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Introduction

The purpose of the Application Style Manual is
to provide an easy-to-use framework for
organizations writing applications. The manual
can also be used for writing applications for
internal assessment purposes.

The intent of the Application Style Manual is to
provide guidance to writers of applications on
grammatical and other considerations that will
provide consistency and clarity in applications.

. Basic Format

When preparing an application, follow these
basic formatting instructions:

1. Paper Size: standard 8.5 x 11

2. Font Size: fixed pitch font of 12 or fewer
characters per inch; or proportional spacing
font of 10 or larger (Note: A typical
document produced in Times New Roman 10
point font will satisfy this requirement.)

3. Line Spacing: equivalent of two points of

lead between lines. (Note: One point of lead

equals 1/72, or 0.0138 inch.)

Margins: at least % inch on both sides

Page Format: pages set up in a 2-column

format are preferred. Left justification is

preferred.

6. Page Limit - determined by Tier Level:
Compass Level/Level 1 — 15 pages for the
Responses Addressing Criteria Items (Basic
Item Requirements), and five pages for the
Organizational Profile
Expedition Level/Level 2 — 35 pages for the
Responses Addressing Criteria Items (Basic
and Overall Item Requirements), and five
pages for the Organizational Profile
Award Level/Level 3 (MQA/VOPE/EiH) —
The total number of pages is limited to the
equivalent of 50 single-sided pages for the
Responses Addressing All Criteria Items
(Basic, Overall, and Multiple
Requirements), and five pages for the
Organizational Profile.

7. Page Numbering: The pages of the
Responses Addressing All Criteria Items
must be numbered consecutively from start
to finish (e.g. 1,..., 50). Blank pages and
page dividers should not be numbered. As
introductory material to the application,
number the pages of the Intent to Apply
Form, Organization Chart, Application
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Form, Organizational Profile, and Glossary
in continuous Roman numerals.

8. Picture captions, Graphs, Figures,
Charts, Data tables, etc. must also meet the
type size requirements for font size and line
spacing. If the table or graph is reduced
from its original size for inclusion,
applicants must use larger type size in the
original so that the reduced material in the
application report meets the font size
requirements. (Note: Font style and/or size
need not be uniform throughout the
application report, so long as all styles and
sizes meet the requirements.) All figures
should be numbered in sequence within each
Item and Category, such as Figure P.1-1 or
Figure 2.1-1.

Application Format Checklist:

Organizations must submit an electronic copy
of the application report in a single .pdf
document, less than 5MBs in size. It is not
necessary to submit a paper copy. Electronic
Applications may be emailed directly to the
Award staff at contact.us@excellenceinmo.org,
or mailed to the Award Office on a USB or CD:

Excellence in Missouri Foundation
Attn: Awards Office
514 E. High Street, Suite 31
Jefferson City, MO 65101

The Application must be received no later than
5:00pm CST on the due date specified on the
published cycle calendar. An application
report must contain the following in the order
listed:

[IFront Cover—blank (no text, pictures, or
figures) to help ensure confidentiality;

[|Title page

[ ]Table of contents

[lIntent to Apply Form (signed by Awards
Administrator)

[|Organization Chart

[lApplication Form

[IGlossary of terms and abbreviations

[]lOrganizational Profile (5 pages or fewer)

[IResponses Addressing All Criteria ltems

[ IBack Cover—blank
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A. Introductory Material

1. Front Cover—must be blank (no text,
pictures, charts, or figures).

2. Title Page—applicant name, address, logo,
date, statement that this is an application for
the Missouri Quality Award/Vision of
Performance Excellence Award/Excellence
in the Heartland Award/Compass Level or
Expedition Level.

3. Table of Contents

4. Intent to Apply Form—After filling out this
form, page number with the appropriate Roman
numerals. After review/approval the Awards
Administrator will sign/stamp and return this
form to the organization.

4. Organization Chart—This line and box
organization chart should stand alone on a
separate page. It should be prepared in sufficient
detail for Examiners to understand the
relationships between the applicant’s subunits
mentioned in the application. (Exhibit 1)

5. Application Form - After completing this
form, page number with the appropriate Roman
numerals. Don’t forget to obtain the signature of
the authorizing official on the form.

