAICS Codes PSC or FSC Codes

 Special Designations go here!

Licenses and Certifications

Bonding and Insurance

Accepting government Credit cards/P-cards

GSA Schedule contract number (if applicable)

Your basic company information can be included in this section, or it can 
appear on the header or footer of the document, to include Website, 
physical address, email, phone numbers, etc.



Core Competencies

What do you do well that your government customer 

cares about – research contracting history

 Use a bullet-point List of products/services

• No long sentences

• No phrases (generally)

• No run-on lists

 All should be consistent with Product/Service Codes

Be Clear and Be Concise



Differentiators

What makes you the best choice among the 

competitors that your target customer cares about?

▪ Special Equipment

▪ Location/Service Area

▪ Capacity

▪ Specialized Service or Product

Shoemobile

Robotic Sports Training Equipment 



Past Performance

What have you done well that your target customer 

cares about?

▪ Clear and Concise

▪ Details for project size, scope of services, etc.

▪ May use side 2 for photos and more details

▪ Contact names & information where appropriate 

including on the back of the sheet if used



Color and Graphics

……enough but not too much

Company logo, tagline

Generic graphic

 Ample white space; not too crowded

 Photos

 Font



Shameless Commercial:

 NH PTAC offers free assistance with all this & more.

 You must have a physical presence in New Hampshire.

 You have to sign up online.

 To continue “active client” status, you have to use us as a 
resource.

 Our Contact Information:

 New Hampshire Procurement Technical Assistance Center

 Division of Economic Development

 Department of Business and Economic Affairs

 100 North Main Street, Suite 100

 Concord, NH 03301-4991



How do I get started with NH PTAC?

Go to the website and answer our questionnaire 

(www.nheconomy.com/ptac)

Give us a call at (603) 271-7581 

 email us at: govcontracting@livefree.nh.gov

Meet with us in Concord (currently via Zoom)

http://www.nheconomy.com/ptac
mailto:govcontracting@livefree.nh.gov

