Name

Display your name in 14-point, bold font, centered at the top of page 1. 

Place only your name at the top of the CV.  

All other personal information goes in Section 1 below.

Do not title the page “Curriculum Vitae”… that’s self-evident.

Use 10-point Times New Roman for the remainder of the CV, except 

- List all headings #1-19 below in 12-point, bold font.  

- Use 11-point, bold font for subheadings (primarily in the bibliography)

Use standard margins: 1.0 inches top and bottom, 1.25 inches left and right.

Left-justify your margins.

Use the pagination feature in Word:

 <View> <Header and Footer> <toggle to footer> <Insert Page Number>.  

Center or right-justify page number in footer.

Numbering of sections is optional. 

Skip any sections that are N/A.

 1. Personal Information 
1. Address

2. Home and business phone number

3. E-mail

4. Place of Birth 

5. Citizenship

Do not include SSN# - someone could steal your identity!

Date of birth, gender, marital status, etc., is unnecessary.

 2. Present Academic Rank and Position 

Example:      
Instructor of Medicine, Mayo Medical School, 1999

Chief Medical Resident, Department of Internal Medicine, Mayo Clinic 

 3. Education 

 Include inclusive dates and degrees, keep sections separate, and chronological beginning with earliest.

1. College/University 

2. Medical School 

3. Internship (if separate from residency, o/w combine)

4. Residency (be sure to show inclusive dates, i.e., 2000-2003, not “2000-present”).  
    If training dates other than July – June, then show the year and month.

5. Fellowship 

6. Other (e.g., research fellowship. Post-doctorate, etc.)

4. Board Certification(s)


List your USMLE scores here, generally recommended if you scored 210 or better.  

 5. Medical Licensure   


State of licensure and dates.


 6. Honors/Awards


AOA, Phi Beta Kappa, class rank, etc.  


This INCLUDES honors in Sudan (hint)

Use separate sub-headings for college, medical school, and residency.  Do not go back earlier than college.  Indicate dates. Do not list honors in individual courses such as “Honors in Anatomy, Biochemistry, Internal Medicine” etc.  Instead, list only overall honors.   Give explanations for honors that might not be universally recognized.
Examples: 
College

· Phi Beta Kappa, University of Wisconsin, 1996

Medical School

· Year 1-2 Honors, Creighton University School of Medicine, 1999
- Awarded to top 10% of class for pre-clinical performance.

· AOA, Creighton University School of Medicine, 2001 

Residency

· “ACE” Award, 2002
- Peer selected during internship, for the three interns best exhibiting the attributes of Attitude, Commitment, and Excellence.

 7. Military Service 

       Include if applicable. Name branch of service, place, and dates


My advice is do NOT include Sudan military service though. Only US or European Service.

  8. Previous Professional Positions and Appointments 

If you have had academic, research, or clinical activity previously (in a university, medical school, or other academic institution), list here chronologically beginning with earliest appointment.

  9. Professional Memberships and Societies (extramural only)

List dates, offices held, committee responsibilities in national or international professional organizations.  Include membership on editorial boards, scientific reviewer for medical journals, etc.

e.g., 

APDIM Chief Resident Council, 2002-2003
– Member of the curriculum planning committee for the Association of Program Directors in Internal Medicine.  Helped plan and prepare the national “Chief Residents Course.” 

10. Educational Activities 

Include all activities and involvement in Mayo Medical School, Mayo Graduate School of Medicine, Mayo Graduate School, Mayo School of Health-Related Sciences, Mayo School of Continuing Medical Education, and similar activities at other institutions prior to coming to Mayo, if applicable. 
May use the table format shown below.

[Note: You may list internal presentations such as presentations for M&M, CDMJC, Medical Images at MGR, etc. under 10. B. below.  Internal presentations have minimal academic impact, and listing these is generally recommended only until you have several citations to include in section 18 below.]

10. Educational Activities (continued)

1. Curriculum/Course Development and Coordination 
Include each new, or substantially revised course, rotation, seminar, or educational conference that you organized/ coordinated.
List the Mayo school(s) for which they were given. 

· Course Name 

· Dates 

· School 

· Short Description

	PRIVATE


	EXAMPLE:

	Harrison’s Club for Internal Medicine Residents
	2001 – 2003

	
	Organized (with co-chair) twice monthly review sessions for Mayo residents. Assigned reading, selected review questions, organized speakers and promoted attendance/ participation by fellow residents. 
	

	
	
	


2. Teaching activities 
Include lectures given/ courses taught, (e.g. Teaching Conferences, Harrison’s Club, Driving Lessons, Wine and Cheese Journal Club, etc.) 

· Lecture/Course Name 

· Dates 

· Where Given 

· Short Description 

	PRIVATE


	EXAMPLE:

	Wine and Cheese Journal Club
Mayo Clinic Rochester
	Feb. 21, 2001

	
	ACEI and Mitral Insufficiency—a critical review

	
	

	Morbidity and Mortality Conference
Mayo Clinic Rochester
	Oct. 17, 2001

	
	Case presentation—Marantic Endocarditis 

	
	
	


3. Mentorship
Include both formal and informal activities including collaboration on research, discussions on career planning, and discussions on clinical/patient issues. 