6. Glossary of Terms and Conditions—In the
Glossary of Terms and Abbreviations, define
each acronym or abbreviation, as well as terms
that need clarifying in the application. Arrange
in alphabetical order by letter following the style
in Exhibit 2.

7. Organizational Profile—In two-column
format, prepare the Organizational Profile
outlining the applicant’s organization and
addressing what is most important to the
organization, as well as the key factors that
influence how the organization operates and its
future directions. A vital part of the overall
application, the Organizational Profile is used by
the Examiners in all stages of the application
review. Use headings with the profile addressing
each of the areas requested in the instructions.
(Exhibit 3)
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B. Main Body of the Application—
Responses to Criteria (page limit
determined by Tier Level) Respond to each
Item as a whole. Responses to the Areas to
Address should emphasize the applicant’s
organization and performance system. To
facilitate review by Examiners, respond to the
Areas in the order given in the Items. Describe
activities in foreign sites in the appropriate
Items.

If an Area to Address does not pertain to the
applicant’s organization or performance system,
provide a statement of one or two sentences
explaining why the Area is not applicable. The
Item/Area designator should be used as
described under format requirements.

**Note: Compass Level Applicants will
respond to the Basic Item Requirements only.
Expedition Level Applicants will respond to the
Basic and Overall Requirements. Award Level
Applicants (MQA/VoPE/EiH) will respond to all
Item Requirements; Basic, Overall, and Multiple.

1. Headings

a. Each category should begin on a separate
page. Capitalize all letters of the Category
heading and put in bold type. Separate the
Category number from the Item title with a dash.

CATEGORY 1 - LEADERSHIP

b. Item titles should be in initial capital letters
and bold type. Put one space between the Item
number and Item title.

1.1 Senior Leadership

c. Areas to Address should be underlined and the
text can begin on the same line.

4.1a
d. Likewise, Subareas to Address, if used, should
be underlined and the text can begin on the same
line. Start with the Item number followed by the
Area to Address in lower case (leave no space
between the Item number and the Area to
Address). Then, in parenthesis, place the
number of the Subarea to Address (leave no
space between the Area to Address and the
Subarea to Address).
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1.2a(1)

If two consecutive Subareas to Address are going
to be covered at the same time, use a comma
with no extra spaces between the two numbers.

4.1a(2,3)

If multiple consecutive Subareas to Address are
going to be covered at the same time, use the
first and last Subarea number with a dash
between them.

5.1a(1-3)

e. In the text, refer to report section by their
Category, Item or Area to Address designations.

Category 1

Item 4.1

Area to Address 5.1a
Subarea to Address 5.1a(1)

2. Figure Style and Charts

Before a figure is presented, it should be
described in the text with reference made to its
figure number. (“The increase in sales volume is
shown in Figure 6.2-5” or “An increase in sales
volume has occurred by reducing the
administrative workload of the sales staff (Figure
6.2-5).”

Type used in picture captions, graphs, figures,
and data tables must also meet the requirements
for font size and line spacing described in the
instructions.

To caption a figure, put the figure number first,
then the title. When numbering figures, use the
Item number where they are located, and then
number the figures sequentially within each Item
(Figures 1.1-1, 1.1-2, 1.2-1, etc.). Display both
the figure number and title in bold. Do not use a
period after the figure number, but insert two
spaces before the title. (Exhibit 4)

In the caption, use initial capital letters for the
title, and do not abbreviate “Fig.” Use “Figure”
instead.

Figure 1.1-1 Mountainview Quality Wheel

Refer to all tables, diagrams, and charts as a
“Figure” (Figure 1.1-1, instead of Table 1.1-1).
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For the main headers of a matrix having several
columns, it is preferred to use white lettering on
a black background. The headings are in initial
capital letters. In the body of the matrix,
capitalize only the first letter of the word
beginning each listing and proper names.
(Exhibit 5)

If you use shading in figures, take precautions so
that quality/readability is not reduced, especially
when reproduced. This is especially true of
figures that are originally generated in color
tones but reproduced in black and white. Also,
choose symbols in graphs that will reproduce
well and be distinguishable from each other.

