


GE Plan of Study



GE Plan of Study

Student fills up the form and 
signs it

Student sends the signed form 
to their adviser with the subject 

“GE Plan of Study”

Adviser checks the form and 
signs

Adviser sends the form to Admin 
Staff-in-Charge (Tita Mayeth, 
mmgironella1@up.edu.ph) for 
Director's signature with the 
subject “GE Plan of Study”

Admin Staff-in-Charge notifies 
the student that their form has 
been signed and is ready for 

pickup at the ICS Admin Office 
(Room C-122b)

Student picks up the form and 
delivers it to OCS-CAS



Elective Plan of 
Study



Elective Plan of Study

Student fills up the form and 
signs it

Student sends the signed form 
to their adviser with the subject 

“Elective Plan of Study”

Adviser checks the form and 
signs

Adviser sends the form to Admin 
Staff-in-Charge (Tita Mayeth, 
mmgironella1@up.edu.ph) for 
Director's signature with the 

subject “Elective Plan of Study”

Admin Staff-in-Charge notifies 
the student that their form has 
been signed and is ready for 

pickup at the ICS Admin Office 
(Room C-122b)

Student picks up the form and 
delivers it to OCS-CAS



Request for 
Change in 
Registration/SP 
Adviser



Request for Change in Registration/SP Adviser

Student fills up the 
form and signs it

Student sends the signed form to 
their previous adviser with the 
subject “Request for Change in 

Adviser”. If the previous adviser is 
no longer affiliated with ICS, send 
the form to Admin Staff-in-Charge 

(Tita Mayeth, 
mmgironella1@up.edu.ph) instead.

Previous adviser (or 
Admin 

Staff-in-Charge/Directo
r) checks the form, 
signs, and sends it 

back to the student.

Student sends the 
signed form to their 
new adviser (same 

subject)

New adviser checks 
the form and signs

New adviser sends the form to 
Admin Staff-in-Charge (Tita 

Mayeth, 
mmgironella1@up.edu.ph) for 
Director's signature with the 
subject “Request for Change 

in Adviser”

Admin Staff-in-Charge 
notifies the student that 

their form has been 
signed and is ready for 
pickup at the ICS Admin 

Office (Room C-122b)

Student picks up the 
form and delivers it to 

OCS-CAS

Note to students: Talk to both advisers first before accomplishing this form.



Request for 
Change in the 
Approved Plan of 
Study



Request for Change in the Approved Plan of Study

Student fills up the form and 
signs it

Student sends the signed form 
to their adviser with the subject 
“Change in the Approved Plan 

of Study”

Adviser checks the form and 
signs

 Adviser sends the form to Admin 
Staff-in-Charge (Tita Mayeth, 
mmgironella1@up.edu.ph) for 
Director's signature with the 

subject “Change in the Approved 
Plan of Study”

Admin Staff-in-Charge notifies 
the student that their form has 
been signed and is ready for 

pickup at the ICS Admin Office 
(Room C-122b)

Student picks up the form and 
delivers it to OCS-CAS



Application for 
Waiver of 
Prerequisite



Application for Waiver of Prerequisite

Student fills up the form up to 
part I

Student brings the form to 
OCS-CAS (hard copy)

OCS fills up the form, signs, and 
returns it to the student

(If necessary) Student gets part III 
filled up and signed by FICs of 

the prerequisite courses

Student brings the form to 
OVCSA for part IV

OVCSA signs and returns the 
form back to the student

Student brings the form to Admin 
Staff-in-Charge (Tita Mayeth) for 
both the Unit's Committee's and 

Director's signatures

Admin Staff-in-Charge notifies the 
student that their form has been 

signed and is ready for pickup at the 
ICS Admin Office (Room C-122b)

Student picks up the form and 
delivers it to OCS-CAS


