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Communication is key in every aspect of our lives. Whether it be personal,
professional, or within the context of the military, effective communication skills
play a vital role in achieving success. The United States Air Force recognizes the
importance of communication and has released an extensive guide to help its
members master the art of communication - the Air Force Handbook AFH 33-337,
affectionately known as "The Tongue and Quill."

What is AFH 33-337: The Tongue and Quill?

The Tongue and Quill is a comprehensive guide that provides guidance,
templates, and best practices for effective communication within the United
States Air Force. It covers a wide range of topics, including writing, speaking,
listening, and interpersonal skills. This handbook is an essential resource for Air
Force personnel at all levels, from Airmen to senior officers, enabling them to
communicate clearly and professionally in any situation.

Why is Effective Communication Important in the Air Force?

The Air Force operates in a complex and fast-paced environment where
miscommunication can have severe consequences. Effective communication is
crucial for mission success, collaboration between team members, and building
strong relationships with partners and allies. The Tongue and Quill equips Air
Force personnel with the necessary skills to navigate these challenges, ensuring
that the right information is conveyed accurately and efficiently.
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Key Highlights from The Tongue and Quill

1. Writing Techniques

The Tongue and Quill covers various writing techniques that are essential for
clear and concise communication. From crafting effective email messages to
creating official correspondence, this handbook provides step-by-step guidance
on grammar, punctuation, formatting, and more. It also offers valuable tips for
enhancing readability and ensuring the message resonates with the intended
audience.

2. Speaking and Briefing

Being able to deliver a concise and impactful message through oral
communication is vital in the Air Force. The Tongue and Quill equips Airmen with
the necessary skills to express ideas clearly, present briefings effectively, and
engage with different audiences. It covers presentation techniques, vocal
delivery, and body language, ensuring that every spoken message leaves a
lasting impression.
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3. Active Listening

Communication is a two-way street, and being an active listener is just as
important as being an effective speaker. The Tongue and Quill emphasizes the art
of active listening, which involves paying attention, clarifying information, and
responding appropriately. This skill enhances understanding, promotes
collaboration, and strengthens interpersonal relationships within the Air Force.

4. Interpersonal Communication

Building strong relationships is crucial in the military, and effective interpersonal
communication plays a vital role in achieving this. The Tongue and Quill offers
guidance on building rapport, resolving conflicts, and providing constructive
feedback. It focuses on the importance of empathy, respect, and cultural
sensitivity in interpersonal interactions, fostering a positive and inclusive
environment within the Air Force.

The Impact of AFH 33-337 on Air Force Personnel

The release of AFH 33-337: The Tongue and Quill has had a significant impact on
Air Force personnel. It has empowered Airmen to communicate more effectively,
resulting in improved efficiency, reduced misunderstandings, and enhanced
professional relationships. The handbook has become a valuable reference for
both young Airmen and seasoned officers, ensuring a standard of excellence in
communication throughout the Air Force.

Effective communication is the lifeblood of any successful organization, and the
Air Force is no exception. The Tongue and Quill serves as the ultimate guide to
mastering the art of communication within the Air Force, offering practical tips,
techniques, and best practices. By adhering to the principles outlined in this
handbook, Air Force personnel can navigate the complexities of their roles with



confidence, ensuring that clear and concise communication remains at the core
of their mission.

Mastering the skills taught in AFH 33-337 not only benefits those serving in the
Air Force but also extends to their personal lives, enabling them to excel in their
interactions beyond the military. So, let the Tongue and Quill be your companion
in unlocking the power of effective communication.
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This printing of Air Force Handbook AFH 33-337 The Tongue and Quill 27 May
2015 includes the following parts and chapters:

PART I: COMMUNICATON BASICS
Chapter 1: A Basic Philosophy of Communication
Chapter 2: Seven Steps to Effective Communication: An Overview

PART II: PREPARING TO WRITE AND SPEAK
Chapter 3: Step 1: Analyze Purpose and Audience
Chapter 4: Step 2: Research Your Topic
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Chapter 5: Step 3: Support Your Ideas
Chapter 6: Step 4: Organize and Outline

PART III: WRITING WITH FOCUS
Chapter 7: Step 5: Draft
Chapter 8: Step 6: Edit
Chapter 9: Step 7: Fight for Feedback and Get Approval

PART IV: FACE-TO-FACE COMMUNICATION
Chapter 10: Air Force Speaking
Chapter 11: Effective Listening Strategies

PART V: WORKPLACE CHALLENGES
Chapter 12: Electronic Communication and Social Media
Chapter 13: Meetings

PART VI: Document Standards
Chapter 14: The Official Memorandum
Chapter 15: The Personal Letter
Chapter 16: Air Force “Papers”
Chapter 17: The Staff Study
Chapter 18: The Staff Package
Chapter 19: Writing Better Bullet Statements
Chapter 20: The Official Biography
Chapter 21: The Résumé
Chapter 22: Envelopes and Mail
Chapter 23: Air Force Publications and Forms

Part VII: Writing Mechanics
Chapter 24: Writing Terminology



Chapter 25: Punctuation
Chapter 26: Abbreviations
Chapter 27: Capitalization
Chapter 28: Numbers
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