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This document has been adapted for the Northern Territory from the information published by © State of Queensland, Department of State Development, Infrastructure, Local Government and Planning, May 2021.  

Disclaimer
The Northern Territory of Australia exercised due care and skill to ensure that at the time of publication the information contained in this publication is true and correct. However, it is not intended to be relied on as professional advice or used for commercial purposes. The Territory gives no warranty or assurances as to the accuracy of the information contained in the publication and to the maximum extent permitted by law accepts no direct or indirect liability for reliance on its content.

[bookmark: _Toc200976245]Showcasing your business through business capability statements
A business capability statement to introduces your business to potential clients and partners. 
Your capability statement’s purpose is to present your strengths, experience and capacity in a clear and professional way.
It is also called a: 
· Business profile 
· Capability profile 
· Company statement 
· Company profile 
Not only can a capability statement help you win local contracts, but they can also help you engage with major projects in mining, defence, infrastructure, or tourism. These tools help position your business as a capable and competitive supplier.
Use this document to get practical tips and help in creating your own capability statement.
Helpful tip: there are service providers based in the Northern Territory who can help you create a compelling and visually appealing capability statement. 
Territory Business Advisors are also available to assist with further support, including ways to help enhance or create a compelling capability statement. Find more information here. 

[bookmark: _Toc200976246]Preparing a business capability statement
To stand out it’s important you have a well-prepared business capability statement. You’ll likely need three versions, each serving a different purpose:
1. Long version
This is your detailed document, often used as an attachment for tenders, proposals, or grant applications. It provides a comprehensive overview of your business, including your capabilities, experience, accreditations, and capacity to deliver.
2. Short version
This version gives a snapshot of your business and is perfect for quick reference by potential customers, clients or partners. It is ideal for online listings (such as those on Industry Capability Network NT or NT Indigenous Business Network), your own website, or printed marketing materials. 
3. Quad chart version
This is a high-impact, 1–2 page summary designed to grab attention. It’s especially useful when meeting buyers for the first time or targeting new opportunities. It should clearly highlight:
· Your value proposition
· Key capabilities
· Areas of expertise
· Proven track record
Each version plays an important role in helping you communicate effectively with buyers, project managers, and supply chain partners across the Territory. 
Use the guide in this document to ensure your capability statements are clear, professional, and written for your audience.

[bookmark: _Toc200976247]Tips for writing a strong capability statement
A compelling capability statement tells your business story clearly and confidently.
Here are some practical guidelines to help you get it right:
Start with the long version
Begin by writing the long version of your capability statement. This helps you capture all the important details about your business. Once that’s done, you can reduce it to the short version and the Quad Chart. 
This step-by-step approach ensures you do not leave anything important out.
Use headings to organise your first draft
Structure your first draft using clear headings (like ‘Core Capabilities’, ‘Experience’, ‘Key Clients’, etc.). Write your content to fit in these headings. When you are happy with your content, you can adjust the layout or remove some headings to make the final version flow more naturally.
Get honest feedback
Ask someone outside your day-to-day operations (someone who knows your business but isn’t involved in the details) to review your draft. They can help you identify gaps, unclear language, or missed opportunities in your draft. The stronger the feedback, the better your result will be.
Be clear and concise
Decision-makers are busy. They want to quickly understand what you do and why you’re a good fit. Keep your sentences short and your message focused. Avoid using confusing language (such as jargon) and long-winded explanations.
Highlight what makes you unique
What sets your business apart in the NT market? Whether it’s your local knowledge, Indigenous ownership, remote delivery capability, or industry expertise, make sure it stands out.

Be original
It’s okay to look at examples from other businesses, but don’t copy them. Your capability statement should reflect your business, your voice, and your strengths. Authenticity always resonates more with buyers.
Be honest
Only include claims you can prove. Buyers need to trust that you can deliver what you promise. Accuracy builds credibility.