· List of Mentees 

· Dates Mentored 

· Description of the work (e.g. presentations and publications) of these individuals while under the candidate’s guidance 

· Current Status of Mentees 

	PRIVATE


	EXAMPLE:

	Eddie Intern M.D.
Internal Medicine Resident
	1999 – 2000

	
	Mentored the preparation and submission of a clinical vignette to ACP-ASIM Associates Competition on an unusual case of Hairy Cell Leukemia

	
	


10. Educational Activities (continued)
4. Education Scholarship
Includes: 

· Presentations related to education topics and dates of presentation 

· Service in professional education organization and dates (e.g., AAMC) 

· List of grants or contracts related to education and dates awarded (include CE-10) 

	PRIVATE


	EXAMPLE:

	Geriatrics and Residency Education
AAIM Geriatrics and Education Strategic Planning Retreat
	August 8, 2000

	
	

	Association of Program Directors in Internal 

Medicine (APDIM)
	1984 – present

	
	President, 1998-1999

	
	
	


5. Honors and Awards for Education
Includes: 

· Awards, certificates, honors and dates 

	PRIVATE


	EXAMPLE:

	Mayo SMR Teaching award

Peer-selected award for one of best teachers PGY-3 year
	1999

	
	

	ACP-ASIM Clinical Vignette Finalist 

Philadelphia, PA
	April 8, 2000

	
	“An Unusual Case of Endocarditis”

Poster one of 10 finalists from among 200 entries.
	


6. Academic Career Development Activities
Include courses attended to enhance the candidate’s skill as an educator. 

· Course Name 

· Dates 

· School 

· Short Description 

	PRIVATE


	EXAMPLE:

	Mayo SMR Teaching Skills Workshop
CH Rohren
	March 2002

	
	Teaching skills for the senior resident

	
	

	Time to Teach Workshop 
Rochester, MN
	March 8, 2002

	
	Teaching Strategies and Principles of Adult Education

	
	
	


11. Administrative Responsibilities (Intramural)
Intramural institutional/departmental administrative responsibilities, such as committee memberships, and other administrative activities.  

Note that extramural (e.g., national or international organizations) go under #9 above. 


e.g., 

· Mayo Internal Medicine Residents Council 1999-2002
One of 6 residents/ year selected by peers to represent residency program in a CI process with Chief Residents and Program Director

· Mayo Clinic Coordinating Committee 2000-2002
Resident representative on this committee with institutional oversight of clinical processes and procedures.

12. Presentations at National and International Meetings 

This is where you list Abstract Presentations, Poster Presentations, invited presentations or talks, etc. at national/ international meetings.  
Do not put local presentations here (M&M, CDMJC, etc.) – if listed, use section 10.B. above.

      
Use exact citation format here, just like in your publications: 

Last-name Initials, (repeat for each author, bold underline your name). Title. Presented at: Meeting title and organization. Place, Date.

e.g., 
York EB, Thomas MR, Thomas KG, Dupras DM, Schultz HJ, Li JT.  Assessing Auscultation Skills of Residents and Cardiologists Using the Objective Structured Clinical Exam.  Presented at: The Society of General Internal Medicine 23rd Annual Meeting.  Boston, MA, May 4-6, 2000

13. Invited Presentations and Visiting Professorships (Extramural)

List dates, meeting title and organization, place, topic for presentations, and name of professorship, if applicable.

Include: formal invited lectures, keynote addresses, and visiting professorships 

14. Clinical Practice Interests and Accomplishments 

List here any areas of particular clinical interest and expertise.

This section is usually N/A to residents unless they have made particular clinical contributions to a field or to the clinical practice of an institution, e.g., 
Inflammatory Bowel Disease.  One of the co-founders of the Mayo IBD Clinic 1984.

15. Research Activities

List the research topics you are currently investigating, but not yet in manuscript form. 

List only the research that is not reflected in bibliography below, i.e., research that has not yet reached the “Manuscript in preparation” stage. 
List your research activities as follows:
– Project title, mentor, approximate dates, and a brief description (1 sentence) of your contributions to the project.  e.g., 

“Epidemiology of Hepatitis C virus infection in an Inuit community.”  June 2001 – present. 
Mentor: Keith D. Lindor MD. 
I was responsible for developing and administering the survey instrument, and for data analysis.


16. Research Grants Awarded 

Include grant number and name, time period, and Category I time.

17. Patents

List patent name, date, and number.

18. Publications  

All Citations should be in the exact National Library of Medicine format--
- authors' last names then initials, title of the paper, journal, year, volume number, and inclusive pages.  
It is very important that these citations be in correct format.  

Note the punctuation and formatting standards in the example below.  

