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COOPERATIVE ANNUAL PROGRESS

REPORT SUBMISSION

The CAPRIS is a system that allows

cooperatives to submit the CAPR report

online. An acknowledgement receipt/letter

will be generated by the system with a

reference ID that will serve as basis by the

cooperative in confirmation of the online

submission of the CAPR.





Click the button

“SUBMIT CAPR”

I. Site Address: http://www.cda.gov.ph

http://www.cda.gov.ph/


I. General Guidelines:

a. Recommended Browsers

Google Chrome

For Google Chrome browser: If you see this page, just

click Proceed anyway button



2. Required installed applications, plug-ins and other

device to print the CAPR, and other reports generated

by the CAPR system:

a. PDF reader (version 10 or higher)

b. Printer

3. Ensure that there is an internet connection. The

recommended internet speed is 5Mbps

4. Close other browsers and applications (MS Word, MS

Excel, MS PowerPoint) to free system memory.

5. If there are problems or errors and you cannot continue

on the process, please e-mail capris@cda.gov.ph or

email of extension offices indicated in the webside



A. General Instructions:

1. All data fields are required fields and should be filled-out with

appropriate information. No data field should be left unfilled.

Write 0 (zero) for none in fields requiring numerical value and

NA (Not Applicable) for fields requiring words/terminologies.

2. CAPR may only be submitted once ANNUALLY within one hundred

twenty (120) days after the end of the calendar year.

3. Submission of CAPR shall be done electronically through

http://www.cda.gov.ph in accordance to MC No. 2-14-05. Likewise,

the cooperative shall submit to the Authority, through the Extension

Office, one (1) copy of the encoded CAPR Form within five (5) days from

the electronic submission duly signed by the Accountable Officer.

4. Only Authorized Representative/s of the Cooperative shall encode from

the online CAPR Form.

http://www.cda.gov.ph/


6. The Chairman and the General Manager shall certify to the

truthfulness and correctness of the information contained

herein.

7. Once completed, the Cooperative Representative shall click

the SUBMIT button taking into consideration the reference ID

which will certify that the submission has been done

electronically.

8. The Cooperative Representative shall then save and/or print

the report.

9. The printed CAPR from the online submission shall be

submitted to their respective Extension Office where the

cooperative was registered within five (5) days from the

electronic submission duly signed by the Accountable Officer.



Submit 

CAPR 

STEPS IN COOPERATIVE ANNUAL PROGRESS REPORT ON-LINE 

SUBMISSION

Step 1: Client and/or cooperative – the client and/or cooperatives 

may submit the Cooperative Annual Progress Report on-line 

through the http://www.cda.gov.ph. Click the icon/link->Submit 

CAPR online.

http://www.cda.gov.ph/


Registration Number

Region

Latest Name of the Cooperative

Security code

Step 2: The On-Line CAPR Submission Form Home Page 

will be loaded. Fill-out the necessary input fields, then click 

the PROCESS button.

Click process



Step 3: If the all inputted credentials are correct, a 

confirmation pop-up box will appear, and the CAPR On-Line 

Form will be loaded.



Step 4: Fill-up the necessary fields, then click Submit button

Types of Input Fields in the ON-LINE CAPR FORM:

1. Drop-down listbox



2.  Date Picker



3.  Input Textbox



COMPLETE ON-LINE CAPR FORM

























Other Information 

for Secondary and 

Tertiary 

Cooperatives







Step 5: After clicking Submit button, a confirmation pop-up

message will appear, and an on-line filled-out CAPR Form will

be generated with an acknowledgement letter as cover page.

Print this form by pressing CTRL-P on the keyboard, choose the

appropriate printer and set the number of copies, then click

print.
Confirmation pop-up 

message



Acknowledgement Letter/ Cover Page



After pressing CTRL-P: choose the 

appropriate printer, number of 

copies, then click Print button.



Step 6: The printed CAPR form shall be submitted to the

respective Extension Office where the cooperative was registered

within five (5) days from the electronic submission duly

signed by the Accountable Officer/s.