Preparing your long version guidance and helpful tips
[bookmark: _Toc200976248]Section 1 - Basic contact details for your business 
You should make sure that these details are accurate, up to date and make contacting you easy. 
· Business name:
· Street address:
· Main contacts:
Helpful tip: Choose someone who understands the business and can respond to queries. Provide their name and title e.g. Managing Director / Owner. Provide a secondary contact name and details in case the main contact is uncontactable. 
· Phone number: 
Helpful tip: Be specific to the main contacts. 
· Mobile: 
Helpful tip: Be specific to the main contacts. 
· Email: 
Helpful tip: Specific to the main contacts or a key contact that will understand the importance of the message and act on it immediately. Do not provide a generic email e.g. info@ or admin@ If you don’t have a specific email for the main contact, get someone to help you set up a Gmail or similar account. Some major project supply chains will not deal with suppliers who do not have email. 
· Website: 
Helpful tip: If you don’t have one, get one. Buyers need to be able to find you. Buyers will search on the internet for your business and look at your company website. A good, well-structured website (it does not have to be complex) will help to create a good first impression. Buyers will be searching to check the information you have provided. Ensure all relevant information is included on your website and it represents your business in the right manner. 
· Postal address; If different to your street address. 
· Year established: 
Helpful tip: This tells potential customers that you have a long-standing trading history of experience and stability. If you are a newly established business (1-2 years or less) include total combined experience of staff instead e.g. our key staff bring to the table over 100 years of total combined experience in the mining and resources sector, globally and in Australia. 
· ABN
[bookmark: _Toc200976249]Section 2 - Capability information
This section explains what you do and what you are good at. 
2.1 Main business activities and industries served: 
This is the first part a buyer will read. It is the most important part of your capability statement. It should clearly explain:
· What your business does,
· What products and services you offer,
· How you are different to your competitors and,
· What value you bring.
Helpful tip: This is where you need to capture your reader’s attention. Provide enough information to encourage them to read further.
You should start strong, with a short sharp summary no longer than two or three paragraphs. This is also known as an ‘elevator pitch’.
Start by outlining your core business activities, the industries you support (such as mining, construction, defence, tourism, or government), and your main products or service. 
Helpful tip: Be specific, decision-makers want to quickly understand what you do best and where you add the most value.
To build a strong pitch, consider: 
· What value do you consistently deliver to your customers?
· What is the most challenging job you’ve completed, and what made it successful?
· What kind of feedback do you receive from clients?
· Why do customers choose you over others in the same industry or business?
· What is your unique skill, capability, or piece of knowledge that sets you apart?
Helpful tips: 
Are you the only provider in the region offering a certain service? Do you have the largest capacity equipment? Do you hold the longest track record in a niche area? These are the kinds of details that help buyers understand your strengths and where you fit in the supply chain.
Remember to be clear about the type of work you are targeting. This helps potential clients know what you are best at and where you want to grow. Avoid claiming to do everything, focus on what you do well.
Include a sentence about your business approach or values. What drives your team? How do your values align with those of your customers, such as safety, reliability, community engagement, or sustainability?


Elevator pitch example: 
At [Your Business Name], we specialise in delivering [your core services or products] to clients across the [industries you support – e.g., construction, mining, defence, tourism, government] sectors in the Northern Territory. With a strong focus on reliability, local knowledge, and practical solutions, we help our clients meet their project goals efficiently and safely—whether they are operating in urban centres or remote communities.
Our team thrives on complex and demanding projects. One of our most challenging jobs involved [briefly describe a standout project], where we delivered under tight timeframes and in tough conditions. It worked well because of our hands-on approach, strong communication, and commitment to quality. Clients often tell us they value our responsiveness, attention to detail, and ability to adapt to their needs—especially in the Territory’s unique operating environment.
What sets us apart is our [hidden gem e.g., Indigenous engagement strategy, remote logistics capability, specialist equipment, or niche expertise]. We are not just another supplier, we are a trusted partner who helps clients improve how they work, reduce risk, and deliver better outcomes. That is why our customers come back to us, project after project.