Often application figures will be graphs to
demonstrate results. When using similar graphs
multiple times, review legends carefully to
assure consistency in labeling from one graph to
the next.

Also, when indicating results and when
appropriate, indicate the direction of good results
by placing the word “good” with an arrow
pointing up or down on the figure in an open
space. (Exhibit 6)

3. Paragraph Style

Use block style paragraphs (no indentation), with
one line separating paragraphs.

4, Bullets

Bullets may be used as listings under paragraphs.
Small circular bullets should be used () instead
of arrows.

For sub listings under bullet items, use a hyphen.

In listings and sublistings, capitalize only the
first letter of the word beginning the list and
proper names.

Bulleted items should be short phrases. As such,
they do not need punctuation at the end of each
item listing (including the last bullet). An
exception would be if the information after a
bullet is a complete sentence (in which case, use
a period at the end).

5. Organization Name

The first time the organization name is used, it
should appear exactly as it is stated on the
application form (Block 1 - Applicant). A
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shortened form or acronym for the organization
(e.g., CFl instead of Colony Fasteners, Inc.)
should be defined in parenthesis immediately
following the first listing of the full name in the
application. Then use this shortened designation
consistently from that point throughout the
application.

Write in the third person and avoid the use of
“we.” Refer to the organization by name (e.g.,
“Great Northern” or CFL.” Occasionally, use “it”
or “the organization” or relevant designation
(e.9., school, hospital, etc.).

6. Time Frame

Write approaches and deployment for where the
organization will be at the time of a site visit.
Results can either be through the end of the
previous year or through the latest time period.
If the latter is shown, then it should be indicated
that it is for a partial year.

7. Page Numbering

Place page numbers at the bottom center of the
pages.

8. Consistency of Terms

It is a challenge to keep acronyms, terms, team
names, organizational titles, and organizational
areas consistent in each usage throughout the
application. Here are a few hints to help build
that consistency:

0 Use “spell check” to search for acronyms to
check usage and consistency.

0 Prepare one matrix to record each acronym
alphabetically, a second matrix to record
team names, and another one to record
organizational titles. (Exhibit 7)

9. Spelling

Always use “spell check” to catch little errors.

10. Choice of Language

Avoid the use of arcane expressions, jargon, and
fads.

Write bias-free respecting race, gender,
disabilities, job stereotypes, and treating people
as individuals.
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I1. Grammatical Considerations

A. General Style

Follow grammar, usage, and style rules set forth
in the Gregg Reference Manual, 7th Edition.

B. Use of Acronyms

Spell out all abbreviations and acronyms the first
time they are used, and indicate the abbreviation
in parenthesis.

Example: “Unit managers are
responsible for leading the Continuous
Improvement Criteria (CIC).”

Then make sure the acronym and its definitions
are included in the Glossary of Terms and
Abbreviations.

Note: If aterm is used only once, there is no
need for abbreviating.

C. Capitalization Style

1. Use consistent capitalization throughout the
application. Capitalize company divisions,
departments, staff title (Director of Human
Resources), and the names of teams and internal
processes (Data Process Improvement Team).
Do not capitalize “the company” or “the
hospital.”

2. Capitalize references to application areas.

Category 5
Item 5.1
Figure 5.1-1

3. Capitalization of Baldrige terms

Criteria for Performance Excellence
Application

Approach
Approach/Deployment Items
Areas to Address
Opportunities for Improvement
Award Criteria

Organizational Profile
Category

The Criteria

Key Characteristics

Team Leader
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D. Punctuation Style
Commas

1. Use commas to separate the two independent
clauses in a compound sentence when they are
joined by “and,” “but,” or “nor.” These are
clauses that could stand alone by themselves as a
sentence, and they each contain both a subject
and verb. Independent clauses are joined
together for emphasis and flow.