--End of CAPR On-Line Submission Process--
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PEFORMANCE 

AUDIT REPORT
(GOVERNANCE AND MANAGEMENT 

AUDIT REPORT FOR 

COOPERATIVES

MC NO. 05-2017)

Series of 2017



Legal Basis
1. Article 53 of R.A. 9520, otherwise known as the 

Philippine Cooperative Code of 2008, to wit:

"Every cooperative shall draw up regular reports of its program 

of activities, including those in pursuance of their socio-civic 

undertakings, showing their progress & achievements at the 

end of every fiscal year. xxx“

2. Article 80 of the same Code states:

"Cooperatives registered under this Code shall be subject to an    

annual financial, performance, and social audit. xxx"

Rule 8, Section 2 (b) of the Implementing Rules and Regulations 

of R.A. 9520 specifies Performance Audit Report as one of the   

mandatory reports to be submitted to the Authority.



Purpose
To measure the financial and non-financial

performance of the cooperative. Specifically, the

report will serve as:
a. regulatory and supervisory tool of CDA in 

programming the roadmap of developmental 

intervention for management and governance of 

cooperatives; and

b. management tool of cooperative to identify 

problem areas in its governance and management 

practices.



Coverage
This Guideline shall govern and cover all

registered cooperatives, regardless of

types and categories.



Parts of the Performance Audit Report
1. Governance and Management Report

The Governance and Management Report comprises the non-

financial component of the Performance Audit Report.  To prepare 

this report, a Governance and Management Working Paper shall be 

used.  The remarks portion should indicate findings in the 

document whether it is not in the possession by the right person, 

found to be incomplete in substance, or the document is not duly 

signed by responsible officers.

There are two (2) major components in the working paper. The 1st 

component is the Governance Reports while the 2nd component is 

the Management Report/Records.



2.  Financial Performance Standards 

for Cooperatives
This report reflects the financial performance of the 

cooperative using its Stability, Turn-Over Ratio, Efficiency, 

Profitability and Structure of Assets (STEPS) as indicators.  

The STEPS is computed based on the selected formulas or 

ratios, data of which will be sourced from the Audited Financial 

Statements, Notes to Financial Statement and Cooperative 

Annual Progress Report.

The indicators under the STEPS are composed of major 

categories with a corresponding formula/ratio.



3.Performance Audit Report

This report contains the overall summary of the observations and findings 

gathered from the Governance and Management Report – Part I.  It 

contains the strong areas of the cooperative and the areas to be improved 

or for compliance.  

The cooperative shall provide the actions needed and timelines for each 

areas to be improved or for compliance.

The result of the Financial Performance (STEPS) and the overall rating for 

the non-financial and financial component is also shown in this report.

Only this report can be printed, duly signed by the Cooperative’s Audit 

Committee Chairperson or Internal Auditor and approved by the 

Chairperson or General Manager.



A. GOVERNANCE and 

MANAGEMENT REPORT



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.1  General Assembly

1. Presence of approved development 

plan/strategic plan

2. Approval of annual plans and budget

3. Acceptance/approval/confirmation/ratification

of the following reports of the Board (including

Board Resolutions) and Committees

3.1 Board Report

3.2 Committee Reports

3.3 Management Report

4. Documents showing the engagement of the 

External Auditors

5. Conduct of election of officers



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.1  General Assembly

6.  Presentation/Acceptance/Approval of Required 

Reports prepared and submitted/to be submitted to  

CDA

For Primary Cooperatives

a.  Cooperative Annual Progress Report

b. Audited Financial Statement

c. List of Officers and Mandatory Trainings

Undertaken/Completed

d. Performance Audit Report

e.  Semi-annual report on mediation and 

conciliation

f.  Social Audit Report

Additional report for Secondary and Tertiary

g.  List of affiliates and cooperatives which have remitted 

their CETF

h. Business Consultancy Assistance including the 

nature, cost and the use of CETF

i   Other training activities undertaken specifying 

therein the nature, participants and cost of 

each activity.