2.2 Products and services – what you offer and how you deliver it
Use this section to provide detail on your business’s products and services. This is your opportunity to show the range of what you do, how you respond to your customers' needs and what makes your products and services stand out in the Northern Territory market.
List your core products or service streams and then expand on the range of your capabilities. 
For example: do you offer end-to-end solutions, specialised services, or tailored packages for different industries like mining, construction, tourism, or government.
Explain your approach to customer service. Do you offer:
· After-sales support
· Servicing and maintenance
· 24/7 availability for urgent jobs or remote clients
Reliability and responsiveness are critical in the NT. These service strengths can be a major differentiator between you and your competition.
Highlight any original products, unique processes, or innovations you use in this section. You should show them even if they are not directly used in major projects. These show how you solve problems and come up with new solutions. They demonstrate that you are a smart and reliable supplier.
Remember: not every business has a patented product. If you have found a smarter way to do something, or created a tool or system that improves efficiency, it is worth mentioning.
2.3 Facilities and equipment – what you operate and where you operate from 
In this section you outline the facilities and equipment that your business uses to deliver the services for your customers. It helps future customers understand your operational capacity and how well-equipped you are to meet their needs.
Start by describing your facilities:
· The size of your premises
· Any internal and external workspaces, hardstand areas, or secure storage
· Location, and proximity to any major transport routes or project hubs
· Access hours, and capacity to operate outside standard business hours
· Any expansion plans or upgrades that will increase your capacity.
Then list the plan and equipment relevant to your service delivery. Only include what your business owns or operates directly. Make sure you highlight any equipment that gives you a competitive edge. For example:
· Larger capacity machinery
· Faster or more precise tools
· Specialised gear that is rare in the region
Remember to be honest, you do not want to inflate your operational capacity. 
Helpful tip: Include details on your maintenance practices. Do you have a preventive maintenance schedule in place? Explain what you do and how it helps you provide a reliable service.
If you are investing in new machinery, automation, or facilities, include that too. It shows you are growing and committed to improving your service offering.
2.4 Specialised capabilities – what sets you apart?
Use this section to help stand out and differentiate yourself from your competitors. List information such as specialised skills and services, key people in your organisation, certifications or accreditations, export capabilities or technology and systems.
Specialist skills and services
Does your business use specialised skills and services to deliver better outcomes for your customers?
These might include: 
· Technical skills, such as specialist trades
· Professional capability, such as project management, IT systems or compliance
· Industry-specific knowledge that helps you work effectively in different sectors.
Key people in your organisation: 
Introduce your key team members, those who bring experience, leadership, and technical knowledge or skills. 
You can include: 
· Name, role, and years with the company
· Relevant qualifications, certifications, and project experience
· A short profile or even an organisational chart to show structure and capability
 Certifications: 
List any company or individual certifications that are relevant to your work. These credentials help build trust.
These might include:
· ISO certifications (e.g. ISO 9001 for quality management)
· Industry-specific accreditations
· Trade or professional qualifications (e.g. Diploma in Project Management)
Export capabilities
If you export products or services, mention it. Competing in international markets demonstrates your quality and competitiveness.
Technology and systems: 
Mention any software or systems you use to manage your operations. This could include:
· Job tracking, project management, or accounting software
· CRM systems, engineering/drafting tools, or ERP platforms
· Use of e-commerce or digital platforms to interact with clients
Even basic IT systems show that you are organised and capable of managing documentation, invoicing, and communication which are key requirements for delivering services and projects as a business.
2.5 Training, development and workforce skills 
You can use this section to outline your businesses workforce and your commitment to staff development, skill retention, and workforce capability.
Helpful tip: Customers, particularly major projects, want to work with businesses that are investing in their people. Your commitment to training and development shows that you are building a capable, reliable team that can deliver now and into the future. 
Outline your approach to skill development and training, such as: 
· Annual training budgets or allocated hours for staff development
· Structured programs for upskilling, cross-skilling, or leadership development
· Apprenticeships or traineeships to support local workforce growth.
If you have staff retention strategies, such as mentoring, flexible work arrangements, or career progression pathways, include them here. These show that your business is focused on long-term capability, not just short-term delivery.
Helpful tip: How does your business ensure that staff stay current with industry standards, safety practices and technical skills? This is particularly important for customers in the NT where skilled labour can be limited.
Consider including a skills register, this could include a summary of the qualifications, certifications, and experience your team holds and any planned training or future skill development. This helps buyers understand the depth of talent in your business.
[bookmark: _Toc200976250]Section 3 – Capacity
This section is about your business capacity and ability to meet any project demands in terms of staffing numbers, project size and geographic area of operation.
3.1 Capacity levels 
Outline your business’s current capacity and ability to scale up when needed. Buyers want to know that you can handle their project, whether it’s a small job or a large-scale contract.
· What is your current workforce size? How does that support your day-to-day operations
· Do you have subcontractors or partnerships that help you expand your capacity? Mention them, this shows flexibility and reliability
· You can also note whether your business can scale up quickly for larger or urgent projects
Note: While company turnover is often confidential, it may be requested during procurement processes to assess your financial capacity to deliver.
3.2 Maximum value of work per contract 
Help buyers understand the size and value of projects you typically deliver
· Outline the value of projects/contracts you normally complete. This can be described in volume, size and in $ terms. 
· If you have delivered projects in the $100,000–$1 million+ range, or handled multi-site or multi-phase jobs, include that.
· Be honest and realistic. Buyers want to know you can comfortably manage the scale of work they are offering
3.3 Area of operation or supply 
What is your geographic footprint and where you deliver your products or services. 
· Are you based in Darwin, Alice Springs, Katherine, or a remote community?
· Do you service regional and remote NT, or operate across state or national borders?
· Mention your ability to provide ongoing support, maintenance, or servicing in those areas.
· If helpful, include a map showing your service footprint, it is a great visual tool for buyers.
[bookmark: _Toc200976251]Section 4 – Track record
This is where you demonstrate your past work and accomplishments. Include projects you have delivered and who the clients you have worked for. 
4.1 Leading projects completed and major clients
List your major clients, such as local councils, government departments, Tier 1 contractors, or large private sector businesses. If you have worked as a subcontractor, include those relationships too.
If you are prequalified to work with any major clients or supply chains, mention it as it shows you have already met key compliance and capability standards.
Highlight your most significant projects. This STAR method helps potential clients understand the scope, complexity, and success of your work:
· Situation (what the client needed)
· Task (your role in the project)
· Action (what your team did)
· Result (what you delivered and the outcome for the client)