“Follow-up is done through job cycle
checks, and employee certification is
tracked as a measure of course
effectiveness.”

2. Use two commas to set off the year when it
follows the month and day.

“On July 1, 2009, the company plans to
reach Six Sigma in its results.”

3. When three or more items are listed in a
series and the last item is preceded by “and,”
“or,” or “nor,” place a comma before the
conjunction as well as between the other items.
“No federal, state, or local sanctions
have been imposed against the
organization for the last five years.”

4. Set off nonessential nonrestrictive clauses by
commas.

“Her latest book, which deals with
corporate financial analyses, has sold
well.”

But not an essential clause -

“The magazine that came yesterday
contains an evaluation of computer
software.”

5. Use commas, rather than semicolons, after a
series introduced by a colon (unless the series is
lengthy, or has many commas or “ands” that
make the series confusing - in those cases, clarify
the series by using semicolons.)

Punctuation within Quotation Marks

Commas, question marks, and periods go inside
the closing quotation marks. (Semicolons and
colons go outside.)
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The name of the team was the “I-
Team.”
Italics

Indicate titles of books, manuals, newsletters,
and documents with italics.

“CFl is listed in the Fortune listing of
the top ten companies.”

E. Number Style

1. Spell out numbers from one through ten. Use
figures for numbers above ten.

“There were ten union workers in 11
meetings .. .”

An exception would be percentages or in
awkward cases where it is better to use the
number for quick comprehension.

“8 percent”

“24-hour-a-day, 7-day-a-week
schedule”

2. However, use the same style to express
related numbers above and below ten.

“The company has 15 local, 10
regional, and 5 international sites.

3. Further, spell out a number that begins a
sentence.

“Twenty-four meetings were
scheduled.”

F. Agreement

1. A verb must agree with its subject in number
and person.

“Awareness and integration of quality
values occur (not occurs) at all levels.”

“Data are collected for each area.”

“The criteria for customer contact
employees are formally documented.”

2. Pronouns must agree with their antecedents in
number, gender and person.
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“The company considers its (not their)
employees as co-owners.”

“All staff members should submit their
expense accounts.”

3. Keep appropriate verb tense through a
sentence, section, and the entire application.

G. Compounds

1. Compound Adjectives - A compound
adjective consists of two or more words that
function as a unit and express a single thought.
Hyphenate the elements of the compound
adjective that occur before a noun. Occasionally,
however, such elements are not hyphenated
when it is a commonly known compound
(quality improvement strategies, 90 percent
rating, process improvement team.)

“long-term plans”
“quality-related material”
“three-day course”
“on-the-job training”
“fact-based systems”
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Note: Do not hyphenate an adverb-
participle combination if the adverb
ends in “ly.”)

“clearly defined set of terms”
“wholly owned corporation”

2. Compound Nouns--Check the Gregg
Reference Manual first, then the dictionary, for
the latest style recommended. Consistency
within the application is important.

“follow-up”
“data base”
“time frame”
“health care”

H. Prefixes/Suffixes

According to recent style, most prefixes/suffixes
are not hyphenated. When in doubt, follow the
Gregg Reference Manual or dictionary.

“biweekly”
“codependent”
“companywide”
“multidisciplinary”
“nonproductive”

© Excellence in Missouri Foundation
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EXHIBIT1

Corporate Staff Organizational Chart

CapStar Health System, Inc. (CapStar)
Board of Directors

President & CEO*
Joe Picardson, MD

Corporate C:apStar
Compliance Officer Charitable Trust
Executive Director

(Vacant) Jerri Ryan

| l | |

Chief Financial Semor_Vlce Pr?sndent Executive Vice Senior Vice President} |Senior Vice President
! Medical Affairs & IR « .
Officer* *|Chief Quality Officer* President Human Resources Strategy & Ventures
Sheila Rikert Mark Worfman, MD Eileen Kirks Joan Chang Hugh Scott
Vice President Senior Vice
. Chief Information
M:glagted Ctare l;remflen: Officer* Vice President
ontracts ursing CapStar Medical
Sara Dax Jessica Troien Charles Spocket M P Services

