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C. POST REGISTRATION  
 

Post registration commences after the last day of registration for the 
semester. This means that students are no longer allowed to enlist in courses.  

Change of Matriculation (Change of Subjects/Sections)   

Change of matriculation is the addition or cancellation of a 
subject/course or change of section after a student has been officially 
registered. Within the allowed period, a change of matriculation may 
be considered if: 

• student was ill-advised; 

• student lacks prerequisite for the subject; 

• student’s class schedules are in conflict; or 

• class was dissolved. 

 Changes in matriculation shall be effected by filling out Form 26A 
and must be recommended by the adviser and approved by the Dean. 
No change of matriculation to add a new subject shall be allowed after 
one (1) week of regular class meetings. Form 26A, after being duly 
accomplished, shall be submitted to the University Registrar for 
assessment, payment, and notation.  

With the introduction of the Computerized Registration System, the 
entire process of Change of Matriculation is now done online.  

 
Processing of Change of Matriculation 

1. The Student 
Goes to the Program Adviser and informs him or her of the 
need to do change of matriculation.  

4.  The Instructor or Registration Assistant   
Cancels or enlists the student in the course.  

N 

2. The Program Adviser/Coordinator 
Authorizes the student to cancel or enlist in a subject.  

3.  The Student  
Goes to the offering department to cancel or enlist in the 
subject.   
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6. The College Validator  
• Validates the course.  
• Groups two or four transactions together, if applicable.  
• Prints UP Form 26A – Change of Matriculation Form.  

 

5.  The Student goes back to the college for validation and 
assessment.  

9.  The Student  
• Pays the tuition 
• Brings a copy of UP Form 26A- Change of Matriculation 

Form to the college and the Office of the University 
Registrar.  

8.  The Dean/College Secretary approves the Change of 
Matriculation Form. 

7.  The College Assessor assesses the tuition and prints the 
COM form.  

10. The Student Records Evaluator 
Records the Change of Matriculation to student jacket and the 
curriculum checklist of the student.  

11. The Student Records Evaluator  
 Pastes recorded Change of Matriculation on top of Form 5 for 
the current semester  

 12. The OCS Staff 
 Returns the student jacket to the active file cabinet.  
 