Example:
Situation: ‘Moe’s Mowing’ was the sole mowing contractor for a local state school, responsible for maintaining the full school grounds.
Task: Ensure high-quality, reliable service while working around school operations.
Action: Managed schedules, communicated with staff, maintained equipment, and ran all business operations.
Result: Delivered consistent service over 3 years with no missed visits, earning contract extensions and positive feedback.

4.2 Delivery performance and reliability 
Build trust with your buyers by showing that your business is not only capable, but also dependable.
Relevant information could include:
· Your reputation for on-time delivery, meeting project specs, or handling complex work
· Experience successfully delivering results in remote or high-risk environments
Helpful tip: If you have client testimonials, include them here. They are powerful proof of your performance and professionalism.
[bookmark: _Toc200976252]Section 5 – Management systems
Outline your business’s structured approach to managing Safety, Environment, Quality, and Risk. These are important areas that demonstrate your capability to deliver consistent, reliable, and compliant outcomes.
You should include evidence of your organisation’s commitments to these core areas. Include what management systems your business uses to govern these things. They could look like: 
· Document libraries
· Policies
· Frameworks
· Checklists
· Standard operating procedures (SOPs) 
Helpful tip: Include if your business ISO accredited or meet Australian Standards (ASNZ4801, ISO9001 or ISO140001 accredited). 
5.1 Safety management system 
Safety is a core driver of performance for major project supply chains. Clients want to work with companies that understand and commit to a high standard of safety performance. 
Describe your safety management approach, including:
· Your commitment to safety and compliance with NT WorkSafe and national regulations.
· How safety is managed on-site and across operations.
· Whether you have:
· A formal Health and Safety Policy.
· Documented safety procedures or a certified management system.
· A designated senior safety officer or manager.
· Systems to track and report incidents (e.g. LTIs, near misses).
5.2 Environment management system 
This is another core driver of performance for major project supply chains. 
You need to let major project supply chains know that your company understands the importance of environmental management and that you are taking steps to minimise the impact on the environment. 
Helpful tip: Demonstrating your environmental awareness and practices can set your business apart. Include information about your environmental approach. Even if they are small, they all add up and show that your business understands the importance of environmental management.
Outline your environmental practices, such as:
· Waste reduction, recycling, and energy efficiency measures in your office, site, or workshop
· Use of low-impact materials or equipment.
What level of environmental management systems do you have in place: 
· An environmental and safety policy statement
· A documented environmental management system or procedures to assess and minimise impacts
· A senior manager responsible for environmental management
· An environmental management system and procedures certified by a third party
· An environmental management system and procedures that comply with ISO14001
· What do you do to manage and improve environmental performance.
5.3 Quality management system 
Quality assurance is essential for delivering reliable outcomes on time and to specification and avoid additional costs.
Outline how you manage and improve quality in your business and what quality systems you have in place: 
· A quality policy statement. 
· A documented quality management system. 
· Test inspections and a test plan. 
· A senior manager responsible for quality management. 
· A quality management system, internal or certified by a third party. – A quality management system that complies with ISO9001 series. 
· Procedures for assessing and approving the quality systems of your subcontractors. 
5.4 Insurances
Major customers want to know what insurances you hold. Clearly list the types of insurance your business holds, including:
· Public Liability
· Professional Indemnity
· Workers Compensation (NT WorkSafe)
· Plant and Equipment
· Any other relevant cover
Helpful tip: Include policy values where appropriate to demonstrate your business is adequately protected.
5.5 Risk management approach 
Major project supply chains focus a great deal on risk management. 
While higher tier companies have leading responsibility for risk management, they want to work with contractors or subcontractors that understand and practice good risk management. 
Describe your approach to managing risk, and how this benefits the customer:
· Whether you have completed a risk assessment
· Use of contingency or business continuity plans
· Project management systems that reduce risk (e.g. procurement controls, backup suppliers)
· Whether you have 
· A risk management matrix to identify and assess potential risk. 
· A risk management system and procedures to manage this risk e.g. risk assessment procedures for work on site or at your premises
· A risk management system that has been certified by a third party
· A risk management system and procedures that comply with ISO31000
· Compliance with NT and federal regulations.
5.6 Other work management systems 
Efficient work management systems are essential for delivering on large projects. If your business uses systems such as Enterprise Resource Planning (ERP), job tracking, or document control platforms, include them here.
