
F R E S H M A N  
O R I E N T AT I O N  
2 0 2 3

T R E A S U R Y  A N D  

A C C O U N T I N G  O F F I C E S

J E N D I E  S .  F R A N C I S C O

D I R E C T O R ,  T R E A S U R Y  O F F I C E



MS. BELINDA C NARVAEZ, CPA

VP for Finance

JENDIE S. FRANCISCO, CPA

Director, Treasury Office

1. Cashier

2. Disbursement

ALYSSA LOU ANTENEO, CPA

Director, Accounting Office

1. Student Accounts

2. Account Payables

3. Payroll

4. Bookkeeping

5. Property

Section Designated 
Counter(s)

Payable/Payroll/
Other 
accounting 
matters

9

Disbursement 11

Student 
Accounts

10, 12 and 
13

Cashier 14, 15 and 
16

ORGANIZATIONAL 
STRUCTURE



PAYMENT 
SCHEME

REBATES

HOLDING OF 
PORTAL AND 
SURCHARGES

REFUNDS

ASSESSMENT OF FEES• Full payment
• Installment payment

✓ For regular semester
40% upon enrollment

30% a week before 
midterm exam

30% a week before final 
exam

✓ For summer
50% upon enrollment

50% a week before final 
exam

5% applied to 
outstanding balance 
on the first day of the 
summer term or next 
semester, whichever 

is applicable

4% OF TUITION 
FEE ONLY
for full payment of 
fees, including 
added subjects, 
during enrollment
Deductible from 
the next 
enrollment’s fees

File a request to the 
Student Accounts 

Section. Photocopy 
of ID is needed.



ASSESSMENT OF FEES

PROCESSING OF  
PAYMENTS

For onsite payments, present 
your official receipt to 

Windows 10, 12 or 13 if your 
payment is for UNHOLDING 
OF PORTAL or POSTING OF 

ENROLLMENT.

For payments made with 
accredited payment channels, 
UNHOLDING OF PORTAL or 

POSTING OF ENROLLMENT is 
within THREE to FIVE 

WORKING DAYS.

Payments made with accredited payment 
channels are considered tuition fee 

payments. Other payments like uniform or 
requests for TOR, COG, etc. shall be paid 
onsite or using the BUX Checkout Page.



ASSESSMENT OF FEES

DROPPING FEES

• Dropping on the first week of 
classes

✓ 25% of the total fees will be 
charged

• Dropping on the second of 
classes

✓ 50% of the total fees will be 
charged

• Dropping after the “Last Day of 
Dropping With Refund” stated 
in the University Calendar

✓ No refund, remaining balance 
must be fully settled for clearance

• Dropping during enrollment 
period

✓ Registration fee (varies per 
college) and ID (if already 
available) will be charged



Always be reminded that the 

University DOES NOT 

ALLOW ANY EMPLOYEE to 

collect payments on its 

behalf.

All payments MUST BE 

DONE at the University 

Cashier and at our 

accredited payment 

channels.

University Cashier 
Counters 14, 15 and 16 
at the Ayuntamiento de 

Gonzalez Building

Student Portals for 
Credit Card payments 

(APPLICABLE ONLY FOR 
TUITION FEE PAYMENT)

Bills payment via mobile 
banking application and 

over the counter with 
Metrobank, BPI, 

Unionbank and BDO

Bills payment with SM 
Branches WITHIN 

CAVITE AREA ONLY

BUx Checkout Page 
accessible via 

DLSU-Dasmariñas 
website

PAYMENT OF FEES



PAYMENT OF FEES

REMINDERS WHEN PAYING THROUGH 
BILLS PAYMENT



PAYMENT OF FEES

REMINDERS WHEN PAYING THROUGH 
BILLS PAYMENT



PAYMENT OF FEES

REMINDERS WHEN PAYING THROUGH 
BILLS PAYMENT



PAYMENT OF FEES

PENALTY ON RETURNED CHECKS

• P500.00 for DAIF/DAUD or P1,000.00 for closed account 

• Student will no longer be allowed to pay through check again



T R E A S U R Y  O F F I C E
C A S H I E R  S E C T I O N
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A C C O U N T I N G  
O F F I C E
A S S E S S M E N T  S E C T I O N
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JENDIE S. FRANCISCO
jsfrancisco@dlsud.edu.ph
Local 3007

ALYSSA LOU ANTENEO
apanteneo@dlsud.edu.ph
Local 3207
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