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UNDERSTANDING THE DD FORM
362 CONTINUATION PAGE: A
COMPREHENSIVE GUIDE

In the complex world of military
administration, few documents are as
deceptively simple yet critically
important as the Dd Form 362
Continuation Page. This unassuming
sheet of paper serves as the unsung
hero of leave and personnel action
processing across the Department of
Defense. While the primary forms for
requesting leave, authorized absence, or
personnel actions have well-known
names like DD Form 31 or DD Form
1271, the DD Form 362 is the essential
companion that ensures those requests
are fully documented, legally compliant,
and free from the limitations of a single-
page layout.

Whether you are a service member
preparing for a much-needed vacation, a
military personnel specialist processing
hundreds of requests, or a family
member trying to help a loved one
navigate the bureaucracy,
understanding the Dd Form 362
Continuation Page can save time,
prevent rejections, and ensure that
every detail of an authorized absence is
properly recorded. This article provides a
thorough, natural-language walkthrough
of everything you need to know about
this form: its purpose, proper
completion, common pitfalls, and why it
matters in the broader context of

military readiness and personnel
management.

WHAT EXACTLY IS THE DD FORM
362 CONTINUATION PAGE?

The DD Form 362 is officially titled
“Authorization for Leave or Authorized
Absence Continuation Page.” Its primary
function is to provide additional space
when the spaces on the main
form—typically a DD Form 31 (Leave and
Pass Request) or other similar
authorization documents—are
insufficient to record all required
information. Think of it as the “extra
pages” you add to a tax return when you
run out of room on the standard
worksheets.

While the form itself is simple—often a
single page with blank fields for name,
date, block numbers, and signatures—its
correct use is mandated by regulations
to maintain an unbroken, auditable chain
of authorization. The Dd Form 362
Continuation Page is not a standalone
request form; it must always be attached
to the primary form it supplements. This
ensures that all entries, from the start of
a leave period to its end (including
extensions or cancellations), are
recorded in one coherent package.

Who Uses the DD
Form 3627

Any member of the U.S. military service
branches—Army, Navy, Air Force, Marine
Corps, Space Force, and Coast Guard
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(when operating under Department of
Defense procedures)—may encounter
the Dd Form 362 Continuation Page.
Additionally, civilian employees of the
Department of Defense who use DD
Form 31 or similar authorization forms
might need a continuation page when
their leave or absence requires multiple
entries. Commanders, administrative
officers, unit personnel clerks, and
human resources specialists are also
frequent handlers of these forms.

THE PRIMARY PURPOSE OF THE
DD FORM 362 CONTINUATION
PAGE

Military leave and absence are governed
by strict rules, especially concerning
chargeable leave balances, emergency
leave, transitional leave, and authorized
absence for official duties. The main
form (DD Form 31) typically has a
limited number of rows or blocks to
record dates, locations, contact
information, and authorization
signatures. When a single leave period
extends over many days, or when
multiple changes occur (such as early
return from leave, extension, or change
of destination), the primary form may
become cluttered or lack sufficient lines.

Here are the most common scenarios
that require a Dd Form 362
Continuation Page:

e Extended leave - A 30-day leave
period may require daily entries
for location or reporting
instructions.

e Multiple changes - A service
member amends their leave
itinerary several times before
departure.

e Combined absences - A single
request covers both ordinary leave

and authorized absence (e.g.,
permissive temporary duty).

e Complex documentation -
Additional remarks, endorsements,
or contingency plans exceed the
space on the main form.

» Correcting errors - If a mistake
is found on the primary form, the
correction may be documented on
a continuation page rather than
defacing the original.

Relationship with
Other Forms

While DD Form 31 is the most common
partner, the Dd Form 362
Continuation Page can also be used
with DD Form 1271 (Request for
Personnel Action), DD Form 1272
(Notification of Personnel Action), and
even some specialized leave forms used
by individual services. The rule is
universal: whenever a Department of
Defense form calls for entries that
cannot fit in its designated fields, the
continuation page provides the legally
required extra space.

HOW TO COMPLETE THE DD
FORM 362 CONTINUATION PAGE
CORRECTLY

Filling out a Dd Form 362
Continuation Page is straightforward,
but attention to detail is paramount. An
incomplete or incorrectly  filled
continuation page can cause the entire
leave packet to be rejected, potentially
delaying a service member’s travel plans
or affecting pay and leave balances.
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Step 1: Identify
the Primary Form

Before writing anything on the
continuation page, note the type, date,
and control number of the primary form
to which it will be attached. Write the
primary form’s identification in the
appropriately labeled spaces (e.qg.,
“Form Number” or “Document
Number”). Many units require you to
staple the continuation page to the back
of the main form so that the sequence is
clear.

