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Part 1: Basic Capability Statement

<Remember to delete all instructional text after you have all of the basic information together in this template>

CHECKLIST

[   ]  Introduction and Company Overview


[   ]  Core Competencies and Organisational Achievements


[   ]  Management Profiles


[   ]  List of clients by Industry/Sector


[   ]  List of Products and/or Services


[   ]  Contact Details


CAPABILITY STATEMENT

<Insert your company name>
Introduction and Company Overview
· This is an element of your Part 1: Basic Capability Statement Template

· Use the information from Exercise 3: Step 1 for this section

· Include a brief business background

· Highlight what makes your business different from your competitors. Highlight your key areas of specialisation and remember to include your value proposition from your very first exercise.

· Explain the general nature of your business and what your role is in the business sector

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Core Competencies and Achievements
· This is an element of your Part 1: Basic Capability Statement Template

· Use the information from Exercise 3: Step 2 for this section

· Indicate your organisational achievements and highlight your past performance 

· Discuss how your business continuously improves products and/or services through significant achievements such as ISO accreditation

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Management Profiles
· This is an element of your Part 1: Basic Capability Statement Template

· Use the information from Exercise 3: Step 3 for this section

· List the key personnel in your business operations and itemise their roles, responsibilities, experience and credentials

· Include an organisational chart if you would like to add a graphic to the page

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Clients by Industry/Sector
· This is an element of your Part 1: Basic Capability Statement Template

· Use the information from Exercise 3: Step 4 for this section

· Provide a list of the clients you work with and categorise them by the sector they come from

· To make this section more powerful expand on your track record. Detail your experience managing client projects and detail the value of the project or contract under your management. Include the process and outcomes.

· If you have many projects, choose to highlight the top three and itemise a list of the rest

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Products/Services
· This is an element of your Part 1: Basic Capability Statement Template

· Use the information from Exercise 3: Step 5 for this section

· Provide a description of the range of products/services that you offer

· Remember to highlight the value to customers by linking features to benefits for each product/service

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Contact Details
This is an element of your Part 1: Basic Capability Statement Template

Include:

· Head Office Location

· Names of Managers and Directors

· Mobile phone numbers

· Personal email

· Other Key Personnel/Departments as appropriate

· Office phone number

· Office phone number

· Office fax number

· Office email

· Company website address

· License numbers

· ABN Australian Business Number

· ACN Australian Company Number
Part 2: Powerful Capability Statement
<Remember to delete this text after you have all of the additional ‘powerful’ information ready to include in your full Capability Statement template>
<Please note: The headings in this section are given as a guide only and are meant to emphasise that a powerful Capability Statement requires more than basic level information. Participants should exercise individual skill in determining the categories that are relevant to them and in what they consider as important to include or exclude from their own Capability Statement>

CHECKLIST

[   ]  Mission Statement/ Vision and Values Statement

[   ]  Experience by Sector by Project

[   ]  Associations, Accreditations or Awards

[   ]  Quality

[   ]  Social Responsibility Statement 

[   ]  Governance and Risk Management Practices

[   ]  Management Systems and Policies

[   ]  Global Partnerships/ International Relations/ Strategic Partners

[   ]  Testimonials
Mission Statement
MISSION STATEMENT/Vision and Values Statement

· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 1 for this section

· Outline your overall business philosophy and visions for the direction of your company in two (2) to three (3) concise sentences

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Experience by Sector by Project
· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 2 for this section

· Include a list of your experience working with different sectors and on projects. Include and tenders that you have won and why? How did you successfully manage these tenders

· Itemise your list in chronological order, alphabetical order, by service category or by geographic region

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Associations, Accreditations or Awards
· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 3 for this section

· Include a list of any current professional memberships, partnerships with associations and valuable accreditations or awards you have 

· Briefly expand on why your Associations, Accreditations or Awards add credibility to your organisation

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Quality
· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 4 for this section

· Outline your approach to quality systems in the different areas of your business e.g. ISO accreditation (ISO 9000, ISO 14001, HACCP, Six Sigma)

· Note what benefits your customers can gain from these systems being in place 

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Social Responsibility Statement
· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 5 for this section

· Here you can highlight your approach to environmental practices, employee relations or community participation

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.

NOTES

<Type, write or copy and paste notes in the space below>

Governance & Risk Management Practices
· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 6 for this section

· Governance and Risk Management policies outline your approach to the way you manage investments, innovation and confidential data securely 

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.
NOTES

<Type, write or copy and paste notes in the space below>

Management Systems and Policies
· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 7 for this section

· Write how your organisation approaches development of business systems and manages operations

· Provide assurance to potential clients that you are competent, reliable and trustworthy

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.
NOTES

<Type, write or copy and paste notes in the space below>

Global Partnerships
Global Partnerships/ International Relations/ Strategic Partners

· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 8 for this section

· Explain how you communicate and what steps your organisation takes to ensure consistent delivery of reliable services for the duration of the international partnership or relationship

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.
NOTES

<Type, write or copy and paste notes in the space below>

Testimonials
· This is an element of your Part 2: Powerful Capability Statement Template

· Use the information from Exercise 4: Step 9 for this section

· Include testimonials from customers who have had a positive experience with your organisation

· Include a reference to your testimonials

· Note: Some elements of a Powerful Capability Statement are more relevant to some business situations than others. Carefully consider what information you will provide in your own Capability Statement before proceeding. 

Allow for approximately two (2) to three (3) paragraphs for this section but use your discretion as to how much information to include.
NOTES

<Type, write or copy and paste notes in the space below>
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The Government of South Australia gives no warranty and
makes no representation, whether express or implied,

as to the accuracy of information contained within this
Capability Statement Template or the suitability of the
information for any purpose. Any use of the information
contained in this Capability Statement Template (whether
authorised or not) is at the users’ sole risk and the
Government of South Australia disclaims responsibility
for any loss or damage incurred as a result of such use.
The information is provided solely on the basis that users
of the information will make their own assessment of the
accuracy of the information and users are advised to verify
allinformation contained within this document.

Any information about the law in Australia or South
Australia is provided as general information only and

is not legal advice. This Capability Statement Template

is a starting point only and is not a substitute for legal

or professional advice. While the Department has
attempted to ensure the information is accurate at the
time of publishing, no responsibility will be accepted

for any errors or omissions and the Government of
South Australia will not be liable for any loss or damage
incurred by any person as a consequence of any use,
reference or reliance on this information. Any such

use, reference or reliance shall be at the sole risk of

that person who should seek their own legal and/or
professional advice if required.
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