Explain how your systems support:
· Order and invoice tracking
· Project documentation and reporting
· Communication with clients and subcontractors.
Helpful tip: These systems demonstrate your ability to manage complex workflows and meet the administrative demands of major contracts. Outlining them here will demonstrate how your work management systems are of benefit to the customer
[bookmark: _Toc200976253]Section 6 – Customer service and market response
This section is where you show how you build and maintain relationships with your customers, how responsive you are to their requests and your commitment to continuous improvement. 
6.1 Relationships and communication 
Effective communication and relationship management are essential for successful project delivery.
In this section, outline how your business maintains clear and consistent communication with clients. 
· Do you have dedicated account managers for projects? 
· Are you proactive in communicating updates, flagging issues early and keeping clients informed? 
· Do you have long-term relationships with leading companies? 
· How do you ensure effective reporting and transparency throughout the project lifecycle?
6.2 Responsiveness 
Small to medium sized businesses excel in responding faster than larger companies. Use this section to show how you can respond to client needs.
· How quickly can you respond to customer requests? 
· Do you have standard or set turnaround timeframes to respond to client quotes/requests? 
· Do you have an afterhours contact and the ability to respond to emergency requests? 
6.3 Continuous improvement and innovation 
Buyers want to work with businesses that are always looking to improve. This section is where you show your commitment to innovation, problem-solving, and learning.
· Do you regularly review and improve your systems or processes?
· Have you developed any new products, tools, or methods that make you more efficient or deliver better outcomes?
· How do you gather feedback from clients or stakeholders and how do you act on it?
· Do you invest in research and development, or trial new approaches to solve challenges?
Helpful tip: If you have a case study that shows how you have improved a process or solved a problem creatively, include it here, it is a great way to demonstrate your value. 
[bookmark: _Toc200976254]Section 7 – Working with industry and others
This section highlights how your business connects with other through industry networks, professional associations and what your business does to contribute to the local community.
Helpful tip: These connections show that your business is engaged, informed, and committed to working collaboratively.
Examples of networks and industry associations include: 
· Chambers of Commerce 
· Master Builders Association 
· Housing Industry Association 
· Certified Practicing Accountants 
· REINT
· local economic development/tourism groups etc 
7.1 Networks 
If your business is part of a network, consortium, or joint venture, include that here. This shows that you are open to collaboration, which is a valuable trait when working on large-scale or multi-contractor projects.
· Do you work with other local businesses to deliver projects?
· Have you partnered with Indigenous enterprises, regional suppliers, or specialist contractors?
· Are you part of a group that jointly bids on tenders or shares resources?
These relationships demonstrate your ability to scale up, share knowledge, and work as part of a broader projects.
7.2 Industry association membership 
Being a member of an industry association or group sends a message that you stay up to date with developments and get information and professional development about your industry or local area. 
7.3 Corporate social responsibility 
Corporate social responsibility is about a business making a lasting commitment to giving something back to the community. Even small contributions can show that your business is community-minded and aligned with the values of major project proponents.
Helpful tip: Major project proponents and tier 1 contractors are expected to contribute to the communities in which they operate, so it is important to talk about the things that your business might be doing that benefits the community in your region or area.
 Some examples of how this commitment may be demonstrated include: 
· Investing in community projects 
· Supporting research initiatives 
· Introducing occupational health and safety measures 
· Adopting environmentally friendly practices 
· Drafting and applying a code of ethics to company operations 
· Sponsoring a local sports team or community group
· Providing goods and/or services to a local school or charity 
Business capability statements
· Providing work experience for local high school/TAFE students.
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[bookmark: _Toc200976255]Checklist for inclusions in each version
The below checklist will help you cover the areas major project supply chains want to know about your business. This list is extensive and not all sections will apply to your business. 
	Statement section
	Sub-section
	Long Version
	Short Version
	Quad Version
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	Capability information
	Main business activities and industries served
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	· Your elevator pitch
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	Statement section
	Sub-section
	Long Version
	Short Version
	Quad Version

