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The Authority hereby promulgates these Guidelines for the proper and accurate encoding, submission, and
generation of data in the Cooperative Annual Progress Report Information System (CAPRIS).

ARTICLE I
PURPOSE

These Guidelines serve as a policy in the implementation of an efficient and effective computerized system of
Cooperative Annual Progress Report (CAPR) submission.

ARTICLE II
LEGAL BASIS

These Guidelines are anchored on Section 13 of RA 6939 taken into consideration the following provisions of the
law and CDA issuances:

- Art. 53 of R.A. 9520 otherwise known as the Philippine Cooperative Code of 2008; and

- Section 2, Rule 8 of the Implementing Rules and Regulations of RA 9520.

ARTICLE III
COVERAGE

These Guidelines shall apply to all types and categories of cooperatives registered with the Authority and its
Extension Offices.

ARTICLE IV
DEFINITION OF TERMS

As used in this Guideline, the operational definition of the following terms shall be:

- ACCOUNT NAME - shall refer to the designated CDA personnel authorized to use and access the CAPRIS.

- AUTHORIZED REPRESENTATIVE – shall refer to a person designated, in writing, by the cooperative to
encode and submit the Cooperative Annual Progress Report to the CDA.

- CAPR – shall refer to the Cooperative Annual Progress Report.

- CAPR FORM - shall refer to the reporting instrument prescribed by the Authority to be secured, filled up and
submitted by the cooperatives.
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- CDS II – shall refer to the Cooperative Development Specialist II.

- CAPRIS – shall refer to the Cooperative Annual Progress Report Information System.

- CAPRIS ADMINISTRATOR – shall refer to the authorized personnel of the MIS Unit of the CDA-Central
Office in-charge with the monitoring and administration of the Cooperative Annual Progress Report Information
System.

- CIN – shall refer to the Cooperative Identification Number.

- DATA – shall refer to raw figures, facts, statistics or items of information.

- INFORMATION – shall refer to the processed data.

- MIS DESIGNATE – shall refer to the designated personnel of the Authority to monitor submission of the
CAPR.

- REQUIRED FIELDS - shall refer to the mandatory data to be filled up by the cooperatives and to be captured in
the system.

- PASSWORD – shall refer to a character string that is used as authentication to access the CAPRIS.

- SEU Officer-in-Charge – shall refer to the designated person of the Authority to act as head of the Supervision
and Examination Unit/Section.

- SYSTEM UTILITY – shall refer to the computerized system that determines whether the cooperative submitted
the required report.

- USER – shall refer to all authorized persons to enter the system for purposes of encoding, submitting, validating,
and generating data from the system.

- USERNAME – shall refer to unique sequence of characters used to identify a user and allow access to CAPRIS.

ARTICLE V
GENERAL FRAMEWORK

Section 1. EMAIL ADDRESS. All registered cooperatives are required to submit an official email address
supported with Board of Directors resolution to the official email address of the CDA Extension Office where the
principal office of the cooperative is located.

Section 2. ACCESS RIGHTS. The Executive Director through the Director, Legal and Registration Department
shall have the Authority to grant/approve and revoke/terminate the use of access code to the users. The identified
users of the CAPRIS shall be given particular access code in the system.

- Cooperative

- Encode and submit the required data

- View encoded data

- Download and print their respective encoded data

- CDA Extension Offices

A. Regional Director

- View encoded and consolidated data of cooperatives in their respective regions
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- Download and print the encoded and consolidated data of cooperatives in their respective regions

- Generate reports

B. Supervision and Examination Section

- View encoded and consolidated data of cooperatives in their respective regions

- Correct erroneous data encoded by the cooperative with prior permission from the concerned cooperative
after inspection or other means of validation by the Authority

- Download and print the encoded and consolidated data of cooperatives in their respective regions

- Analyse data

- Generate reports

C. MIS

- View encoded and consolidated data of cooperatives in their respective regions

- Download and print the encoded and consolidated data of cooperatives in their respective regions

