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Preface 
The Department of Health and Senior Services’ (DHSS) mission is to be the leader in promoting, 

protecting and collaborating for health. Combining senior and public health issues into one system has 
allowed the department to more effectively focus on prevention and quality of life for all Missourians. 
This style guide is set to assist employees with learning more about writing for the department and how 
to best use the voice of the department consistently.  
 
Voice 
The voice of DHSS is formal, but using words that the average resident of Missouri will understand. 
Using context to assist to explain words or topics that may be harder for individual to follow or 
understand. 
 
Employees should always strive for 8th grade reading level, but no higher than 12th grade reading level.  
Using the following key reminders when writing: 

 Keep it simple. 

 Write like you talk. 

 Write in active voice. 

 Avoid adverbs. 

 Eliminate jargon and cliché. 

 Be specific. 

 Limit exclamation points. 

 Check adjectives. 
 
For help ensuring your content is understandable, try using the free Hemingway app. 
 
Abbreviations and Acronyms 
The following are abbreviations and acronyms approved for written and internal communications. Per 
AP Style, these words do not need to be spelled out on first reference, if a guide is provided with the 
document (ex. Annual Medical Marijuana Report). Use abbreviations and acronyms when phrases 
appear multiple times in your documents, reports or presentations. A full list of acronyms used by the 
department is located on the intranet. A sample listing below highlights the department and division 
acronyms.  

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

DHSS Missouri Department of Health and Senior Services 

DA Division of Administration 

DO Director’s Office 

DCPH Division of Community and Public Health 

DRL Division of Regulation and Licensure 

DSDS Division of Senior and Disability Services 

MSPHL Missouri State Public Health Laboratory 

https://hemingwayapp.com/
https://dhssnet.state.mo.us/employeeinfo/doc/acronyms.doc
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Basic rules 
The following listed items are basic rules for DHSS employees when writing or referring to the 
department in written communication. These guidelines are designed to ensure a consistent messaging 
and tone throughout communication.  
 

 The name of the department is Department of Health and Senior Services. Do not use the name 
Department of Health and Human Services. The acronym is DHSS and may be used after the first 
reference of the full name. 

 When referencing only as the department, lowercase department. When using the full name of 
the department capitalize and spell out the name, Department of Health and Senior Services.  

 Do not use an ampersand; spell out the word “and”.  

 In general, confine capitalization to formal titles used directly before an individual's name. 
o Paula Nickelson, acting director of DHSS, said… 
o DHSS Acting Director Paula Nickelson said… 

 When referring to programs, bureaus and divisions, use an apostrophe, not a comma.  
o Ex.: Department of Health and Senior Services’ Division of Community and Public Health.   

 Health care is two words. 

 Spell out numbers 1-9, use numerals for 10 and above. E.g. Nine questions, 10 posts. 
o Exception: If it’s a range, like 1-9, use numerals. 
o Exception: If the number starts the sentence, spell it out. 
o E.g. Forty-five percent …” 
o Instead of “%,” use “percent.” E.g. 45 percent. Numbers. 
o Spell out numbers one through nine (except ages, dollars, etc). 
o Ages: a 10-year-old boy, or the boy is 10 years old. 

 Dates 
o Months are abbreviated unless they have five letters or less 

 Jan.  
 Feb. 
 Aug. 
 Sept. 
 Oct. 
 Nov. 
 Dec. 

o Other examples would be: “The pandemic began January 2020,” or “Emergency 
management changed in the early 2000s.” 

 Use sentence case for titles and subtitles. 

 Do not use Oxford commas.  
Use an em dash without spaces ( — ), not an en dash (–) or em dash with spaces ( — ). 

 Single space after a period.  

 Bulleted (ordered) list: AP uses dashes instead of bullets to introduce individual sections of a list; 
others may choose to use bullets. Put a space between the dash or bullet and the first word of 
each item in the list. Capitalize the first word following the dash or bullet. Use periods, not 
semicolons, at the end of each section, whether it is a full sentence or a phrase. 


