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SAMPLE PROPOSAL TITLE
RFP No. XYZ1234556UPH

Association Of Proposal Management Professionals

J O E  S C H M O ,  P P M . A P M P  
Principal Consultant 
Experience Summary 
Experienced proposal manager, coordinator, and resume/past performance volume lead for product 
and professional services companies serving the Federal and commercial marketplaces. Highly 
skilled in proposal process coordination, proposal strategy development, and project management. 
Certified project manager with extensive Federal contract management training and experience. Ful-
ly conversant in Federal Acquisition Regulations (FAR) with expert knowledge of Microsoft Office 
products. Served as Director-at-Large for Association of Proposal Management Professionals 
(APMP) National Capital Area (NCA) Chapter Board of Directors.  

Experience 

2009–Present Lohfeld Consulting Group, Inc. 
Principal Consultant 
Serves as proposal manager, coordinator, and resume/past performance volume lead for clients de-
veloping IT and engineering services proposals in response to Government solicitations. Recent 
work includes the following: 
 Proposal Manager and Lead Writer (Past Performance, Management Approach, Staffing), Large 

Non-Profit Professional Services Company, Department of Homeland Security (DHS) Science 
& Technology Directorate (S&T), System Engineering and Technical Assistance (SETA) Co n-
tract, $230M 

 Proposal Manager, Two Companies: SiloSmashers and Sev1Tech, DHS Technical, Acquisition 
and Business Support Services (TABSS), $11B 

 Proposal Manager, SiloSmashers, DHS EAGLE II, $22B 
 Proposal Manager, The Engle Group, U.S. Department of Agriculture (USDA) Blanket Pur-

chase Agreement (BPA), $50M   
 Proposal Manager, Noblis, Department of Defense Joint Program Executive Office for Chemi-

cal and Biological Defense (JPEO-CBD), On-site Program, Engineering & Technical Support 
(OPETS) IDIQ, Medical Domain, $500M (multiple award) 

 Proposal Manager and Technical Writer, 8(a) IT Services Company, Three Task Orders (Enter-
prise Support Services; Help Desk Operations; and Network Security Operations), Space and 
Naval Warfare Systems-Atlantic, $15M/$60M/$85M

 Deputy Proposal Manager, Large Security/Defense Contractor, Intelligence & Security Com-
mand (INSCOM) Biometrics IDIQ, U.S. Army INSCOM National Ground Intelligence Center
(NGIC), $500M

 Proposal Manager, Inserso, Application Development and Maintenance, U.S. Department of
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“Microsoft Word Tips & Tricks for Non-Desktop Publishers”

Favorite Shortcut Keys
• CTRL + A = highlights all (use to delete text,

copy text, update fields, etc. without
highlighting everything manually)

• CTRL + B = bold highlighted text
• CTRL + C = copy
• CTRL + D = open fonts preferences window
• CTRL + E = centers text
• CTRL + H = find and replace
• CTRL + I = italicize highlighted text
• CTRL + J = fully justifies text
• CTRL + L = aligns text to the left
• CTRL + O = open document
• CTRL + P = print
• CTRL + R = aligns text to the right
• CTRL + S = save document
• CTRL + U = underline highlighted text
• CTRL + V = paste
• CTRL + W = close document
• CTRL + X = cut
• CTRL + Y = redo

• CTRL + Z = undo
• CTRL + SHIFT + L = quickly create a bullet
• CTRL + SHIFT + ALT + S = open styles

window
• SHIFT + Resize = maintains proportion of

graphic
• CTRL + Resize = resizes graphic from

center
• SHIFT + ALT + Resize = resizes graphic by

smaller (non-standard) increments and
maintain proportions

• SHIFT + Draw Line = keeps line straight
when you draw it

• CTRL + SHIFT + Num - = insert em dash
• CTRL + Num - = insert en dash
• Ctrl + Shift + > = increase selected font

+1pts up to 12pt and then increases font
+2pts

• Ctrl + Shift + < = decrease selected font
+1pts up to 12pt and then increases font
+2pts

• Ctrl + Enter = page break

Figure and Table Captions

Graphics

• Creating high-res .jpegs from
PowerPoint (PPTools Image Exporter
Plug In)

BEFORE AFTER

Tables

Table Style
Options 

Table Style
Button Table Styles

Page and Section Breaks

Next 
Page 
Break

Even Page
or Odd
Page Break

• Page Layout > Breaks
• Page Break Shortcut Key = Ctrl + Enter

• Wrapping text and grouping captions
with text

Insert Captions

Cross Reference
Captions in Text

Continuous
Section Break

Saving Tables to Quick Parts

Customizing Quick Access Toolbar: What I Keep There Always

• Undo, redo
• Space before/after paragraph
• Text highlighter tool
• Font color
• Paragraph tool
• Style separator
• Set transparent color tool

• Format painter
• New, open,

close, save
• Print preview
• Borders and

shading
• Table styles

Quick Tools

Customize Quick Access Toolbar




