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Instructions
The attached template prescribes the required contents for Key Staff Resumes that must be submitted with Proposals in response to Solicitation HBEX4. Complete the following information:
Relevant Experience – List the most recent experience first and repeat the blocks as many times as necessary to fully document the claimed experience. 
Key Skills – Enter all relevant skills.
References – Provide three references from individuals who have first-hand knowledge of the job skills, experience, and abilities sited in the résumé. The references must not be from within the candidate’s own organization.
Education – List most recent education first.
Professional Certifications or Designations – List most recent certifications first.
Background Check – Enter the month and year of the most recent background check.
The Key Staff Resumes must be completed and submitted as part of Attachments to the Vendor Proposal.


Key Staff Resume
	Vendor
		

	Candidate Name
	

	Position in the Company
	
	Length of Time in Position and Company
	

	Project Position and Responsibilities
	

	Skills & Qualifications for Project Position
	



Relevant Experience (add additional blocks as needed)
	Project Title
	

	Job Title
	

	Begin Date (MM/YYYY)
	
	End Date
(MM/YYYY)
	
	Number of Months
	

	Scope of Responsibility
	

	Skills Utilized and Experience Attained
	



Education (add rows as needed)
	Years 
(MM/YYYY – MM/YYYY)
	Degree / Course of Study
	School

	
	
	



Professional Certifications or Designations (add rows as needed)
	Certification or Designation
	Organization
	Dates

	
	
	


References
	Name and Title
	Organization
	Phone Number
	Email

	
	
	
	

	
	
	
	

	
	
	
	




Background Check
	Last performed by Vendor
(MM/YYYY)
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