DEPARTMENT OF THE AIR FORCE

AFROTC DETACHMENT 025
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MEMORANDUM FOR  
AESXXX/APAS or AFROTC DET 025/OFC
FROM:  C/XC JOHN SMITH or CW/CC
951 S Cady Mall
Tempe, AZ 85287-4801

SUBJECT:  Format of the Air Force Official Memorandum, AFH 33-337, The Tongue and Quill (one reference)

References:  (a) AFMAN 33-326, Preparing Official Communications
      (b) AFH 33-337, The Tongue and Quill
      [two or more references are listed as shown, list one reference in the subject line]
1.  This is an Air Force official memorandum template for all students enrolled in all Aerospace Studies (AES) courses and Detachment 025 cadets.  Use this template for any AES assignments or detachment official communication.  Official memorandums generated by cadets for organizations at or below the Cadet Wing Commander level may use the 25th Cadet Wing (ASU) letterhead.  The following guidance supplements that found in AFH 33-337.
2.  Organization and office symbols will be the primary identification for addressees and originating individuals in the “FOR” and “FROM” captions (see Atch 1).  Rank and full name will be the secondary.  Include the originating individual’s full address to include the 9-digit ZIP code as shown, for memorandums going outside the organization.  Helpful writing guidelines are available in AFH 33-337, The Tongue and Quill, pages 17-27 (see Atch 2).  When writing for someone else’s signature, try to write as though that person were speaking.  Be succinct, use active voice and keep it short (one page, if possible, see Atch 2). Include extensive background material as an attachment rather than within the memorandum itself (see Atch 2).  Even though most signers want their signatures on a perfect product, minor errors (i.e. 1-2) may be neatly corrected in ink.
3.  If a response is needed, include the signing member’s or project officer’s name and rank (if applicable), office symbol, telephone number and e-mail as the last paragraph of the memorandum.  If the memorandum is directive in nature or does not warrant a response, then this information may be omitted (see Atch 1).
John Smith 
[Start signature block on fifth line]



JOHN SMITH, Cadet, AFROTC 
AESXXX Student or Cadet Duty Title

AFROTC Detachment 025 (cadets only)

2 Attachments:
1.  AFH 33-337, The Tongue and Quill, pages 183-184
2.  AFH 33-337, The Tongue and Quill, pages 17-24
cc:

AES/PAS

AFROTC Det 025/EFC

�Two spaces


�Three spaces right of center (Pg 168)
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