See style examples at the bottom of this template for different types of publications

1. Zarroug AE, Libsch KD, Houghton SG, Duenes JA, Sarr MG. Postprandial Augmentation of Absorption of Water and Electrolytes in the Jejunum is Neurally Modulated: Implications for Segmental Small Bowel Transplantation. Journal of Gastrointestinal Surgery. 2006; 10:586–592.
The bibliography should be organized in separate sub-sections.

The heading of each sub-section should be in 11-point, bold underline font.

Number each citation, using the Word numbering format, e.g., 

1. 1st citation

2. 2nd citation

3. etc. 

Begin with earliest publication, and progressing to the most recent.

After published citations, list “In press” above “Submitted” above “In preparation” (last)

Boldface or underline (or both) your name in each citation so that the reviewer can easily identify your order (first author, etc.)

Subsections of Publications:
1. Original articles 
Peer review, original manuscripts only
Include unpublished manuscripts, but list as “(In press [journal]),” “(Submitted)” or “(In preparation)” at the end of each citation.  
Use the “In Preparation” listing only for manuscripts for which a draft exists.  Otherwise, list above as “Research in Activities” in section 15.
See style guide below for citations.
2. Book Chapters, Review Articles
3. Editorials, Letters to the Editor, Other
 (Peer-review citations that do no “fit” into subsections 1 or 2)

4. Non Peer-Review Publications
(e.g., a review in Hospital Medicine)
5. Electronic Media
(CD-ROMs, Audiotapes, Videotapes, etc.)
[Note: OK to combine sections 2-5 into one if only a few citations, e.g., 
Book Chapters, Letters, Other]
6. Abstracts [or Published Abstracts]
(List only published abstracts. Presented-not-published abstracts go in section 12 above, or in subsection 7 next)

7. [Abstracts/ Poster Presentations]
(Unpublished presentations – posters, abstracts – presented outside the institution, i.e., regional, national, international meetings)

19. Hobbies/ Interests 

This section is optional.  If used, be specific about your interests, e.g., 

(1) classical violinist for ~20 years; (2) Roman art and architecture, particularly Pompeii; (3) astronomy, particularly seasonal changes in constellations; (4) reading everything from biographies and novels to science-fiction and historical essays; (5) English-style horseback riding

Style Guide
You can use the Annals of Internal Medicine or the New England Journal of Medicine “Instructions for Authors” to guide your citation format. 

http://www.nejm.org/hfa/
 http://www.annals.org/shared/author_info.html
Journal Articles List all authors when six or fewer; when seven or more, list only the first six and add et al.

1. Standard article
Vega KJ, Pina I, Krevsky B. Heart transplantation is associated with an increased risk for pancreatobiliary disease. Ann Intern Med. 1996;124:980-3.

2. Supplement
Shen HM, Zhang QF. Risk assessment of nickel carcinogenicity and occupational lung cancer. Environ Health Perspect 1994;102(Suppl 1):275-82.

3. Special format (use for letters, abstracts, and editorials)
Enzensberger W, Fischer PA. Metronome in Parkinson's disease [Letter]. Lancet. 1996;347:1337.



Books List all authors or editors when six or fewer; when seven or more, list only the first six and add et al.

1. Book Author
Ringsven MK, Bond D. Gerontology and Leadership Skills for Nurses. 2d ed. Albany, NY: Delmar; 1996.

2. Book Editor
Norman IJ, Redfern SJ, eds. Mental Health Care for Elderly People. New York: Churchill Livingstone; 1996.

3. Book Chapter
Phillips SJ, Whisnant JP. Hypertension and stroke. In: Laragh JH, Brenner BM, eds. Hypertension: Pathophysiology, Diagnosis, and Management. 2d ed. New York: Raven Pr; 1995:465-78.

4. Published proceedings paper
Bengtsson S, Solheim BG. Enforcement of data protection, privacy and security in medical informatics. In: Lun KC, Degoulet P, Piemme TE, Rienhoff O, eds. MEDINFO 92. Proceedings of the 7th World Congress on Medical Informatics; 6-10 September 1992; Geneva, Switzerland. Amsterdam: North-Holland; 1992:1561-5.



Other Citation Formats


1. In press (must have journal title)
Leshner AI. Molecular mechanisms of cocaine addiction. N Engl J Med. 2001 (In press).


2. Submitted for publication (include journal title)

Cleary LM, Lesky L, Schultz, HJ, Smith L. Geriatrics in Internal Medicine Clerkships and Residencies: Current Status and Opportunities. (Submitted Am J Med 2001)

3. Manuscript in preparation

Lerner RA, Dixon FJ. The induction of acute glomerulonephritis in rats. (In preparation)


4. Magazine article
Roberts JL. Villain or victim? Newsweek. 1996;4 Nov:40-1.

5. Abstract Presentations at a National/ international Meeting
Smith J. New agents for cancer chemotherapy. Presented at the Third Annual Meeting of the American Cancer Society, 13 June 1983, New York

6. Citations of Electronic References
Cisler S. MediaTracks. Public Access Comput Syst Rev [serial on-line] 1990;109-15. Available from: Public Access Computer Systems Forum PACS-L via the Internet (http://www.pubaccess.com). Accessed 29 Nov 1997.
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