NATIONAL ADMINISTRATIVE REGISTER - [ CDA OFFICE ORDER NO. 2009-04, MARCH 23, 2009 ]

PROCEDURAL GUIDELINESIN THE RE-REGISTRATION OF
COOPERATIVES

Read online (full-text search, related cases, audio case brief): https://batas.org/library/83879cf16d78/

Pursuant to Article 144 of RA 9520, otherwise known as the “Philippine Cooperative Code of 2008", the
Cooperative Development  Authority hereby issues the following Procedural Guidelines in the
RE-REGISTRATION of cooperatives.

SECTION 1. Scope - This procedural guideline shall cover step-by-step procedures in the RE-REGISTRATION
of cooperativesin compliance with RA 9520 and MC issued for this purpose.

SECTION 2. When to Register - Qualified cooperatives may file application for re-registration from March 22,
2009 to March 23, 2010.

SECTION 3. Who May Register - All registered and confirmed cooperatives with the Authority regardless of
types and categories in compliance with RA 9520. Cooperatives that have been cancelled or ordered dissolved are
disgualified to re-register.

SECTION 4. Where to Register - All application for Re-Registration of primary and secondary cooperatives shall
be filed at the concerned CDA Extension Office (EO) where the cooperative was registered. Tertiary and special
types of cooperatives shal file their application at CDA Centra office.

However, cooperative that has officially transferred its operation and principal office to another region shall
re-register in the EO that has jurisdiction over their present principa office address.

SECTION 5. Requirements - All qualified registered and confirmed cooperatives shall submit the following
documents to the nearest Extension Office of the Authority, to wit:

1) photocopy of certificate of registration or certificate of confirmation including certificate of anendment/s if
applicable;

2) photocopy of registered articles of cooperation including registered amendment/s,
3) photocopy of registered by-laws including registered amendments;

4) origina copy of latest (2008) audited financial statements; and

5) Registration Fee of Php200.00.

SECTION 6. How to Register - The applicant needs to have on-line/internet access to fill-up application form and
secure notification with checklist of requirements to complete the re-registration process.

After securing the notification and checklist on-line, al required documents for Re-registration of cooperatives
should be filed at the concerned CDA Office where the cooperative was registered.

SECTION 7. On-Line Procedures - To be able to use the web-based Re-Registration process, a cooperative must
have a 10-digit Cooperative Identification Number (CIN) issued by the Authority. The following steps shall be
followed in accessing the Re-registration System:
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A. For the COOPERATIVES
1. Getting Started

Visit www.cda.gov.ph and click the Re-Registration link. The link will take you to the Re-Registration site.

2. The Cooperative |dentification Number (CIN) page

Enter the CIN on to the CIN field and click OK. A cooperative was issued a 10-digit CIN by the Authority that
has jurisdiction over it. Make sure that the correct CIN is entered.

3. The Application Form page

If you have entered the correct CIN, you will be directed to the Application Form page. However, if the
cooperative is tagged as non-operating, a notification can be viewed online directing the applicant to proceed
to the concerned CDA Office for further evaluation of its status. If Form is displayed, enter the following
information as discussed below:

Genera Information Section

Name of Cooperative
Enter your latest amended Name here. Capitalize only the first |etters.

BIRTIN
Enter your BIR TIN if available.

Contact Person
Enter the name of the coop’s primary contact person. Capitalize only the first letters of first and family name.

Designation
Enter the designation of the Contact Person. Capitalize the first |etter.

Mobile Number
Enter the mobile/cellphone number of the Contact Person.

Telephone Number
Enter the landline number of the coop including the area code.

Street Address
Enter ONLY the street address (number, name of street, barangay)

Region
The region field is locked because it is pre-determined by your CIN. For example, if your CIN was issued by
Region 1, the default value of the Region field would be Region 1.

Sub Category/ Type
Select the cooperative type from the dropdown list.

Province

Select the province where your coop is located. Once you have selected a province, the page will refresh
automatically which means that the appropriate Districts have been loaded to the District dropdown list. You
will experience aflicker but thisis normal. The flicker also depends on the speed of your internet connection.

District

Select the district where your coop is located. Once you have selected a district, the page will refresh
automatically which means that the appropriate cities/municipalities have been loaded to the City/Municipality
dropdown list. You will experience a flicker but thisis normal. The flicker aso depends on the speed of your
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internet connection.

City/Municipality
Select the city or municipality where your coop is located.

Email Address
Enter avalid email address.

Total Assets
Enter your Total Assets as of December 2008.

