& co:PROCESS

Online

Processing
Submission “®

of Documents _ ==
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o APPLICATION FOR GRADUATION e PERMIT TO CROSS-REG

o LATE APPLICATION FOR GRADUATION e WITHDRAWAL OF ENLISTMENT BEYOND DEADLINE
e PRIORITY TAGGING e RETURN FROM LEAVE OF ABSENCE(RFLOA),

e APPEAL FOR READMISSION e UNDERLOADING

form for BS MetE, BS EM, BS CoE, BS EE, BS ElectronicsE o TRANSFER TO NON-MAJOR STATUS

form for BS IE, BS ME, BS GE, BS MatE
e TRANSFERTO VOLUNTARY SHIFTING OUT STATUS
form for BS ChE, BS CS, BS ICE

form for Non - Majors e APPEAL FOR EXTENSION OF VOLUNTARY SHIFTING

e |ATE FILING OF APPEAL FOR READMISSION OUT STATUS
e PERMIT FOR EXAMINATION e PERMIT TO TRANSFER

(Removals/Completion) (Exit Survey/Permit to Transfer)
o EXCUSE SLIP e APPLICATION FOR RESIDENCE
o CERTIFICATION OF EQUIVALENT COURSES e REQUEST FOR CERTIFICATION
e SUBSTITUTION e | ATE REGISTRATION, PAYMENT, CHANGEMAT,
e VALIDATION DROPPING AND LOA
e ADVANCE CREDIT WITHOUT VALIDATION e WAIVER OF PREREQUISITES
e PERMIT TO OVERLOAD e EMAIL LIST

e DOWNLOADABLE FORMS

For Follow up and Inquiries

Ms. Imelda “Aimee” Ocampo

Mr. Ronald Allan “Cocoy” Dela Mata

For BS CS/BS IE enggadmin ronald@coe.upd.edu.ph

Mr. Jonathan “Atan” Simpliciano

Administratives For BS EE/BS ECE/BS CoE enggadmin jonathan@coe.upd.edu.ph

Mr. Randel “Del” Bernabe

For BS CE/BS ChE & Non Majors el

Mr. Emperor Denielle “MP” Monteveros

For BS GE/BS ME/BS MatE/BS MetE/BS EM enggadmin_emperor@coe.upd.edu.ph



mailto:enggadmin_ronald@coe.upd.edu.ph
mailto:enggadmin_jonathan@coe.upd.edu.ph
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https://docs.google.com/document/d/139hczUG-ykiglX7JhkHY1KlnOc168mNZaEAQE7j8ukc/edit?usp=sharing
https://forms.gle/JvrgAiK9Z84eUgRK8
https://docs.google.com/forms/d/e/1FAIpQLSc4aUT0JL23Izrq-Ez3_hm7hMhLZrGNZ9GEAxy702-_5OrUnw/viewform?usp=preview
https://drive.google.com/file/d/1frIoh7nDWbmDfIqHilfF7sJKU8MwuMEB/view
https://forms.gle/dgCZhd5PDWffDd96A
https://forms.gle/wVVoSEQw1XqFgkop6
https://forms.gle/rnRrTBRZ5n2yqsLQ7
https://forms.gle/RKjX3NShor5NqKhH6
https://docs.google.com/forms/d/e/1FAIpQLSdINVubEejHvc-POf2lTDC2BtYRPPhzjRxqIjYI4UGAILb-Vg/viewform
https://forms.gle/aEjuTRNkULHL6wVz7
https://docs.google.com/forms/d/e/1FAIpQLSeJ4fLqN4Kyy66xE-An8ow9qmWyXQDDjcVdVhMUXipkp-2AxA/viewform?usp=sharing&ouid=111379496765391747884
https://docs.google.com/forms/d/e/1FAIpQLSdBUDmVdpOdO14xhyN2JWeveBtVwco_kJsSxyk46WlKLrFkuA/viewform?usp=sharing&ouid=111379496765391747884
https://docs.google.com/forms/d/e/1FAIpQLSdWj0UvGowuWdRAUZyqhE7-AlGmzrRhteFOydwSyhYDu9UzUA/viewform?usp=sharing&ouid=111379496765391747884
https://docs.google.com/forms/d/e/1FAIpQLScW3Ra8qw2oZiScKCrSfpxB2AumQ_yxGm7UDjyCYJBlWsYgTA/viewform?usp=sharing&ouid=111379496765391747884
https://docs.google.com/forms/d/e/1FAIpQLScl17SK7oHm2CTWdcThdcP63dJJrCSRNmjC0yAM2wvjQcJDig/viewform?usp=sharing&ouid=111379496765391747884
https://docs.google.com/forms/d/e/1FAIpQLSft93qu7YSG7zH-yKjWS0dsAy7SbinqXN_3J9DqrX-5B5a2kw/viewform?usp=sharing&ouid=111379496765391747884
https://docs.google.com/forms/d/e/1FAIpQLSdIkYbbOTAzri-Ee9sezeCrs2gmNqIW4ZyemUEIc4fgi7ndwg/viewform
https://docs.google.com/forms/d/e/1FAIpQLScpBTWk0yFF9-ka-DBmWUWB8HdiIneKHtpej1GEKUr-daxAbg/viewform
https://docs.google.com/forms/d/e/1FAIpQLScFfByztNFV4BuOGulaFtAVj2Vd7x3lGF98Z6o9qzCvDPZC4A/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfBPbYcYHt1f3LG4xV7121arH4TyB7C__Z7aIqBVTQ-M8EnLw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdK3YAxwphZ4L6sfmDXtL6rk7Es9HX3Ap5Xv2hreAetCSXnrA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdK3YAxwphZ4L6sfmDXtL6rk7Es9HX3Ap5Xv2hreAetCSXnrA/viewform
https://forms.gle/KdtgjGW2iyF4hK6r5
https://docs.google.com/forms/d/e/1FAIpQLSf_Lps6uGb-VMN1GVR9yg3edckAwzpievtagxRZgpzhOt3dyQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfMCX7kiX5D_isa3X3h5hwyunbQ79zy7vPtfdQnyHy-hgmEzQ/viewform
https://forms.gle/2pM26sSDXd73gmps6
https://forms.gle/2pM26sSDXd73gmps6
https://forms.gle/Wu6dFo21rsaF4p7p7
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Download and accomplish Return from LOA Form