Step 2: Fill in
Service Member
Information

At the top of the continuation page,
there are fields for the service member’s
name (last, first, middle initial), Social
Security Number or DoD ID Number,
rank, and organization. This information
must match exactly what appears on the
primary form. A discrepancy here can
cause the continuation page to be
considered a separate, unauthorized
document.

Step 3: Use the
Same Block
Number

Conventions

The continuation page typically has
blank rows that correspond to the block
numbers or field labels on the main
form. For example, if you are continuing
Block 12 “Remarks” from a DD Form 31,
you should label the continuation section
as “Block 12 (Continued).” This makes it
obvious to the reviewing authority which
part of the request is being extended.

Step 4: Provide
Sequential
Entries

If the main form already has entries for
dates, times, and locations, the
continuation page should pick up where
the main form left off. For instance, if the
primary form lists Day 1 through Day 10
of a leave period, the continuation page
might start with Day 11. Use the same
column headers as the original form to
maintain consistency.

Step 5: Sign and
Date

Even though the continuation page is an
attachment, it must be signed and dated
by the service member and, if required,
by the authorizing official. Some units
also require the witness or completing
official’s signature. These signatures
confirm that the additional information is
authentic and approved. Do not leave
signature fields blank.



Step 6: Attach
Securely

The Dd Form 362 Continuation Page
must be physically attached to the
primary form. Use a stapler in the upper
left corner (or as directed by local
procedures). Never use paper clips, as
they can detach during handling and
cause the continuation information to be
lost or mismatched.

COMMON MISTAKES TO AVOID

Even experienced personnel can make
errors when using a continuation page.
Here are the most frequent problems
and how to avoid them:

e Incomplete identification -
Omitting the primary form’s
document number makes it
impossible to link the continuation
page to the correct request.

¢ Mixing information - Writing
entries that are out of sequence or
that belong to a different block
than what is labeled.

* Using outdated form editions -
The Department of Defense
periodically updates the DD Form
362. Always use the most current
version available (check online or
with your unit’s forms manager).

* Forgetting signatures - Even a
perfect continuation page is invalid
without the required signatures.

e Handwriting illegibility - While
typed/computer-generated forms
are preferred, if handwritten, use
black ink and block letters to
ensure readability for scanning or
filing.

e Stapling incorrectly - Attaching
the continuation page on top of

the main form or behind a different
document can cause confusion.

WHERE TO OBTAIN DD FORM 362

The Dd Form 362 Continuation Page
is widely available through official
military forms distribution channels.
Here are the most reliable sources:

1. Unit supply or administrative
offices - Most units maintain a
physical stock of blank forms for
common use.

2. Official DoD forms websites -
The standard repository is the
Executive Services Directorate
Forms Page (formerly known as
the DoD Forms Management
Program). Search for “DD Form
362" to download a fillable PDF.

3. Service-specific portals - Army
eForms, Navy Forms Online, Air
Force Publishing, Marine Corps
Forms, etc., all carry the DD Form
362.

4. Commercial printing - Some
stationary supply companies that
cater to military installations may
carry pre-printed versions, but
ensure they are current and
authorized for use.

Always verify the form’s issuance date
(found in the lower left corner) against
the latest version. An outdated form may
be rejected during processing.

THE IMPORTANCE OF ACCURACY
AND COMPLIANCE

While a Dd Form 362 Continuation
Page might seem like a minor
administrative detail, its proper use has
real consequences. Inaccurate or
incomplete continuation pages can lead
to leave being denied, pay adjustments
being delayed, or even disciplinary
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issues if the absence is later questioned
during an audit. Military personnel are
expected to maintain meticulous
records, and the continuation page is a
key component of that responsibility.

Moreover, in the event of a legal
inquiry—such as a line of duty
determination or a criminal investigation
into unauthorized absence—every piece
of paper in a service member’s
personnel file becomes evidence. A
correctly prepared continuation page
helps demonstrate that the absence was
properly authorized and documented at
every step.

Digital
Alternatives and
Trends

The Department of Defense is moving

toward fully electronic personnel records
systems, such as the Defense Leave and
Pass System (DLAPS) and the Integrated
Personnel and Pay System - Army (IPPS-
A). In these digital environments, the Dd
Form 362 Continuation Page may be
replaced by dynamic forms that allow for
unlimited entries. However, paper forms
are still widely used in many units,
during field exercises, and for certain
types of absences that do not fit well
into automated workflows.
Understanding both paper and digital
processes ensures smooth transitions
and compliance with legacy procedures.

CONCLUSION

The Dd Form 362 Continuation Page
is a small but indispensable tool for
ensuring that military leave and absence
documentation is complete, accurate,
and auditable. By understanding its
purpose—providing extra




