
PROCEDURE FOR ADDING/DROPPING OF SUBJECTS

 Student secures dropping/adding Form 1-A

 Checks/approves the subjects to be added/dropped
 Checks the total number of units
 Signs the forms
 Student proceeds to Registrar’s Office for encoding purposes

 Registrar’s Office releases adding/dropping form
 Student dropping all his subjects should proceed to Station 4 (Counter 12)
 Student dropping one or more but not all subjects may proceed to Station 5 

(Registrar’s Office)
  

 Verification of units
 Cutting of registration forms
 Clerk issues classcards

Note:  1.  A student is considered officially enrolled ONLY after he has made initial payment (40%) of his school fees at 
                  the Accounting Office.

2. The Php 25.00 payment for the form will be automatically included in his assessment.
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