Filllup Student Directory and attach photo

If return from LOA for more than 1 semester or if the reason for filing the LOA was due to
health/medical reasons regardless of the number of semester, accomplish the following

m Accomplished PEHA Form. Access procedures here to receive your medical

certificate for admission.

Submit the accomplished Return from LOA form, Student Directory and Medical
Certificate for Admission documents (if needed) to Room 204, Melchor Hall
Admin will evaluate your submitted documents.
Admin sends your accomplished RFLOA form and your other requirements to the Office of
the University Registrar (OUR), Admissions and Registration Division.

Admin sends you a copy of your RFLOA.

Underloading

e The student files their underloading online through their UNDERLOADING module in

CRS, indicating the reason for the underloading,

e The student should take note of the documentary requirements for the
underloading reason given.

e The student consults with its adviser for endorsement.

e The adviser endorses the underloading using their Underloading Endorsement
module.

e The student needs to fill up this FORM to submit all the documentary requirements.

For more information and clarification regarding underloading: Click Here



https://drive.google.com/open?id=1-0nhP7gh7CbCuZSuqNRq8nDqcYj2aSXF&usp=drive_copy
https://drive.google.com/file/d/1VULQtPZwEJ3LO6Bkx6QpaQw_ZJoDUAQq/view
https://our.upd.edu.ph/files/PEHA/PEHA-Guide.pdf
https://crs.upd.edu.ph/
https://crs.upd.edu.ph/
https://docs.google.com/forms/d/e/1FAIpQLSfsDDLlJI1xoSzzhcGGKwOprumljBImv-h4FNwjLMAPNhlp8A/viewform
https://drive.google.com/file/d/1Gyg0sgRbi7CjG_ZdWIK2i_KyavgdIJGS/view?usp=sharing
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UP Forms

e UP Form 13D Change of Grade

e UP Form 25 Permit to Complete INC Remove 4 Rev 7 May 2024

e UP Form 13C Report of Grade for Completion/Removal

e UP Form 26 Dropping_of Subject Rev 7 May 2024

e UP Form 26A Change of Matriculation Rev 7 May 2024
e UP Form 44 Application and Evaluation for Advance Credit Rev 7/ May2024

e UP Form Admission Slip for T1 _Rev 7 May 2024

e UP Form Application for Graduation Rev 7 May 2024

e UP Form Application for Shifting_Rev 7 May 2024
e UP Form Application for Waiver of Prerequisite Rev 7 May 2024

e UP Form Cross-registration Rev 7 May 2024

e UP Form Leave of Absence Rev 7 May 2024

e UP Form Notice of Acceptance for T1 _Rev 7 May 2024
e UP Form Overload or Underload Rev 7 May 2024

