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Introduction 

Financial clearance means that you (student) have either paid your outstanding balance or made appropriate 

arrangements to pay the semester charges by the payment due date. There are two phases to the financial clearance for 

students in Kolej IGS.  

In the first phase, you must clear any prior semester’s unpaid fees with the Finance Section (Bursary), and may pay the 

succeeding semester fee bills as due.  Books borrowed from the library must also be returned and any late fines are to 

be settled.  

In the second phase (middle of semester before final examination, and submission of a project or major assignment 

(for non-based examination modules)), you are to ensure that the outstanding tuition fees have been paid before you 

can collect the dockets (documents).  

There are two types of dockets: Final Examination Docket and Project \ Major Assignment Submission Docket. Final 

examination docket includes a timetable of all the final examinations that you will take during that particular semester. 

This docket is required to enter the examination hall. Project \ Major Assignment Submission docket includes a list of 

modules with project or major assignment as the main components (more than 40%) of the overall grade. This docket 

is required to be shown to lecturer when submitting projects or major assignments. Without the docket(s), you are not 

allowed to sit for the final examination and\or to submit projects or major assignments. 

Note:  

• Student who is not eligible to attend final examination (due to unpaid fees) is considered absent, therefore, will be 

indicated as DNA – Did Not Attend. DNA in any component of the assessment will result in the failure of the 

module(s). 

• A Student who is not eligible to submit project(s) or major assignment(s) (due to unpaid fees) is considered as no 

submission, therefore will be indicated as DNS – Did Not Submit. DNS in any component of the assessment will 

result in the failure of the module(s). 
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Process Flowchart  
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Process Description  

WHEN DESCRIPTION LOCATION (WHERE) 

BEFORE NEW 

SEMESTER 

BEGINS (Phase 1) 

 

1 month before the 

semester start. 

• You are to fill up form to request Semester Clearance (Form: FN001) to 

ensure all previous semester(s) outstanding fees are settled. 

Department of Finance 

• If financial is cleared or approved (no outstanding), proceed to Registrar 

for confirmation approval to proceed to the following semester. Once the 

form is approved by Registrar, you must retain the original copy for future 

reference.  

Registrar Office 

• With approval from the Registrar, you are allowed to proceed and enter 

the classes. 

Respective Faculty 

• If the financial status is not cleared or not approved (there is an 

outstanding fee), you will not be able to proceed to the next semester until 

payments are made. 

Department of Finance 

MIDDLE OF 

SEMESTER 

(Phase 2) 

(1 month before 

the final 

examination and\or 

submission of 

project) 

• You are to fill up Docket Collection Form (Form: FN002) to collect either 

Final Examination Docket or Project \ Major Assignment Submission 

Docket or both. The docket(s) can only be collected if there are no 

outstanding fees.  

Department of Finance 

• If financial is cleared you may proceed to Registrar for issuance and 

collection of the respective docket(s). 

Registrar Office 

 

• If financial is not cleared, you must make payments and re-apply for 

clearance again. 

Department of Finance 

• If you are not eligible to attend final examination (due to unpaid fees), 

this is considered as absent, therefore will be indicated as DNA – Did Not 

Attend. DNA in any component of the assessment will result in the failure 

of the module(s). 

• If you are not eligible to submit project(s) or major assignment(s) (due to 

unpaid fees), this is considered as no submission, therefore will be 

indicated as DNS – Did Not Submit. DNS in any component of the 

assessment will result in the failure of the module(s). 

Academic Affair  

 

 

• Replacement or reprinting of dockets (due to loss, or damage), will be 

charged $10 per docket. Payment can be made to the Finance Section, 

and issuance by Registrar (who will notify the Examination Unit for re-

production of docket(s)). 

Department of Finance, 

Registrar, Examination 

Unit 
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FORMS TO BE USED 

FN001 – Semester Clearance Form. Before the semester starts, you are required to fill up this form and send it to the 
Department of Finance for the semester clearance and the Registrar's Office for approval confirmation. Only students 
with financial clearance will be allowed to enter classes and progress into the following semesters.

 

Figure 1.0 Semester Clearance Form 
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FN002 – Docket Collection Form. In the middle of the semester, you are required to fill in this form and send it to 
Department of Finance for financial clearance, followed by Registrar for approval confirmation. Registrar will release 
the docket(s) to you. Only students with financial clearance will be allowed to sit for final exam / submit their projects 
or major assignments.

 

Figure 2.0 Docket Collection Form 
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SAMPLES OF DOCKETS 

No 1 – Final examination docket includes a timetable of all the final examinations that you will be taking during the 
semester. This docket is required to enter the examination hall. In order to collect this docket, you will need to fill up 
Docket Collection form after getting financial clearance from the Department of Finance. 
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No 2 – Project \ Major Assignment Submission docket includes a list of modules with projects or major assignments 
as the main components of the overall grade. This docket is required to be shown to lecturer when submitting projects 
or major assignments.  

 

 

 

For all queries regarding the financial status and clearance, please contact the Department of Finance 

(Tel Number: +673 2238701    Time: 9AM – 3PM Email: finance@igsbrunei.edu.bn) 

 

Thank you 


