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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. 
 
 

I.  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.) 

4. Margins:  at least ½ inch on both sides 
5. 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 

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: 
 

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

Title page 
Table of contents 
Intent to Apply Form (signed by Awards 

 Administrator) 
Organization Chart 
Application Form  
Glossary of terms and abbreviations 
Organizational Profile (5 pages or fewer) 
Responses Addressing All Criteria Items  
Back 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) 
  

 
 
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). 
 

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., CFI 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 CFI.”  Occasionally, use “it” 
or “the organization” or relevant designation 
(e.g., 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: 
 
o Use “spell check” to search for acronyms to 

check usage and consistency. 
 
o 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. 
 

II. 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 a term 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.) 
 

The name of the team was the “I-
Team.” 

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

“CFI 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” 
 

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”
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EXHIBIT 1 
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EXHIBIT 2 
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EXHIBIT 3 
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EXHIBIT 4 
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EXHIBIT 5 
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EXHIBIT 6 
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EXHIBIT 7 
 
 

A B C D E F 
Admissions 
Office p.8 
 
Academic Affairs 
p. 58 

Board of Trustees 
p. 36 

Claim Dept. p. 8 
 
Centralized 
Appointment 
Center p. 34 

 
 
 
 
 
 
 
 

Enrollment and 
Billing Dept. p. 39 

 

G H I J K L 
 Health Promotion 

and Wellness 
Dept. p. 26, 35 
 
Home Health 
Dept. p. 55 
 
Human Resource 
Dept. p. 21 

Information 
Services p. 5 
 
Information 
Systems p. 9, 32 

  Laboratory 
Services p. 55, 56 
 

M N O P Q R 
Member Service 
Dept. p. 22 
 
Mental Health 
Dept. p. 37 
 
Materials Mgmnt. 
P. 41 

  Pharmacy Dept. 
p. 41 
 
Planning and 
Marketing Dept. 
p. 5, 6 

Quality 
Management p. 33 

Radiology Dept. 
p. 33 
 

S T U V W X Y Z 
 
 
 
 
 
 
 
 
 

  Vision Services 
p. 38 

  

 
 
 
 
 
 
 
 
 