Vice President

Joshua Chokatee, MD,

President &
Executive Officer*
Paula Janewell

President &
Executive Officer*
George Sulus

President &
Executive Officer*

William Treskler, MD

Billing & Residency
Collection [|Program Directors
Ogden Bailey Director, Galaxia
Home Health Care
Emily Diego
Vice President Process
Finance H Improvement
(Vacant) Office (P10) Vice President
CapStar
| Physicians Group
Vice President Jared Fisher, MD
Comptroller Community
Bailey Ulhurn Services
Jane Tuvek
1 | l |
Hergh Sr. Vice Founders Sr. Vice Excelsion Sr. Vice Roseleaf Sr. Vice

President &
Executive Officer*
Robert Siskline

* Member of CapStar Executive Leadership Team (ELT)

ix
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EXHIBIT 2

Glossary of Terms and Abbreviatjons

ADE
Adverse Drug Even;

AP
Agility Process

AMI
Acute Myocardial Infarction

BBA
Balanced Budget Act

Board
Board of Directors

'BSC
Balanced Scorecard

CABG
Coronary Artery Bypass Graft

CapCare
CapCare Centers

CapStar
CapStar Health System

CBC
Complete Blood Count

CCR
Customer Concern and Recovery Process

CHF
Congestive Heart Failure

CHR
Community Health and Renewal, Inc.

CIO
Chief Information Officer

CMS
Centers for Medicare and Medicaid Services

CNT
CNT Integrated Care

COE
Compassionate Operational Excellence

COPD ,
Chronic Obstructive Pulmonary Disease

CQo
Chief Quality Officer

C-section
Cesarean Section

CSF
Critical Success Factor

CT.
Computerized Tomography

CXR
Chest X-Ray

Dialogue
Colleagues’ Dialogue

DRG
Diagnosis Related Group

ED
Emergency Department

EKG
Electrocardiogram

ELT
Executive Leadership Team

EPIL
Excellence Performance Institute

EVP
Executive Vice President

Excelsion Medical Center
Excelsion

Exec Med
Executive Medical Staff Team

FMS
Finance and Market Strength

Founders
Founders General Hospital

* FTE

Full-Time Equivalent

Galaxia
Galaxia Home Health Care

xvii
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EXHIBIT 3

Preface: Organizational Profile

P.1 Organizational Description

P.1a Organizational Environment

Collin Technologies (Collin, a igh-tech mamifacthmer m
the intercommect industry, was founded in 1971 n MNashnalle,
Tenn., by entreprenewr Ed Collin. It applied for the Maleolm
Baldrige Mational CQuality Award m 1992 and agam m 1999
and received a site visit. The feedback reports were extremely
addressad. Collm participated in the State Center for Perfor-
manece Excellence (SCPE) award process multiple times and
received the Excellence Award in 2012,

In 2003, the company made some key strategic changes m
response to antcipated changes within the multlaver protted
cireuit board market. Candice Trobaugh, PhD, chose to
leave the chief executive officer (CED) position and head up
a new Confract B&D business umt. The Contract B&D group
15 responsible for enswmg that customer needs contime to
be met using leadmgz-edge tachnology. For exampls, as the
mdustry approaches the himut for transistor density, research
options for replacing silicon chips. Dr. Trobangh's passion
for nanotecimelogy made ber the obvious choice to lead this
business. Georgio Michslh was appomted CEOQ in addition to
CO0 durms this transition.

In 2006, a strategic decision led to divestthoe of manufacto-
mg facilities m Koga, Japan, and Valborme, France. The fimds
from these sales were ivested in facility expansion in Mash-
ville, meluding laboratory space for the Contract B&D group.

Figure P.1-1: 2013 Product Mix

Fecogmzing the need to create fighter density and smaller
civenifry, Collm created the capability to produce nzid-flex
civenits to mest the needs of the emerzing personal electromes
markets. Dan Tamayo was appomnted COO upon drvestrhre of
Collin expanded its Employvee Stock Option Plan (ESOF) m
2007. All stock 1s now owned by actrve emplovees, with no
mdrvidual owmimg more than 50%. Collin mitiated a robust
transition process to ensure that departimg employees are
bought out by the company in preparation for redistmbution
among cwrent employes owmers (EOs).

