CV QUICK CHECK
DO Include…
	…Appropriate formatting to present a stylized final product; be sure to check for misspelled words
   …an email address
   …the date the CV was prepared
   …a header or footer that includes the page number and your name
   …your name in bold in any list of authors or presenters
   …a standard font throughout the document
   …a consistent way of listing events; either chronologic or reverse-chronologic

	…Licensure and board certification; include the name of the state in which you are currently licensed, what you are certified in, and the license number.
   ...A list of previously held licenses, and their current status

	[bookmark: _GoBack]…Research grants: funding agency, title of grant, start and end dates, total costs, your role in the grant
   …submitted grants with outcomes pending
   …a listed grant should include the $ amounts in terms of total costs (if listing direct costs, annotate it as such)

	...’Invited activities’.  They increase your prestige, so indicate if a presented lecture or seminar was by ‘invitation’ as opposed to an 
       assigned duty.  Also indicate if a submitted paper or editorial was by invitation.

	…Teaching: for each activity listed, make it very clear whether it’s a one-time lecture or lecture(s) you give every year, also specify if you are the course director, and if you’re the one who developed the curriculum, etc.
   …the number of hours, number of students, and the course number if available

	…Publications: broken out into peer-reviewed, and non-peer reviewed

	…Presentations: broken out into peer-reviewed, and non-peer reviewed, international/national/regional/local



DON’T…
	…put anything on your CV that you can’t prove

	…put a picture of yourself on a CV, or any other personal information such as: SSN, DOB, marital status, children

	…include grants that didn’t get funded

	…include where you went to high school or accomplishments from high school (Eagle Scout is probably ok)

	…list awards without dates

	…mix military awards with non-military awards

	…list where all of your mentees are located today or what they are all doing now

	…list professional service (committees, consultant roles, task forces, etc) in the Employment/Work Experience section
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