4. Submission

After completing the Application Form, click the Submit button. A pop-up will then appear containing the
Notification for re-registration and instructions for next actions. Print the message for reference.

B. For The AUTHORITY
1. For Operating Cooperative
1.1 The CDA Staff shall receive the documents submitted by cooperative applicants.
Sr. CDS
1.2 Sr. CDSwill Sign-in to the Re-Registration Page
1.3 Open submitted records and validate the entries using the requirements submitted by the cooperatives
1.4 If there are no problems, click SUBMIT button.
1.5 If there are problems, inform the cooperative immediately. Proceed to the next record.
1.6 Sign out once finished.
Supvg. CDS
1.7 Supvg. CDS will Sign-in to the Re-Registration Page
1.8 Open submitted records and review the entries using the requirements submitted by the Sr. CDS

1.9 If application is in order, click SUBMIT button. To generate the new registration number the Supvg CDS
shall click GENERATE button.

1.10 If there are problems, inform the Sr. CDS immediately. Proceed to the next record.
1.11 Sign out once finished.

Sr. CDS
1.12 Sr. CDS will Sign-in to the Re-Registration Page

1.13 Check for re-registered cooperatives, print three (3) copies of the New Certificate of Registration (CoR)
by using the MS Word template connected to the EOs database. CoR copies to be distributed, as follows:

Original - Cooperative
Duplicate - CDA Extension Office
Triplicate - CDA Central Office

1.14 Prepare Order of Payment and attached to the Certificate.
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1.15 Affix initia in the Certificate and forward to the Supvg. CDS.
Supvg. CDS

1.16 Affix initial in the Certificate and forwards to the Area Cooperative Director (ACD).

ACD

1.17 Affix initial in each of the 3 copies of the Certificate of Registration and return the same to the
Registration Unit. If the Area Cooperative Director is out on official travel/leave theinitial of Supervising CDS
will suffice.

Registration Releasing Staff
1.18 Direct applicant to pay first to the Cashier.
1.19 Record Official Receipt Number, amount paid, and date paid in the duplicate certificate.
1.20 Stamp CDA dry seal and release the certificate to applicant after signing receipt.

2. For Non-Operating Cooperatives
Sr. CDS
2.1 Verify the specific instruction in the submitted on-line printed notice or the reason for non-operating status.

2.2 Evaluate the reason in determining the non-operating status. Formally advise the applicant to comply the
requirements to justify reclassification into operating cooperative.

2.3 Applicant must submit proof of operation to the satisfaction of the CDA Unit concerned which need prior
written approval of the Area Cooperative Director (ACD). The following documents may justify
reclassification to operating cooperative: audited financial statement as of 2008, minutes of the general
assembly meeting, copy of Certificate of Good Standing for 2007 Or 2008.

SECTION 7. Certificate of Registration (CoR) - The Certificate of Registration shall be printed using the MS
Word template connected to the EO database, with the CDA Chairperson’s electronic signature, and printed on
the paper to be prescribed by the Central Office.

SECTION 8. Establishment of Re-registration Assistance Center (RAC) - All EOs shall establish Re-registration
Assistance Center (RAC) responsible for providing assistance to applicant cooperatives especiadly in
accomplishing re-registration application form.

The Center must be separate from the Registration Section provided with stand-by personnel and computer unit
with on-line accessibility.

Provincial CDS are likewise encouraged to establish RAC in their respective area of jurisdiction in coordination
with the Local Government Unit/Cooperative Sector to facilitate all application for re-registration at the provincial
level. Thiswill prevent clogging of applicant at the EO level.

SECTION 9. Report Generation - All EO designated Management Information System (M1S) Staff shall generate
from database monthly statistical report and master list of re-registered cooperatives.

The Central Office MIS shall also generate monthly reports from re-registration database containing the said
reports above covering nationwide information.

The master list shall contain only the cooperative name, address, re-registration number, and date of registration.
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The generated reports shall be submitted to the Chief of Registration Unit or Chief of Registration Division not
later than every 5[th] of the month starting May 2009. The reports shall be maintained and compiled as back-up
hard copy files of re-registered cooperatives.

SECTION 10. Effectivity - These Guidelines shall take effect immediately.
Adopted: 23 March 2009

(SGD.) LECIRA V. JUAREZ
Chairperson
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Study smarter at BATAS.org
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More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came fromit.

Audio case-brief lectures.

Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.

Complete, sequenced courses for al eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

Thefull law-school curriculum.

One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock examsthat tell you whereyou stand.

Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keepsyou on pace.

Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org

The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.
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