P-1a(1) Product Offerings
Collin 15 a manufachuer of single-, double-, and nmltilaver
prmted cireuit boards, as well as ngid-flex ewenits. In addi-
tion, Contract B&D services are available. Colln provides

all products and services directly to its customers becanss it
datermined that distnbution chammels frequently in use in the
that it has achieved.

of produets wmtil 2008, when the need for smaller, lighter schi-
tions increased. Maintaining a diverse profile (Figure P1-1)
remains in Cellin's best mterest while Contract B&D bulds
market share.

P.1a{2) Vision and Mission

The Collin eulture is one of fanly. EOs are treated farly
and frust one another As an owner, each individual actively
contrbutes to the company’s
spceess. This results in a highly
enthusiastic workplace.

revenne by providing high-
techmology products with raped
response and exceptional quality
mussion, and valuees (Fizure
E1-2) are zinding principles for
dacision making at all levels
of the company. The company
tefined its vii o

and values durimg the 2001
Janming cycle and revisi
thess statements ammally. Core
competencies emerged i the
2009 planning cycle.

The Collin ECs embrace
diversity m the broadest terms.
The teckmical base represents

" Contract R&D

" Multilayer US EMS
“ Multilayer Intl EMS
* Rigid Flax
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EXHIBIT 4

CATEGORY 1 - LEADERSHIP

1.1 Senior Leadership
1.1a Vision, Values, and Mission

1.1ai1) Vision and Values

In 1995, Candice Trobaugh and the LT spent one week
together m Memphis analyzmz Collim's existing strengths,
weaknesses, and overall success inhibitors. An analysis pro-
cess was used to defne a set of core values, overall company
mission, and stategic dection. Ohver the vears, leadership
processes were developed, refmed, and mtegrated with the
Strategic Planmng Process (SFP). The vision and valoes are
evahated anmuzlly during the SPP to ensure that these entical
messages are actrvely definmg how Collin operates and its
future divection. The vision, mission, and values (Figurs P.1-2)
were redafined in 2001 duwing a strategic thmking exercize to
ensure that the vision was inclusive enough to encompass the
techmological evolution of ciremtry and interconnect sohitions.
The vision and valwes have been affirmed anmually since then.
The mission was revised m 2009 to modify “Supporting key
commmmties” to “Sustainng society and the emvironment™ and
“Enhancing our commmmities.” The change was made to more
directly align with changes Collim was committed to makmg in
social responsibility and sustamability.

Figure 1.1-1: Collin Leadership System

The LT deploys the vision and values through the Collin
Leadership Svstem (Fizure 1.1-1), commmication processes
(Fizure 1.1-2), and the collective role-modsl behavior of LT
members. New Emploves Comer Onentation (WECQO) 15 lad
by a member of the LT, who tells the story of Collin's vision
and mission, as well as the Collm Cs (values) and Colln
Competencies. Partner Suppliers attend “Collin Is Committed”
ses51005 as an intoduction to deing busimess with Collin.
Partner Supplisr contracts also reinforce the vision, values,
and mission. Customers leam the Collin story during early
commumcation with Collm Customer Advocates (CCAs) who
demonstrate how the company vision, values, and nmssion
alizn with thew interconnect neads.

Since 2008, each menth the LT identifies the most appropn-
ate “sound-byte” meszages sumoundmg the vision, mission,
or values. These messages are now crafted word for word

t0 ensure consistency 1n presentations by individuals. For
example, after the mission was restated, the byte was “T sustain
soctety by .. .7 wihach allowed each member of the LT to
describe his'her personal efforts as examples and then to ask
E(Qs what actions they might be takms.

