
DENTAL CATEGORY CV INSTRUCTIONS 

 

A concise, user and reviewer friendly CV Format has been developed by the Dental Professional Advisory 
Committee (DePAC).   This version of the CV follows the promotion precepts and category benchmarks 
for PY2013.  Dental officers are required to use the approved dental category CV format.   

All entries should be in reverse chronological order on each section where multiple entries are required. 

Basic Format Items required: 

1.      Font:  Verdana size 10 

2.      Bullets:  Use bullets to identify descriptions within a section, i.e. job duties under the assignments 
section.  See instructions.  

3.      Place dates at the end of the right margin of the document to keep simplicity and uniformity.  

4.      Headers:  See the first screen shot and find instructions on updating your information.   

5. Tables: Tables should only be modified as instructed see instructions.  

A series of screen shots will provide illustrated guidance thru the CV Summary and the CV Body.  

Examples of a JR and SR Officer CV’s with new formats will be published soon.  

 

CV summary sheets should be no more than 2 pages for Junior Officers (O-3 and 
O-4) and no more than 3 pages for Senior Officers (O-5 and O-6). 

 

Other CV formats will not be accepted.  
 

 

 



DENTAL CATEGORY CV INSTRUCTIONS 

CV SUMMARY  

Header Instructions 

Double click in the superior area of the document to put your rank, name and credentials on the first 
line.  Place your PHS # in the second line, followed in the third line by the month and year you 
revised/updated your CV.   This will place your information in all pages of the document.   Double click 
outside of this area to work on the rest of the document.   

 

 



DENTAL CATEGORY CV INSTRUCTIONS 

 

CV SUMMARY – PRECEPT 1 

 

 

 Write your current leadership role and mission contribution to your assigned Agency.   
Remember this is a CV summary (limited to 2-3 pages).  You can expand your duties on the body 
of the CV. 

 Place the award with the year obtained on the table as illustrated.  Do not list the same award 
multiple times.  For example, if you have received 3 Achievement Medals, list it once but include 
the dates for all 3.   

 Mention your other CC and Non-CC  Honor Awards with dates as illustrated on a bullet format. 
 Do not list letters of appreciation separately.  One line can be used to highlight the number of 

letters of appreciation received throughout your career.  For example:   
 BOP, USPHS, and Community Letters/Certificates of Appreciation x 25 (see OPF) 2001-2010 

 



DENTAL CATEGORY CV INSTRUCTIONS 

 

CV SUMMARY – PRECEPT 2 

 

 

Insert the information regarding your Degrees, Residencies, and Post-Doctoral Training.  Make sure you 
place the year at the far end on the right margin.  This can be accomplished by just replacing the text.  

 



DENTAL CATEGORY CV INSTRUCTIONS 

 

CV SUMMARY- PRECEPT 3 

  

Add your position information on the table limiting each position to one row.  To add more information 
to the table simply right click on the mouse and select on the table options to add a row below.  See 
instructions.   You can continue adding rows as needed.  Refer to the following image.  

Enter your significant collateral Duties keeping in mind that you will be able to expand in depth all the 
information once you are writing the body of your CV. 

 

 

 

 



DENTAL CATEGORY CV INSTRUCTIONS 

 

Table Instructions 

 



DENTAL CATEGORY CV INSTRUCTIONS 

 

 

 

 

 

 

 

 

 

 

 

 

 



DENTAL CATEGORY CV INSTRUCTIONS 

 

 

Bullet Instructions 

To add bullets in order to add more information though the document, simply place your cursor in the 
last entry of the line above and hit the “enter” key.  



DENTAL CATEGORY CV INSTRUCTIONS 

 

CV SUMMARY – PRECEPT 4 

 

 

Enter the information as requested.  Refer to the bullet instruction images and please keep in mind that 
you are still in the CV Summary (2 pages maximum for Junior Officers; 3 pages maximum for Senior 
Officers).  



DENTAL CATEGORY CV INSTRUCTIONS 

 

CV BODY 
The body of the new CV Format for the Dental Category follows the same pattern as the Summary 
section.  You can expand in depth the information you provided.   

CV BODY – PRECEPT 1 

 

Enter the accomplishments for your CC and other awards in this section.  Refer to the instruction on 
tables.   

 

 

 

 



DENTAL CATEGORY CV INSTRUCTIONS 

CV BODY – PRECEPT 2 

 

 

Enter the information as requested.  Refer to the section on adding bullets.  Make sure the dates remain 
in the far right column.   

 



DENTAL CATEGORY CV INSTRUCTIONS 

 

CV BODY – PRECEPT 3 

 

Enter the information as requested and add bullets as necessary.  To add more duty stations on this 
section, you will have to create a new table with one row only or if your program permits you can copy 
and paste the table keeping the formatting provided.   See next page.  
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DENTAL CATEGORY CV INSTRUCTIONS 

 

CV BODY – PRECEPT 4 

 

Fill in as required   Keep bullets and dates as in this example.  Promotion boards have limited time to 
review your CV.  The information needs to be uniform, concise, and easy to follow.    

If you need assistance working with the CV, Senior Officers are available for questions.  Any CV 
submitted to your OPF or for awards must follow the approved Dental Category format shown in these 
examples.     


