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  Completion of INC Grades 
 

 
 

 
Staff/Student’s Clearance  
 

 

Step Applicant/Client Office Activity Duration Person 
In-

charge 

1 Proceeds to instruc-
tor’s concerned & 
inquires of require-
ments needed. 
 

Examines deficiency 
& arranges schedule 
of completion 
  

5 - 10 min Faculty 

2 Fills out/
Accomplishes     
completion form. 

Informs require-
ments &/or adminis-
ter examination and 
forwards accom-
plished form to dept. 
head for signature 
 

20 min - 1 
hr or be-
yond as the 
need arise 

Faculty/ 
Head 

3 Follows-up status of 
INC grade. 

Submits grade to 
Registrar’s Office & 
informs student of 
grade 
 

3 – 5 min Admin 
Staff/ 
Faculty 

Step Applicant/Client Office Activity Duration Person    
In-charge 

1 Fills out and sub-
mits clearance 
form. 
 

Checks entry of clear-
ance, records it in log-
book. 

 3 – 5 min Admin 
Staff 

2 Checks accounta-
bility. 

Checks record of staff/
student if she/he has 
accountabilities.  If 
none, countersigns the 
clearance otherwise 
inform staff/student to 
submit requirements. 
 

3 – 5 min Admin 
Staff/ Lab 
in-charge 

3 Follows-up      
clearance. 

Head signs clearance & 
staff releases it. 

1 - 3 min or 
beyond if 
head is not 
around 
 

Head/ 
Admin 
Staff 

   BSCE Graduating Student’s Clearance 
 

 
 

 
Permit to Borrow/Use of Lab Facilities  

 

Step Applicant/
Client 

Office Activity Duration Person          
In-charge 

1 Fills out and submits 
clearance form. 

Checks entry of 
clearance, records it 
in logbook. 
 

5 – 10 min Admin 
Staff 

2 Checks accountabil-
ity Submits require-
ments e.g. Graduate 
Profile form with 
colored picture, 
Transmittal and   
Approval Sheet. 
 

Checks if require-
ments are com-
plete, counter signs 
and forwards ac-
complished form to 
dept. head for sig-
nature 

20 – 35 min 
or beyond 
as the need 
arise 

Admin 
Staff 

3 Follows-up         
clearance. 

Head signs clear-
ance & staff releas-
es it. 

10 – 15 min Head/
Admin 
Staff 
 

Step Applicant/Client Office Activity Duration Person 
In-charge 

1 Fills out and submits 
borrower’s slip form. 
 

Receives     bor-
rower’s slip 

2 - 5 min Lab 
In-Charge 

2 Wait for the lab 
equipment to be re-
leased for lab use. 
 

In-charge   prepares 
and releases lab 
equipment 

10 – 25 
min 

Lab  
In-Charge 

3 Returning of bor-
rowed instruments 

In-charge receives 
and checks instru-
ments/equipment  if 
complete and in 
good condition.   
Otherwise client will 
pay or replaced for 
damaged/lacking  
instruments/
equipment.  
 

5—15 min.  Lab In-
charge  

  