1.1a(2) Promoting
Legal and Ethical
Behavior

The Collin LT is

+ Affirm Vizion, Migsion,
& Valuez

+ Define Strategies

* Create the Culture

+ Renforce and
Celebrate
+ Redirect and

Redeploy

* Review Company
Performance

+ Azsess Leadership
System Performance

personally commutted
to lezal and athieal
behavior, and EQs
hiold the same commmt-
ment The Collin © of
commitment demands
that Callin daliver

on all promizes with
of the importance of
integrity starts with
MWEOO and “Collm Is
Committed” sessions
led by the LT. Cme
recent byte was “We
live with integrity.”
LT members spent

the month providimg
examples of ED
actions that most
appropriately rein-
forced this Collin C.
The byte was active
the same month that all
EDs recerved an e-mail
from the CEQ inviting
them to enroll m the

+ Balance Stakeholder
Meeds

+ Cascade BSC Goals

+ Communicate

+ Mentor

+ Model

© Excellence in Missouri Foundation



EXHIBITS

Figure 1.2-1; Rlek Management Processes, Measuras, and Targeds
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Public Health | Laad exposos ‘Comarted o using lead- {1 lead uszge i
frea zolder prednciion
Cuartety BO momitoring, | %5 lead = blood <. 2% of legal limit
whers lead is in mee
Chemicals in zir WiOCs filoring 2 hazardous chemicals (100" imdnced
in air chomicals
Weskly mozitoring o noomous chemmcalsin | <0.2% oflegal line
air
Chamiral bondling | Daily andits Nombar of vioktions i berndting winlatioes
Environmentsl | VOCs WiOCs filoring 2 VOCs in air 100
¥ Waier comfrmeinesion | Reclamesion process Punity of water 0 . pars
Bzuse of eclaimed vater | 85%
Wasoe Landfill Bacycle processes Toms of moierisl ecycled | 85% of ol wese
Manapement matarial
Enerpy Fiobal weoming Nimirivn usEge Equipment nes efficency | =80%
PeOECanon

eckenlogy™ (BAT) to the geagrsl business poblic nd has beem
providad fo cosomars and the C5C for the past 15 years fre

of chargs.

o amticiparis fabars requirenams, Frod bas accismed snambars
of his feamn S0 5if &5 acthn exmobars oo smvircamestal hoands,
Tt % b siate and matiomal] lessds.

In 1957, Collin set a goal fo aliminste solid wesis from i
mamfacirizg opartions. The ebmrrotion wes sccomplishoed
through changieg the heedling and trash procssses and in-plant
reclamotion and recycling progees. Parmer Supplisrs are
Tequired 0 sopply metorial oely in recyclbls or reusabie
contingTs. In-hoose, solid wass recycls him are srassgicalby
plared dsvoghout all uildings. and te Wasn Mamgemest
Tsamn monitors fhe Soenzge reports monthby (Figers 7.4-8)

10 answe oo drop-off oomars in fho soverial boimg recycled
Biacanss the tusiness requires a Sumandons emoud of warisr
mags, Collin bas instelied a ceenpos-wide rererss ommoss
syasam and reclass over 0% of all process warter. This wasar
Teclaerion process & cartfied by e St Water Utilises
Board C= a qgeastety hasis, water qeality meemrsments

s tedim, i aefomssed roporis are slectromically subomi-
ted through e seours portal to tho board. Collin kas been
recogmzed by the sizte and EPY) zopesavos Smas in the past
11 yeams.

Erwrpy comaration is alse mnporiant io Collin's secoees
Caollin contracts for slectrzity Som reesoables soustes. Tha
mmmm@nmmmr
ransable opsioms. Al hoony enargy-mse g &
mﬂhwm]hmgbmuﬁ]ymmnh&um

Cmmﬂmﬁmuhm.ﬁﬂqmpmmd:q:ﬁj'mgahﬁ
snergy dead time. It works with sizff b mafomees-
calby skt doon or suspend this o quipesr, gos radncing e
dead fme. PCs 2re on a peogram to selecaly sespesd pooer
hased on mon-acsniy. Building Eghts 2o on timers and motcn
sensore. Sizee 19905, Collin has beem able to redurg wasted
energy by ovar 555 A display boasd in the mein lobby trecks
the czpmulativg redection = Colli='s carbon footprzt. (S
Figuna 74-7.)