	Capability information (cont)
	Specialised Capabilities
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	· Competitive skills
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	Track Record
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	Delivery performance and reliability
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	Management systems
	Safety management system
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	Customer service and market response
	Relationships and communication
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	Responsiveness
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	Continuous improvement and innovation
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	Working with industry and others
	Networks and Industry Association membership
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	Corporate Social Responsibility
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· 

Templates
Capability statement – long version
Capability statement – short version
Quad chart – guide and template
These templates are
· Based on feedback from over 400 major project decision makers 
· A comprehensive list of what a customer would like to know about your business 
· For you to use to make sure you have included everything you should (and nothing you shouldn’t!). 
Tips 
· Fill in the easy details first. 
· Identify where you have gaps e.g. systems, track record etc. 
· Work through gaps and add detail to the profile. » Review and check – you and a critic. 
· Improve and finalise the long draft. 
· Then cut back to a shorter version – approximately 2-3 pages is ideal for the short version. 
· Check your competitors and see how you match up. 
What are the priorities? 
· High value items – capability information and track record. 
· Secondary priority information – customer services and market response. 
· Third priority information – management systems and networks. 

[bookmark: _Toc199409224][bookmark: _Toc200976256]Content template: long version
Helpful hint: This template is to develop content only. Making a visually compelling document is the next step. You can engage a service provider to design one for you or use an online platform. 
Use the bold items as headings in the profile. Include other information under these headings as shown. 
Section 1: Contact details
	Business name
	




	Street address
	




	Main contacts
	Name and Title  secondary contact




	Phone
	




	Mobile
	




	Email
	




	Web address
	




	Postal address
	




	Year established
	



	ABN
	



Section 2: Capability information
	Main business activities and industries served
	Elevator pitch  preferred business  overview of your business









	Products and services
	Proprietary products / inventions / processes / patents  strengths in service provision - what makes you stand out - what approach do you take?