e UP Form Return from LOA Rev 7 May 2024

e UP Form Substitution of Courses Rev 7 May 2024

Other Forms
e Advance Credit without Validation with more than 66 units

e Application to the College by VAAS

e Certification of Non-Attendance

e Certification of Equivalent Courses

e College Clearance

e Student Directory

e Permit to Use Melchor Hall Facilities

e Health Declaration Form

e OCG Referral Slip



https://drive.google.com/file/d/15Ojv-mNl_gy1a57-v8PBAOBge5X0Oa_5/view?usp=sharing
https://drive.google.com/file/d/11fS39e5CVZ0nep8U02FNZQxKWaHuA7mJ/view?usp=sharing
https://drive.google.com/file/d/1agf-_qSpesyIj9VX4lNyRT9hffWUSxgI/view?usp=sharing
https://drive.google.com/file/d/1ZeewRiOWC5Id6egwkMm-uuI6Qutu7YEw/view?usp=sharing
https://drive.google.com/file/d/1ZUOrX6DRTtFRgXGvc9P77wO15C72cynK/view?usp=sharing
https://drive.google.com/file/d/1bEjvpLLKbEiJ76oTw3ox4KcMxKfQYoEM/view?usp=sharing
https://drive.google.com/file/d/1EHCSpa4aS2Jxut2ngB6YUlKLMcv8yM3M/view?usp=sharing
https://drive.google.com/file/d/1GwuFE1netB52j_cx9CmbdDSo9ulBEuQN/view?usp=sharing
https://drive.google.com/file/d/1RHssYW-HG94I7kz4cupXY0XZA0X6_AOL/view?usp=sharing
https://drive.google.com/file/d/1bhPSViXfwULabsXRA_duVtgCa-2kYW8-/view?usp=sharing
https://drive.google.com/file/d/1kZ2yd82lwHqW3nfl4vGgPBeze5OnQGzG/view?usp=sharing
https://drive.google.com/file/d/1kNmcSvTd6rXpWpKgqwgYBAZa5QYLhGWi/view?usp=drive_link
https://drive.google.com/open?id=1-HONNzzPWkgLG6AVpFzfslwcjHNGUkrA&usp=drive_copy
https://drive.google.com/open?id=1-Xw-p8kOD0G3x57Y78ShOHLYQXTjpgjf&usp=drive_copy
https://drive.google.com/open?id=1-0nhP7gh7CbCuZSuqNRq8nDqcYj2aSXF&usp=drive_copy
https://drive.google.com/open?id=19tV2GXMAkbmJQU1lReub0O4eid-E2MHS&usp=drive_copy
https://coe.upd.edu.ph/wp-content/uploads/2023/01/Advance-Credit-without-Validation-more-than-66-units.pdf
https://coe.upd.edu.ph/wp-content/uploads/2023/01/Application-to-the-College-by-VAAS.pdf
https://coe.upd.edu.ph/wp-content/uploads/2023/01/Certification-of-Non-Attendance.pdf
https://drive.google.com/file/d/1_aPWgUREvOfHwdhIL_2jXwiyQsyDA4n_/view?usp=drive_link
https://coe.upd.edu.ph/wp-content/uploads/2023/01/College-Clearance.pdf
https://coe.upd.edu.ph/wp-content/uploads/2023/01/Student-Directory.pdf
https://drive.google.com/open?id=1gDH89Sr3_MK65bTucxC0vdyGLhnNl6fK
https://coe.upd.edu.ph/wp-content/uploads/2023/01/Health-Declaration-Form.pdf
https://coe.upd.edu.ph/wp-content/uploads/2023/01/OCG-Referral-Slip.pdf
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Email lists

College Secretary Dr. Terence P. Tumolva tptumolva@up.edu.ph
Karl Adrian P. Vergara kpvergara@up.edu.ph
Assistant College
Secretary
Carlo Angelo A. Sonday casonday@up.edu.ph
Ms. Aloha D. Nacu
N ——— engg_sre2.aloha@coe.upd.edu.ph
Student Record Ms. Danilyn E. Tan engg_srel.danilyn@coe.upd.edu.ph
For BS GE/ BS IE/BS ME/BS MatE
Evaluators
Ailre IS 24 LETUEI engg_srel.martin@coe.upd.edu.ph
For BS EE/BS ECE/BS CoE/BS EM/BS MetE
For Non Major For VSO
Advis Send Email to the college secretary with subject a
vIsing "[Non-Major Advising] - Last Name, First name" indicating your : :
: . Wait for an email from Asst. College
study plan for the semester and copy/ies of curriculum of Secretary Versara
courses you plan on shifting to (if applicable). For future y vergara.
concerns/questions, reply on the same email thread.
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