Office of the
University Registrar EN-04-201904

APPLICATION FOR MANUAL DROPPING

(For FIRST YEAR UG STUDENTS, NEW GS STUDENTS and SPECIAL CASES only)

PLEASE PRINT Term / AY
PERSONAL ‘ ACADEMIC INFORMATION

INFORMATION

LAST NAME ID NUMBER

FIRST NAME COLLEGE

MIDDLE NAME COURSE

FOR PLEASE DROP THE FOLLOWING

Academic Programming Officer Course Code Section

Academic Units Enrolled

Non-Academic Units Enrolled
Total Units Enrolled

Total Units Remaining
After Dropping

CHECKED BY

TOTAL NO. OF UNITS DROPPED
NAME / DATE

\ REASON FOR DROPPING

| have read and understood the “Instructions” and “Terms and Conditions”
at the back of this form and agree to the same.

STUDENT’S SIGNATURE OVER PRINTED NAME / DATE

APPROVAL

1. ASSOCIATE DEAN

SIGNATURE OVER PRINTED NAME / DATE

2. OFFICE OF THE UNIVERSITY REGISTRAR

ALL RIGHTS RESERVED. Parts of this material may be reproduced provided (1) the material is not altered; (2) the use is non-

commercial; (3) De La Salle University is acknowledged as source; and (4) DLSU is notified through
academic.services@dlIsu.edu.ph.




TERMS AND CONDITIONS

1.

EN-04-201904

INSTRUCTIONS

This form shall be used by the following students disqualified from using the On-Line Dropping:

1.1. First-year undergraduate students;

1.2. Upper-class undergraduate students whose total number of units will fall below 12 units after dropping;
1.3. Graduate students on their first term of enrollment

1.4. Graduate students dropping ENG501M or ENG502M

This form must be accomplished in duplicate (2 copies) and submitted to the Enrollment Services Hub when
all necessary signatures have been completed. Application forms with incomplete signatures will not be
accepted for processing.

The application for dropping shall be deemed final and valid upon the approval of the Associate Dean and the
Office of the University Registrar and upon the revision of the Enrollment Assessment Form (EAF). Submission
of the application form to the Enrollment Services Hub does not mean that the same is approved.

In cases where there is a claim for refund, please check with the Accounting Office regarding the date of
release of the refund check.

Dropping of courses is governed by the policies stated in the Student Handbook. Dropping of certain courses
may be subject to other policies.

By signing this application for Manual Dropping, the student declares, under penalties of perjury, that the
information provided is true and correct to the best of his or her knowledge.

Claims for refund are made according to the following memorandum from the Commission on Higher
Education:

“A student who transfers or otherwise withdraws, in writing within two weeks after the beginning of
classes and who has already paid the pertinent tuition and other school fees in full or for any length
longer than one month, may be charged 10 percent of the total amount due for the term if he
withdraws within the first week of classes, or 20 percent if within the second week of classes,
regardless of whether or not he has actually attended classes. The student may be charged all the
school fees in full if he withdraws any time after the second week of classes.”
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