	Facilities and Equipment
	Relevant plant and equipment  operational capabilities  preventative maintenance  new investment/expansion








	Specialised capabilities
	Key people in your organisation  competitive skills  certifications held  export capabilities  software used (engineering/drafting/other)







	Training and skills
	Training and development initiatives and commitment for staff








Section 3: Capacity
	Capacity levels
	Staff numbers  current business capability and can you scale up







	Preferred maximum value of work per contract
	Value of projects you normally complete 







	Area of operation or supply
	Geographic footprint for provision of products/services 











Section 4: Track record
	Leading projects completed and major clients
	Large customers  prequalification’s  include your case studies here 







	Delivery performance and reliability
	Proven track record  testimonials 







Section 5: Management systems
	Safety management system
	







	Environment management system
	









	Quality management system
	







	Insurances
	







	Risk management approach
	







	Other work management systems
	







Section 6: Customer service and market response
	Relationships and communication
	






	Responsiveness
	







	Continuous improvement and innovation
	







Section 7: Working with industry and others
	Networks
	







	Industry association membership
	







	Corporate social responsibility 
	






[bookmark: _Toc200976257]Content template: short version
Helpful hint: This template is to develop content only. Making a visually compelling document is the next step. You can engage a service provider to design one for you or use an online platform. 
Use the bold items as headings in the profile. Include other information under these headings as shown. 
Section 1: Contact details
	Business name
	




	Street address
	




	Main contacts
	Name and Title  secondary contact





	Phone
	




	Mobile
	




	Email
	




	Web address
	




	Postal address
	




	ABN
	



Section 2: Capability information
	Main business activities
	Elevator pitch  preferred business  overview of your business









	Products and services
	Proprietary products / inventions / processes / patents  strengths in service provision - what makes you stand out - what approach do you take?








	Facilities and Equipment
	Relevant plant and equipment  operational capabilities  preventative maintenance  new investment/expansion








	Specialised capabilities
	Key people in your organisation  competitive skills  certifications held  export capabilities)







Section 3: Capacity
	Capacity levels
	Staff numbers  current business capability and can you scale up







	Preferred maximum value of work per contract
	Value of projects you normally complete 







	Area of operation or supply
	Geographic footprint for provision of products/services 







Section 4: Track record
	Leading projects completed and major clients
	Large customers  prequalification’s  include your case studies here 






	Delivery performance and reliability
	Proven track record  testimonials 






Section 5: Management systems
	Safety management system
	







	Environment management system
	







	Quality management system
	






	Insurances
	






	Risk management approach
	







	Other work management systems
	







	Relationships and communication
	







	Responsiveness
	







	Continuous improvement and innovation
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[bookmark: _Toc200976258]Content template: quad chart
Helpful hint: While generic quad charts are suitable for an un-researched audience, it is advisable to develop specific quad charts for each customer, focusing on their possible requirements.
Date																						Area of Capability														COMPANY NAME
	PRODUCT
Product/technology images can be inserted here in this quadrant
· Use short bullet points 
· Total entry should not be more than a single A4 sheet. 
· Do not use text smaller than 11 point
	KEY CUSTOMERS
· Names of discerning customers will demonstrate your track record 
· It can be more informative/persuasive if you can briefly mention what they have sourced from you 
· Identify customers by name/program, project or capability 
‒ do not simply state a company: note a project or program 
‒ do not simply state Department of Defence or RAAF – note the project or platform

KEY PARTNERS
Partners, Suppliers, Joint ventures / Parent company

	CAPABILITIES
Describe capabilities: Don’t be vague, provide quantitative measures of your capabilities if possible (how many, how big, etc)
DISCRIMINATORS
· What is it that sets your capabilities apart from other providers? 
· How do your capabilities provide value to customers? 
· What are the innovative features? 
· What benefits would it provide?
· Competitiveness / Value for money / Delivered advantage 
· Supportability / Sustainability (through life costs)

	QUALITY STANDARDS AND OTHER ACCREDITATIONS
· List international recognised standards/certifications first 
· List certificates and awards that are relevant to the capability 
· Example: ASA 4801, ISO 9001:2000 certified by XYZ etc

CONTACT/ADDRESS DETAILS
Contact address: include a name, postal and/or street address 
Phone, email and website 
Attach business card if it is a handout





Date																						Area of Capability														COMPANY NAME
	PRODUCT

	KEY CUSTOMERS


KEY PARTNERS



	CAPABILITIES


DISCRIMINATORS



	QUALITY STANDARDS AND OTHER ACCREDITATIONS


CONTACT/ADDRESS DETAILS
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