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.1  General Assembly

6. Written policies/rules and procedures in 

conducting the general assembly meeting

7. Other Resolutions /Policies, requiring approval

of the general assembly, including

amendments of Articles of Cooperation and

By-Laws, if any



A.2 Board of Directors

1. Duly signed Oath of Office

2. Compilation of the minutes of the Board of 

Director’s Meeting

3. Copies of the following documents submitted

at least 5 days before the meeting or as provided 

in the policy

3.1 Management Report

3.2 Committee Reports

3.3 Chairperson’s Report

3.4 Treasurer’s Report

3.5 Proposal

3.6 Reference materials or attachments

3.7 CDA Assessment/Examination/ 

Investigation Reports

3.8  Risk Review or Assessment Reports

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



A.2 Board of Directors

4. Copies of minutes of meeting with discussions 

on the following:

4.1 Management Reports including the 

periodic financial statement

4.2 Budget

4.3 Policy formulation

4.4  Policy Review and monitoring

4.5  Product/Service review

4.6 Discussion of audit findings or

recommendations (internal and external)

4.7 All unresolved issues identified in the 

examination/audit/assessment/ investigation 

reports are resolved by the Board of Directors 

within the prescribed period.

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



A.2 Board of Directors

5. Copies of Board Resolutions embodying all major 

decisions of the BOD

6.  Board Resolutions specifying the regular schedule 

of meetings of the Board and the Committees

7. Presence of an  independent advisors or resource 

persons to assist in its deliberations, when deemed 

appropriate. (This would be dependent on the profile, 

knowledge, skills or expertise  of existing BOD.  

For example, if no BOD has expertise on IT, 

then invite an IT expert.) 

8.  Written Policies/ Rules and Procedures on the following:

8.1 Conduct of meeting

8,2 BOD attendance including sanctions for absences, 

tardiness and proper decorum

8.3 Membership acceptance, termination, determination of 

members entitled to vote

8.4 Orientation of New Board Members and Other Officers

8.5  Communication Protocols

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



A.2 Board of Directors

8.6 Submission and handling of audits/inspectIon/

risk review/examination reports to the BOD

8,7 Investments

8.8 Borrowings

8.9 Product/Service Review, Evaluation and Assessment

8.10 Performance Assessment of the BOD, Officers, 

Management and Staff
8.11 Promotions, Incentives and Rewards

8.12 Survey, Feedback Mechanisms

9. Succession Program of Officers and Management

10. The Disciplinary Actions on Late/Absences of the BOD and proper 

decorum are implemented

11. The board does not interfere in the day-to-day operations of the 

cooperative
12. The new BOD members and other officers have undergone Orientation on 

ACBL and other regulations, coop policies and programs. 

13.  The board has acted on the result of feedbacks which require prompt 

action.

OFFICERS DOCUMENTS

Please 

check if 

available

REMARKS



A.2 Board of Directors
14. The Board implements and imposes sanctions in violation 

of the Confidentiality Agreement Policy.

15. The election related protest or complaint filed with the

cooperative are appropriately acted upon.

16. The Board of Director’s are aware of their duties &

responsibilities under the following:

16.1 RA9520

16.2 Truth in Lending Act

16,3  Consumer Protection Law

16.4  Taxation  

16.5 Trade Practices Act

16.6  Environmental Protection

16.7  Workplace Health and Safety Act

16.8 Labor Law – Minimum Wage

16.9 Banking Laws

16.10  Anti-Money Laundering Act

16.11 Credit information System Act

16.12 Data Privacy Act

16.13 Magna Carta for Women, Solo Parent Act, Senior Citizens and PWD

OFFICERS DOCUMENTS

Please 

check if 

available

REMARKS



A.3 Election Committee

1. Compilation of the Minutes and Committee Reports 

and Recommendations

2. Duly signed Oath of Office

3. Duly approved election rules and guidelines

4. Certified List of Members entitled to vote as 

determined by the BOD

5.   Results of Election

OFFICERS DOCUMENTS

Please 

check if 

available REMARKS



A.4 Audit Committee

1. Compilation of the Minutes and 

Committee Reports and 

Recommendations

2. Duly signed Oath of Office

3.  Audit manual

4. Audit program

5. Internal Audit Report/ Audit 

Committee Report

6. Monitoring report on the 

compliance of internal and audit 

recommendations

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.5 Education Committee

1. Compilation of the Minutes and 

Committee Reports and 

Recommendations

2. Board Resolution appointing the 

members of the education 

committee

3. Duly signed oath of office

4. Capacity Building Program/Training 

Plan/Program with budget

5. Training Report

6. Training modules conducted by the 

coop e.g. PMES, Ownership Seminar

7. Compilation of Training materials/ 

paraphernalia



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.6  GAD Committee

1. Compilation of the Minutes and 

Committee Reports and     

Recommendations

2.   Written duties and responsibilities

3. Board Resolution appointing the 

members of the GAD committee

4. Duly Signed Oath of Office

5.   GAD Plan with Budget

6. Sex disaggregated data of members,

officers and staff

7.   GAD Assessment Report



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.7 Mediation and Conciliation Committee (MedCon)

1. Compilation of the Minutes and 

Committee Reports and 

Recommendations

2.   Written duties and responsibilities

3. Board Resolution appointing the 

members of the committee

4. Duly Signed Oath of Office

5. Conflict resolution policies and 

procedures

6.   Medcon Plan/program

7.   Pool of Mediators/Conciliators, if any

8.   Medcon Semi-annual Report 

submitted to CDA



A.8 Ethics Committee

1. Compilation of the Minutes and 

Committee Reports and 

Recommendations

2.   Board Resolution appointing the 

members of the Ethics committee

3.   Duly Signed Oath of Office

4. Code of Governance and  Ethical 

Standards (CGES)

5.   Policies and procedures in the 

conduct of investigation/inquiry 

involving violation of CGES

6. Ethics Committee Plans and 

Programs

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.9 Other Committees, specify:

1. Compilation of the Minutes and 

Committee Reports and 

Recommendations

2.   Written duties and responsibilities

3. Board Resolution creating the 

committee/s as prescribed in its by-

laws

4.   Board Resolution appointing the 

members of the other committee/s

4.   Duly Signed Oath of Office

6.   Program of Work

7.   Accomplishment Report



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.10  Secretary
1.  Book of Minutes of meetings of General Assembly 

and the Board of Directors

2.  Appointment Paper/Renewal of Appointment 

supported by Board Resolution

3. Duly signed Oath of Office

4.   Registry of Members

5.  Share and transfer book

6. Cooperative copy of Certificate of Registration,      

Articles of Cooperation,  By-Laws, Certificate of 

Compliance

7. Compilation of Board Resolutions

8 Treasurer’s and other periodic reports

9. Certified list of members entitled to vote as 

determined by the BOD

10.  Cooperative Seal

11.  BOD’s decision disseminated in written form within 

7 days or as stated In the policy



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.11 Treasurer
1.  Appointment Paper/Renewal of Appointment 

supported by Board Resolution

2. Duly signed Oath of Office

3. Cash Book

4.  Bank Books

5. Cooperative securities (investment, titles, and 

other negotiable instruments)

6.  Cash Position Report 

7. Petty Cash Book



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

A.12  General Manager / C.E.O. / 

or Its Equivalent

1. Appointment paper

2. Policy Implementation Files

3. Monthly/Quarterly/Semi-Annual/ Annual  

Management Report

4. Implementation of the following:

a. Board’s Decision

b. Risk Management Plan

c. Communication Protocol



B. MANAGEMENT REPORTS/ 

RECORDS



OFFICERS DOCUMENTS

Please 

check if 

available REMARKS

B.1 Organizational/Operational    

Structure

1. Organizational Chart

2. Management Functional Chart

3. Functional Statements of each     

unit/departments/sections



B.2 Systems and Procedures

1. Complete BIR registered books of 

accounts or loose leaf or computerized 

accounting system

2. Internal Control

2.1 Codified Approving and Signing 

Authority

2.2 Imprest System

2.3 Bond of Accountable Officers

2.4 Record Preservation (Maintenance 

and Disposal/Archiving Plan

2.5 Risk Assessment plan

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



B.2 System and Procedures

3. Manual of Operation and Policies, which 

included among others, the following:

3.1 Business Operation Manual

3.2 Accounting Manual

3.3 Human Resource Policy Manual

3.4 Access to documents/books/records

as required under Art. 52 and 83 of

RA9520 by the members

4, Copies of Guidelines implementing the 

approved policies

5. Business Continuity/Contingency Manual

6.  Communication and Feedback 

Mechanism

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

B.3 Human Resource Records

1. Contract/Certificates of 

Employment

2. Job Description

3. Qualification Standards

4. Personnel File



OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS

B.4 Performance Evaluation

1. Standards of Measurement

2. Rating of All Management Staff



OFFICERS DOCUMENTS

Please 

check if 

available

REMARKS

B.5 Compensation and Benefits

1. Salary Scaling Program

2. Incentives and Reward Program

3. Leave Incentives Program

4. Retirement Plan/Program Package



B.6 Compliance to Government Requirements

1. Certificate of Compliance – COC (CDA)

2. Certificate of Tax Exemption – CTE (BIR)

3.  Annual Registration with BIR

4.  Registration (SSS)

5. Registration (Philhealth)

6. Registration with (PAGIBIG)

7. Business Permit (LGU)

8. Registration/Certificate of Exemption 

(DOLE)

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



C. Partnership, Networking and Linkaging

1. The cooperative is a member of the 

following;

a.  Cooperative federations/union

b.  Local special bodies

c.  Cooperative Development Councils

2.  The board participates and supports  the 

activities of the cooperative federation/union/

local special bodies (LGU)  and Civic

Organizations or Peoples Organizations

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



C. Membership Participation

1. Presence of at least 10% in new set of 

officers yearly

2.  At least 50% of the total membership 

attended/participated in the activities of 

the cooperative, except GA Meetings.

OFFICERS DOCUMENTS

Please 

check if 

available
REMARKS



Part II

Financial Performance 

Standards



STEPS

S – STABILITY

 Liquidity 

 Quick Asset Ratio

 Solvency

 Net Institutional Capital

Capital Adequacy Ratio 



STEPS

T – TURN-OVER RATIO

 Asset Turn-Over 

 Receivable Turn-Over
 Accounts Receivable Turn-over

 Loans Receivable Turn-over

 Service Receivable Turn-over     



STEPS
E – EFFICIENCY

 Administrative Efficiency

 Cost Borrowing Rate

 Cost per Volume of Business

 Extent of Volume of Business

 Growth in members’ contribution

 Delinquency Rate 

 Adequacy of Provisioning of APLL

 Over 12 months past due

 1-12 months past due



STEPS

P – PROFITABILITY

 Return on Assets

 Return on Member’s Share

 Rate of Net Surplus



STEPS

S – STRUCTURE OF ASSETS

 Percentage of Non-Earning Asset over total 

assets

 Percentage of Investment

 Extent of Assets financed by obligations

 Extent of External Borrowings

 Extent of Assets financed by members’ share 

capital



TOTAL POINTS

GOVERNANCE & 

MANAGEMENT X 40%

FINANCIAL

(STEPS) X 60%

TOTAL 100%



QUESTIONS???





Cooperative’s social development services, the Social
Audit of cooperatives is consist of two (2) phases,
namely:

• Social Performance Assessment; and

• Social Impact Assessment

This Guidelines, however, covers only the first phase of the
Social Audit process. A separate Guidelines for Social Impact
Assessment shall be set forth in a separate memorandum
circular which has yet to be issued



Article 80

• Cooperatives registered under 
the Code shall be subject to an 
annual financial, performance 
and social audit.

Article 53 
(1)

• Every cooperative shall draw up 
regular reports of its program of 
activities, including those in 
pursuance of their socio-civic 
undertakings, showing their 
progress and achievements at 
the end of every fiscal year.

Republic Act 9520



Coverage

All registered cooperatives regardless of type or

category shall be subject to social audit as herein

contemplated.



Objectives of the Circular

 To guide the cooperative in the assessment of its social

performance;

 To require the cooperative to use the prescribed tools and

format in the preparation and submission of social audit report;

and

 To provide the manner and period of submitting social audit

report to the CDA.



