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	Instructions:  Use this CAI letterhead template for all submissions. Remove ALL candidate & vendor contact information (phone, email, address). List the candidate's actual years of experience for each required and desired skill. Replace each bracketed prompt with the candidate's information and delete this instruction box before submitting.



<INSERT Candidate's Full Name>
Professional Summary
<Brief summary of the candidate's relevant background and expertise>
Skills & Years of Experience
<List each required and desired skill from the requisition with the candidate's actual years of experience>
	Skill
	Years of Experience

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


Employment History
<List candidate's relevant employment history — employer, title, dates, and key responsibilities/achievements>
Education & Certifications
<List candidate's education background and any relevant professional certifications>
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