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ATTACHMENT 11 -- RESUME FORMAT

	Labor Category
	Meet General Experience*
	RFP
Req.
	Actual
Years
	Meet Specialized Experience*
	RFP
Req.
	Actual Years
	Education
(degree(s))
	RFP
Req.
	Actual 

	Category Name
	Check or leave blank
	# years
	# years
	Check or leave blank
	# years
	# years
	List degree(s)
	List RFP Req’d Degrees
	List Actual Req’d Degrees

	Program Manager
	
	10 years
	20 years
	
	5 years
	7 years
	Bachelor of Science Engineering 
	BS
	BS


Bold text in italics was inserted as an example only.
*Please see below for details.  Note:  The experience described below must substantiate the information represented in the above table or the proposed individual may not receive credit for meeting the listed criteria.

Name of Individual: _______________
Contractor’s labor category if different than contract labor category: _______________
Percentage of time to be allocated to this effort (e.g. of estimated hours for applicable category): ______________
Percentage of time allocated as a Key Person on another contract and plans to satisfy both requirements: _________
Security Clearance: _______________
Current work location: _______________

Summary Information
Provide the number of years/months experience in each of the general and specialized experience areas described for the contract labor category in Section L. The cutoff for experience claimed shall be the closing date of this solicitation.

Example: Mr. Heston has thirty years of direct experience in managing programs and personnel for financial systems.  Overall experience in management of these programs includes supporting budgeting and forecasting of allocated funds for labor and material usage, as well as analysis and reconciliation of problem disbursements.  He has been responsible for preparing month end problem disbursement reports and pre-validation of contracts in an effort to prevent future discrepancies and has been instrumental in reconciling over $10 million in problem disbursements.

Work Experience
List work experience in the below format, beginning with current position

Employer; Dates (month/year); Title(s) held
Provide a bulletized list of responsibilities/tasks, discussed in sufficient detail so as to permit comparison with contract requirements.  
	
Note: Specific examples of work assignments, accomplishments and products shall be provided.  Phrases such as “assisted with” or “participated in” are unacceptable except as introductory to a description of the actual work performed.  Offerors are cautioned that statements containing these phrases may be deleted from the resume for purposes of evaluation against labor category minimum requirements. All military experience claimed shall be described such that each tour is treated as a separate employer.  Time frames/titles/responsibilities shall be provided in accordance with the format outlined above. Avoid any gaps in experience as it may lead to confusion and need for further clarification.

Example:
ABC Corporation, Feb 99–Present; Functional Applications Analyst
· Responsible for the financial maintenance of ABC Corporation’s Electromagnetic Environment Program and Configuration/Horizontal Management tasks
· Budgeting and forecasting allocated funds for labor and material usage
· Preparation of monthly and quarterly financial reports for individual tasks
· Assist in preparation of presentation materials


Education
List degree(s) obtained in the below format, beginning with most recent

Degree(s); Date(s); Institution(s); Major/Minor

Signed Statement
I hereby state that the information in this resume is true, accurate and correct. I consent to the disclosure of my resume for evaluation purposes regarding [insert offeror’s proposal number] proposal submitted in response to solicitation number N00039-14-R-0002 and intend to be available to perform as a [insert labor category] for any resultant contract.
Signature of Person identified on Resume					Date

Signature	                                           Date
Signature of person authorized to sign on behalf of the firm submitting the resume.


Note: Resumes without the above statement and signature may be unacceptable and not considered.


