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Create a Communication
Toolbox

• Elevator Pitch

• Capability Statement

• Tailored Communication Strategies

goMDsmallbiz.maryland.gov

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Elevator Pitch

1. Introduce yourself and your company

2. Describe what you do
(solve problems)

3. Highlight your value proposition

4. Give them something to remember
(differentiators)

5. Engage with a question

goMDsmallbiz.maryland.gov

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Sample Elevator Pitch

Hi, I’m Alison Tavik, Founder of Sheet Rock Solutions. 
My company has a proprietary system to remove mold 
in homes and businesses at half the cost of traditional 
remediation. It actually creates a permanent seal and 
prevents mold from ever returning. We’ve recently 
been named one of the best places to work in 
Maryland, and our workforce is growing so rapidly 
that we can complete most jobs within five business 
days, regardless of size. Are you concerned about 
mold in your home or workplace?”

goMDsmallbiz.maryland.gov

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
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(1) Hi, I’m Alison Tavik, Founder of Sheet Rock Solutions. 

(2) My company has a proprietary system to remove mold in homes and businesses 

at half the cost of traditional remediation. 

(3) It actually creates a permanent seal and prevents mold from ever returning. 

(4) We’ve recently been named one of the best places to work in Maryland, and our

workforce is growing so rapidly that we can complete most jobs within five business 

days, regardless of size. 

(5) Are you concerned about mold in your home or workplace?”

35 seconds

Sample Elevator Pitch

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
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Capability Statement

The PURPOSE
• First impressions matter
• Can open or close doors
• Not a brochure; intended for 

decision makers

The DESIGN
• 1 page only
• Fancy graphics are not 

necessary
• Title the document
• Don’t make the font too 

small to read

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
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The CONTENT
• Company Name and/or Logo
• Direct contact information
• Company data
• Core competencies
• Past Performance or Relevant Experience
• Differentiators

• Make multiple versions
• Customize it! 
• Create a template
• Update content as necessary
• Proofread carefully

Capability Statement

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
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Tailor Your Communication

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
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Tailor Your Communication

Ms. DGS Procurement Officer,

I see from the state’s procurement forecast that the 

Department of General Services is planning to replace the 

asphalt shingle roof on the Shockley House in Western 

Maryland. The projected advertising dates and term are 

listed as “TBD”.  This would be a great fit for my company. 

Are you able to provide additional information at this time?

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
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Tailor Your Communication

Mr. Prime Contractor,

I see from my research that your company frequently bids

and wins work on state-funded construction projects. My firm has 

solid past performance, is well-priced, and delivers amazing quality 

services. As a certified MBE, I can also help you fulfill 

subcontracting goals. I would like to explore opportunities to join 

your team on a future project. When can we schedule time to 

meet? 

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
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Tailor Your Communication

Ms. Procurement Officer,

While researching your agency’s  purchasing patterns for orange 

widgets, I see you have often led those purchases above $250,000. 

As a small business owner and certified SBR vendor, I am 

interested in similar work within the Small Procurement I and II 

categories. My Capability Statement is attached. Are you the right 

person for these smaller purchasing thresholds or can you direct 

me to a better contact?

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Keep Learning

goMDsmallbiz.maryland.gov

• 2 free webinars every month

• No cost to attend

• Register in advance to receive the 
participation link

• Download the presenter’s slide 
deck

• Access video recordings of all 
classes on our YouTube playlist

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
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Governor’s Office of Small, Minority & Women 
Business Affairs

• Small Business Reserve (SBR) Program

• Minority Business Enterprise (MBE) Program

• Veteran-Owned Small Business Enterprise (VSBE) Program

• Maryland’s Procurement Forecast

• Small Business Resources

• Business Development Training & Events

• Mining Public Data Strategies

• T.I.P.S. Webinar Series

https://gomdsmallbiz.maryland.gov/Pages/default.aspx

	Slide 1: Communicating with Confidence
	Slide 2: Create a Communication Toolbox
	Slide 3: Elevator Pitch
	Slide 4: Sample Elevator Pitch
	Slide 5: Sample Elevator Pitch
	Slide 6: Capability Statement
	Slide 7: Capability Statement
	Slide 8: Tailor Your Communication
	Slide 9: Tailor Your Communication
	Slide 10: Tailor Your Communication
	Slide 11: Tailor Your Communication
	Slide 12: Keep Learning
	Slide 13: Governor’s Office of Small, Minority & Women Business Affairs