1.2b4 2} Ethloal Behavior

Buriness etbics is anodkar area in which Collin dogs nmed
compromise Al eew Els e raized for fioeer hours on this
mubject. Alps inrkodod in this training & a review of e Collin
Businsss Condact Procedore. Af tho and of the trining,

sach B tekon 2 dest axd signs a condifion of eedersteed-

ing and practice st regarding company eilecs. The
rocedes covers Casiomer inlsractions, gifs, oulsids woek,
compenitors, lorassmant, sopplicr ralasions, aed sofwars nse.
amomymous hotling is in plare for reporting suspecsad mmerh-
2l acehgty: The kotling wes used once in the pest fre yeers,
2z the ellsgation was imrestigaiod and dismissed. Soores for
Taporting wewihical actvity 2w abore 57 fou the pest e
yeams, while the qeastion “T heve obssrved mathical babenmion™
s heem halorar 1% ovar the s time paried (Figues 7410
Aracant POCA for the efhocs processes identifed e nesd in
xdd en onling conmplizncs reporting pags, whick was com-
pleted i Decambar 2012
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EXHIBIT 6

Flgura T.4-2; Sound-Byis Efactivenses

Flgure 7.4-3: Bakdrige Seif-Azsessment Scores

b
sryessezesE

Figure 74-4: Dlscussion Thraade with LT Mambsrs
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Naer-miss reporting for conpliamos processes (Figum 7.4-5)
s e inplensemad with the infors dmm
2nd reporting actons that could potemtialiy be

Asin the cass of mear-moiss inpary rporting, e desired ond
pattern is an increesing trand thert indicates incransed mwmse-

nass of potential moncomplisst smatioes.

Lan|4) Ethles
Strinholdor fasdhack on sthical parforsomes is demonstried
in Figew 7.4-1. BOs cam repart possible braaches of etkical

‘beharwior ming an mnommous hotlims, and plwms 2re mmderwny

«calls 1o the healing horvs allaged unethical behertor

Upon imestigaton, all fror instancas wrs not substntizied as
acal brazchas.

LAalE) Soolaty
Beyond staksholder foedback, 2 menbar of arass of concars
ralzde io fhe smiroamentally sound of Collm’s

S agsoREE
procasses. Bguipmest Enargy Efficisocy (Figme 7.4-T) isan
indicator of bow efficisetly mackizes are baing wilizmd ovar
the courss of the day. Higher sSciemcy =dcatos botter wm of

Callin has bese focused o= recycling process wasts sizos the
19505, Figure 74-8 skows corant trands ad bevals of recy-
climg solid nass. The amoest of recycled wase i deormzed
25 2 parcantage of tha fotal wasts nevierial over the coums of
‘tha year.

‘Tha prerity of reclaimed watsr bos consistently bees betar them.
the 58 5% goal fior the past e years. Likewisa, the remas of
raciaimed water bos consistently ceresdnd 85 ovar the sms
tinze frama.

cals are 2 potental source of nzarpected ooy, [lmding
werocs (Figure 74-9) hawo bean ssadily decressing as 2 result
of the agz=ssive FES&S program
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Office p.8

Academic Affairs
p. 58
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M

Member Service
Dept. p. 22

Mental Health
Dept. p. 37

Materials Mgmnt.
P.41

S |

Board of Trustees
p. 36

H

Health Promotion

and Wellness
Dept. p. 26, 35

Home Health
Dept. p. 55

Human Resource
Dept. p. 21
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EXHIBIT 7
C D)
Claim Dept. p. 8
Centralized
Appointment
Center p. 34
[ J
Information
Services p. 5
Information
Systems p. 9, 32
®) P
Pharmacy Dept.
p. 41
Planning and
Marketing Dept.
p.5,6
U V
Vision Services
p. 38
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Enrollment and
Billing Dept. p. 39

Q
Quality
Management p. 33

L

Laboratory
Services p. 55, 56

R

Radiology Dept.

p. 33
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