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GRANT TEMPLATE:

KEY PERSONNEL 
Most grants will require biographical information on key personnel.  Some programs are very specific as to what should be included; for example academic bios are often requested to list selected publications and speeches.  

There is a tendency on the part of many applicants to gloss over biographical information; resist this urge.  This information is important in the grantor’s decisions as to whether an applicant has the ability to successfully complete a project.  
In addition to other information that is specifically requested, all bios should include:

· Experience.  Be specific about current and past positions, both within the applicant and for previous employers.  Cite title, dates position held, and specific accomplishments.

· Education.  Mention college education and other specific relevant training.  State the name of college, degree earned, certification earned, etc.

· Professional and civic organizations (present and past); titles held (e.g., Vice Chairman; Chairman of Marketing Committee).
· Track record with similar projects (or other successful projects).  

Following is an example of a resume for an executive who will oversee a market research project:

JOHN DOE, Vice President - Sales & Marketing, joined Company in 1999 and is responsible for worldwide marketing and sales.  Under Mr. Doe’s leadership, Company has introduced innovative marketing campaigns, products, and packaging that have helped stem the downward sales trend in our market category.  He played a crucial role in the recent Buy American campaign, which resulted in a 25 percent increase in sales over the past two years.    

Mr. Doe was the architect of Company’s recent successful introduction of {New Product}, which he helped become the top seller in its category according to IRI statistics.  His efforts in improving Company’s category management and in-store marketing brought Company the 2008 “Best of Class” award for category management from Supermarket Business magazine.

Prior to joining Company, Mr. Doe spent five years with Bigco Fresh Vegetables, the last four as Vice President, Value Added Sales.  There he developed an effective category management program, managed 66 produce brokers and $275 million in annual sales, and oversaw the doubling of the division’s profits. 

As Director of Sales, Food Ingredients Group for the International Ingredient Company, Mr. Doe managed three regional sales managers, 16 brokers, and $90 million in sales.  He was responsible for $300 million in annual sales as Vice President, Sales for Huge Food Company, Inc.; served in several sales positions with National Beverage Co., and; was District Manager for Direct Sales for Consumer Drug Co.

Mr. Doe holds an M.B.A in Finance from Suffolk University and a Bachelor of Science degree in marketing from Boston College.  He sits on the USDA Commodity Marketing Committee, is a member of the executive committee of State Fruit Promotion Board, and previously served as a member of the board of directors of the American Council for Food Safety and Quality.
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