Social 
Goals

Social Devt
Plan & Budget

Social Devt
Program

Social 
Performance

Social 
Performance 
Assessment

Management Social 
Performance Report

Auditor

Social Audit 
Working Paper

Social Audit

Social Impact 
Assessment

SOCIAL AUDIT REPORT



• clear statement of 
acceptable and 
desirable future social 
conditions that 
provide direction for 
the things that the 
cooperative wants to 
achieve

Social Goals

• annual programs, 
projects and activities 
with corresponding 
resources approved by 
both the Board of 
Directors and the General 
Assembly

Social Devt Plan 
& Budget • set of activities 

and projects that 
the cooperative 
implements to 
achieve its social 
goals

Social Devt
Program



• effective translation of a 
cooperative’s mission 
into practice in line with 
accepted social values 
or simply making a 
cooperative’s social 
mission a reality

Social 
Performance

• report on the 
accomplishment of 
the cooperative’s 
social development 
plan

Mgt. Social 
Performance 

Report
• review of the 

performance of the 
cooperative vis-à-
vis its social 
development plans 
and budget

Social 
Performance 
Assessment



• either the 
cooperative’s internal 
auditor, audit 
committee or social 
auditor designated 
by it

Auditor

• instrument used by 
the auditor in the 
conduct of social audit

Social Audit 
Working 

Document • certified report 
prepared by the 
auditor as a result of 
the social audit 
conducted

Social Audit 
Report



process of monitoring, analyzing, 
and evaluating the intended and 
unintended social outcome/result, 
both positive and negative as well 
as the planned interventions and 
social change processes involved in 
said interventions

SOCIAL 



Key Areas in Social Performance Assessment

In the conduct of audit, the following key areas shall 

be looked into:  

1.  Vision, Mission, Core Values and 

Social Goals;



MISSION
We commit to 

deliver excellent 
programs and 
services and 

promote 
cooperativism as 

a way of life.
VISION

Most trusted 
cooperative with 

united and 
empowered 
members

CORE VALUES

Competence, 

Accountability, 

Reliability, 

Excellence and 

Service (CARES) SOCIAL GOALS
To increase 

access to social 
services of public 
school students in 

selected 
municipalities



Key Areas in Social Performance Assessment

In the conduct of audit, the following key areas shall 

be looked into:  

2.Policies and Guidelines on Social 

Development;



Policies and guidelines on the Utilization of Community 
Development Fund for environment, community, health 

and sanitation, education and other programs

• Define the objectives of the policies and guidelines
• Provide clear information and guide on how things 

should be executed and implemented
• Responsive



Key Areas in Social Performance Assessment

In the conduct of audit, the following key areas shall be 

looked into:  

3. Social Development Program for the 

Cooperative and the Community; and



SOCIAL GOALS
To increase access to social services of 

public school students in selected 
municipalities

PROGRAMS AND ACTIVITIES
Implement Adopt a School Program 

through Distribution of school supplies to 
500 students in 5 Public schools in 

Municipalities A & B.

EXPECTED OUTCOME
Target students will be provided with 

school supplies;  increase in number of 
students to pursue basic education is 

expected.

TIME FRAME
2ND Quarter of 2019

BUDGET
200,000.00

SOURCE
CDF

RESPONSIBLE UNIT
HR Unit

SOCIAL DEVELOPMENT PROGRAMS



Key Areas in Social Performance Assessment

In the conduct of audit, the following key areas shall 

be looked into:  

4.Utilization of Community Development 

Fund.



COMMUNITY 

DEVELOPMENT FUND 

(CDF)

AMOUNT UTILIZED IN 2017

Php000,000.00

AMOUNT ALLOCATED IN 
2016

Php000,000.00



Relevant 
Documents





• At the end of year, the management shall prepare a Management 
Social Performance Report (Annex C) which presents the 
accomplishments of the cooperative’s social development plan. 

• This could be used as reference by the auditor in the conduct of 
audit but shall only be kept or retained at the level of the 
cooperative.



















• The Social Audit Report shall consist of:

1. narrative report (Annex B) on the comments/observations, including

recommendations, and

2. The accomplished Social Audit Working Document (Annex A) which shall be

attached to the Cooperative Annual Progress Report (CAPR).

• The Report shall be typewritten or printed in a form prescribed by the Authority and

prepared by cooperative’s internal auditor, audit committee or social auditor designated

by the cooperative. The Chairperson and the General Manager shall conform to the

audit report.