- Generate reports

- CENTRAL OFFICE

A. Board of Administrators / Executive Director / Deputy Executive Director/ Department Directors/Division
Chiefs

- View encoded and consolidated data of cooperatives

- Download and print the encoded and consolidated data

- Generate reports

B. Legal and Registration Department

- View encoded and consolidated data of cooperatives

- Download and print the encoded and consolidated data of cooperatives

- Generate reports

C. Supervision and Examination Unit

- View encoded and consolidated data of cooperatives

- Correct erroneous data encoded by the cooperative with prior permission from the concerned cooperative
after inspection or other means of validation by the Authority

- Download and print the encoded and consolidated data of cooperatives

- Analyse data

- Generate reports

D. Planning Division

- View encoded and consolidated data of cooperatives
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- Download and print the encoded and consolidated data of cooperatives

- Analyse data

- Generate reports

E. MIS

- Systems administration and maintenance

Section 3. CREATION AND CONTROL OF ACCESS CODE. The CAPRIS Administrator, upon approval of the
Director, Legal and Registration Department, shall be responsible in the issuance, change, revocation, and
monitoring of access codes and CAPRIS use.

Section 4. AUTHORIZATION OF USERS. No users shall be allowed to access the CAPRIS without proper
authorization and familiarity of the system. The Director, Legal and Registration Department and the Extension
Office Directors shall ensure that all users are properly authorized to access the CAPRIS.

Section 5. PRESCRIBED FORM. The prescribed required CAPR Form to be filled up and submitted can be
downloaded at www.cda.gov.ph which is the official website of the Authority.

Those cooperatives that submitted an incorrect/old CAPR Form shall be advised immediately to secure and
submit the revised form. All types and categories of cooperatives shall uniformly use the prescribed form.

ARTICLE VI
GENERAL POLICIES

Section 1. ACCOUNTABLE PERSON/S. The cooperative’s Board of Directors Chairperson and General
Manager shall be accountable for all the entries required in the CAPRIS and shall ensure that all data are true and
correct.

Section 2. USER’S MANUAL. The MIS in coordination with the Supervision and Examination Unit of the
Central Office shall develop the User’s Manual for this purpose.

Section 3. IDENTIFICATION OF ADDITIONAL MANAGEMENT AND OPERATIONAL INFORMATION
REQUIREMENTS. The Board of Administrators and the Planning Division, in consultation with the
Management Committee (MANCOM), shall continue to identify additional management and operational
information requirements of the Authority.

Section 4. INFORMATION DISSEMINATION. The Authority, thru its Extension Offices, shall be responsible
for the information dissemination on the proper use of the Manual.

Section 5. CORRECTION OF DATA. The system will not allow changes, improvements, or editing of any data
already submitted to the central database unless there is prior written permission from the cooperative after
inspection or other means of validation.

In cases that there are observations in the data that need to be altered, modified, or adjusted, the data shall be
submitted to the Supervision and Examination Unit/Section together with the written letter of request stating the
reasons for such need for alterations, modifications or adjustments.

The Supervision and Examination Unit/Section is the only authorized unit to do the correction in the submitted
data stored already in the central database after the approval by the Legal and Registration Department Director
/Regional Director.
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Section 6. INFORMATION AND REPORTS GENERATION. Generation of information and different reports
from the CAPRIS shall be the responsibility of the Planning Division.

Section 7. SYSTEMS ERROR REPORTING AND FEEDBACKING. Any error or difficulties encountered in the
system must be documented and reported as soon as possible by the users. This will help in the maintenance and
improvement of the system.

ARTICLE VII
MISCELLANEOUS PROVISION

Section 1. USERS TRAINING AND FAMILIARIZATION WITH THE SYSTEM. All of the identified users in
the Authority shall undergo appropriate orientation and training on the use of the CAPRIS.

Section 2. ADMINISTRATIVE SANCTION. Unauthorized transfer, sharing, access, use and other like manner
that will cause loss, damage or destroy the system and the data stored in the central database shall be dealt within
the appropriate laws.

ARTICLE VIII
EFFECTIVITY

This Circular shall take effect immediately upon approval hereof by the Board of Administrators.

Approved pursuant to BOA Resolution No. 496, s-2014 dated August 11, 2014.

For the Board of Administrators

By:

(SGD) EULOGIO T. CASTILLO, Ph.D.
OIC-Chairman
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Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for everyone.
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 from it.

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 all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full 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 exams that tell you where you 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 keeps you 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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