About Resumes in Proposals
A common mistake in proposal resumes is to not take time to highlight the skills, education and experience that meets (or exceeds) the solicitation labor category requirements. Bidding the right individual(s) can win a proposal but you will need to help the evaluators determine that the proposed person is a rock star.  
The resume(s) you submit should use the language of the solicitation throughout. Hopefully you’re proposing candidates that meet all the experience and education requirements. Make sure you highlight this fact. If the solicitation mentions a specific software, then list that they have used that software in their career. A resume that makes broad experience claims, like “database reporting experience” instead of saying “database reporting experience using SAP Crystal Reports” will not receive the highest score. 
The most important aspect of a proposal resume is to help the evaluator find the relevant experience quickly and easily.
This FPEX template will help you do that. There is an embedded table in the resume that you can tailor to the labor category requirements.  If there are no explicit personnel requirements stated, then find the technologies and tools named in the Statement of Work and use those words in the resume (as long as the candidate truly has that experience, of course).
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[bookmark: _Hlk105397209]TEMPLATE INSTRUCTIONS 
Using This Template
This template is meant as a framework from which to build your compliant content. The boilerplate content and structure of this template is based on an aggregate of hundreds of Government solicitations and their most common requirements.  It is not meant to address every possible solicitation requirement but rather to include the typical requirements seen in a typical solicitation.  Be certain to carefully read line by line to replace the placeholder words (like “Company XYZ” or “Customer”) with your specific information. Remember to remove all parentheses that note the fill-in places. It is not recommended that you use the Find and Replace feature in Word ever! Unnecessary errors are made that way in both content and formatting.
Formatting this Template
This template requires a basic understanding of how to use Microsoft Word Styles. The outline is set for automatic numbering through Heading Level 5. When multiple writers are working with this template, the Styles will be maintained by the existence of a Style Page (the last page in the document).  Do not delete the Style Page until you are ready for final formatting prior to submission. The Style Page will save you quite a bit of time because you can easily restore the document to the standard, compliant formatting using the Styles feature, no matter how your writers have changed the formatting.
Working with Graphics
This template contains generic graphics and tables that you can edit to meet your specific solution, or you can delete them if they are not appropriate for your needs.  All graphics were created in Microsoft PowerPoint so they can be easily edited.  You can either edit the graphic directly in this template by double-clicking on the graphic, or you can pull the graphic back into PowerPoint, edit it, and then copy and paste it back into your proposal. If you are pasting a graphic back into the proposal from PowerPoint, we recommend you do a Paste Special and select Enhanced Metafile.  This will improve the quality of the graphic when viewed on screen or when printed. All graphics are inserted in tables with the borders marked as uncolored (unseen).  This makes the graphic anchor better in the document and prevents it from rolling across pages unexpectedly.  Be sure to always have a caption above or below your graphics and always have an associated reference to the graphic in your narrative.
Thank you for using an FPEX template and good luck with your proposal effort!
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PERSONNEL RESUMES
XYZ proposes highly qualified individuals to deliver (the type of services this contract is procuring). Our skilled experts have knowledge and experience with (list high level government systems or mission environments). Our proposed personnel include:
(Position title) – (Name and brief description of the core skill sets mapped to requirements in the SOW)
(Position title) – (Name and brief description of the core skill sets mapped to requirements in the SOW)
(Position title) – (Name and brief description of the core skill sets mapped to requirements in the SOW)
(Position title) – (Name and brief description of the core skill sets mapped to requirements in the SOW)
(Customer) can be assured that every member of our team will receive orientation on the mission, contract goals, performance standards and their specific role.
The following resumes demonstrate that XYZ has selected the right technical team to meet the (goals for this procurement).

	(Name)
(Proposed Position Title)

	Skills and Experience Summary

	Ms. XX has more than XX years of experience providing (a short paragraph his core experience as it relates to the contract position and labor category; include real numbers for experience and accomplishments). 
(Note: The embedded table below should be tailored to show the experience and education/certification requirements listed in the RFP and/or typically associated with this job title. Be sure to use the key words in the RFP and be sure to propose candidates that meet the requirements.)

	(Labor category requirement)
	

	(Labor category requirement)
	

	(Labor category requirement)
	

	(Labor category requirement)
	

	(Labor category requirement)
	




	Education and Certifications

	Education:
(degree), (major), (university) (year received)
Certifications:
(certification), (certifying body), (year received)
Training:
(Training title), (training provider), (year completed)

	Relevant Professional Work History

	Job Title
Company name (month/year to month/year)
Description of responsibilities and accomplishments using as many of the solicitation key words as possible.
Job Title
Company name (month/year to month/year)
Description of responsibilities and accomplishments using as many of the solicitation key words as possible.
Job Title
Company name (month/year to month/year)
Description of responsibilities and accomplishments using as many of the solicitation key words as possible.


	(Company Logo)
	(Customer), (Program Title)
(Solicitation #), (Due Date)
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1. [bookmark: _Hlk103628296]Heading 1
Heading 2
Heading 3
Heading 4
Heading 5

Body Text Regular (for paragraphs)

· Bulleted List
· Bulleted List 2 (just indent the first bulleted item once)

	Exhibit Number and Title

	TABLE HEADING 1
	TABLE HEADING 2
	TABLE HEADING 3

	Table text
	Table text
	Table text

	· Table bullets
· Table bullets
	· Table bullets
· Table bullets
	



	Call out box text for highlighting something notable


(When using the Call Out Box, make sure to format it so that the paragraph text will wrap around it. Do this by right clicking on the box, selecting Table Properties, and then select Around in the Text Wrapping options)
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