
 

PROCEDURE for ADDING/ CHANGING/  
DROPPING OF COURSE (S)* AND 
WITHDRAWAL OF ENROLLMENT 
        AUGUST 15 – 17, 2019     *Subject(s) 

 Withdrawal of enrollment must be done immediately after encoding until 
the dropping period in order for its removal from the enrollment. 

 
 

WHERE TO GO       WHAT TO DO 
 

 

 

 

   

 

 

                            

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

ACCOUNTING OFFICE 
 

DGDel Rosario 
CHET, CAS, 
IHK, IPA, IIT 

 
 

BMBao-idang 
CA, CF, 
CEAT 

 
 

UNIVERSITY CASHIER’S OFFICE 
 

 

 For adding of course(s), the faculty 
member teaching the course must certify 
the availability of slot and to check the 
course(s) pre-requisite(s) 

 For changing of course(s), secure the 
signature of the faculty member teaching 
the previous course for information, and 
the faculty member teaching the new 
course to certify the availability of slot and 
to check the course(s) pre-requisite(s) 

 For dropping of course(s), proceed to 
OSS for endorsement (for baccalaureate 
degree ONLY) 

 For withdrawal of enrollment before the 
start of classes, no need for the signature 
of the faculty member  

OFFICE OF THE UNIVERSITY REGISTRAR 

(VENUE: UNIVERSITY GYMNASIUM) 
 

DEPARTMENT CHAIRPERSON OFFERING 
THE COURSE and  

MOTHER COLLEGE DEAN OR ACADEMIC 
INSTITUTE DIRECTOR/ GS DEAN & OU 

DIRECTOR 

BCBagto 
GS, OU, 
CN, CTE, 

CVM 
 
 

 Secure and accomplish applicable 
form(s) for modification in your 
enrollment/ registration form  
 Indicate your reason (s). 

 

 For endorsement of the department 
chairperson offering the course, and 
approval of the Mother College Dean/ 
Academic Institute Director/ GS Dean 
and OU Director 

COLLEGE/ ACADEMIC INSTITUTE 
CONCERNED OR OPEN UNIVERSITY 
*For GRADUATE SCHOOL, proceed to the 

college/ academic institute offering GS 

programs 

 
 

 

 

 

 

 

 

 
 

 

FACULTY 

MEMBER 
TEACHING 

THE COURSE 
 

 Submit form, previous enrollment form  
 For adding and changing of course(s), seeks 

approval by the Registrar 
 For dropping and withdrawal of enrollment, the 

Registrar will implement applicable action as 
follows: 

 If withdrawal is done during dropping period, it will 
be removed from the enrollment 

 If after dropping period and before mid-term tests, 
a "WP" mark shall be given 

 If after the midterm exams, a "D" mark which 
means Dropped mark shall be given to the student 
concerned. 

  Unauthorized dropping of course(s) shall be given 
a grade of "5.0" 

EVALUATION/ IMPLEMENTATION OF 
APPLICABLE ACTION BY THE REGISTRARS 

 

ADDING 

FACULTY 
MEMBER 

TEACHING 
THE 

COURSE 
 

 

 
 

 
 

 
 

 

CHANGING 
FACULTY 

MEMBER 
(PREVIOUS 

AND NEW 
COURSE) 

 

DROPPING 
OFFICE OF 

STUDENT 
SERVICES 

*except for GS & 
OU students  

 

 Payment of processing fee (Baccalaureate 
degree –PhP50; GS/OU – PhP100 

UNIVERSITY CASHIER’S OFFICE 
 

 For reassessment of fees 

 

 

 

 For payment of corresponding fees 

UNIVERSITY GYMNASIUM 
(ENCODING AREA) 

 

 Submit approved form, previous enrollment 
form, and Official Receipt (O.R.) for encoding 
and printing of new enrollment form. For 
withdrawal of enrollment (New First Year), 
wait for the release of your academic records. 

 


