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SUBJECT : GUIDELINES FOR EQUIVALENCY CERTIFICATION FOR FORMER
CDA OFFICIALS, OFFICERS, TECHNICAL PERSONNEL, AND
INCUMBENT AND PAST COOPERATIVE OFFICERS, LEADERS,
AND ADVOCATES, WITH FIVE (5) OR MORE YEARS OF
EXPERIENCE IN COOPERATIVE TRAINING
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MEMORANDUM CIRCULAR NO. 2025-_10
Series of 2025

TO : ALL CONCERNED

Section . Title.

This Memorandum Circular shall be titled as, "Guidelines for Equivalency Certification for
Former CDA Officials, Officers, Technical Personnel, and Incumbent and Past
Cooperative Officers, Leaders, and Advocates, with Five (5) or More Years of
Experience in Cooperative Training”.

Section Il Program Description.

The Equivalency Certification Program by the Cooperative Development Authority (CDA)
acknowledges the expertise of former CDA officials, Officers, Technical Personnel, and
incumbent and past cooperative leaders and advocates with over 5 years of experience in
cooperative training. It validates their competency in cooperative education, offering formal
recognition for their contributions to cooperative development.

Through a meticulous evaluation process, the program assesses applicants' knowledge and
skills, granting certification to those meeting established criteria. This initiative promotes
professionalism, enhances the quality of cooperative education, and fosters capacity-building
within the cooperative sector, ensuring the continued advancement and sustainability of
cooperatives nationwide.

Section lll.  Legal Basis.

1. Section 4(o) of RA No. 11364 mandates the Authority to “develop and conduct
management and training programs that will provide members of cooperatives with the
entrepreneurial capabilities, managerial expertise, and technical skills required for
efficient operation of the cooperatives and inculcate in them the true spirit of
cooperativism and provide, when necessary, technical and professional assistance to
ensure the viability and growth of cooperatives with special concern for agrarian
reform, agriculture, fishery and the economically depressed sectors”.

2. Section 4(a) of RA No. 11364, the Authority is mandated to develop and formulate, in
consultation with the cooperative sector and other concemned institutions, appropriate
regulations, standards, rules, orders, guidelines, and/or circulars to implement RA No.
11364 and RA No. 9520 to ensure the effective and sound operation of cooperatives.
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Efection IV. Definition of Terms

s

Officers. The Officers of the cooperative shall include the members of the Board of
Directors, members of the different committees created by the General Assembly,
General Manager or Chief Executive Officer, Secretary, Treasurer and Members
holding other positions as maybe provided for in their By-laws. As such they are
enfrusted with the power of exercising authority within the scope of their defined
functions which shall include the exercise of control and discretion in the performance
of their duties. (Rule VII, Section 2 Revised Rules and Regulations Implementing
Certain and Special Provisions of the Philippine Cooperative Code of 2008)

Cooperative leaders and advocates are individuals who are past and incumbent
cooperative leaders and cooperative advocates (except Cooperative Development
Officers under MC2023-12) who guide, support, and promote the cooperative
movement. They uphold the principles of democratic decision-making, member
participation, and shared ownership while fostering a collaborative and inclusive
environment within cooperatives. As champions of the cooperative model, they raise
awareness, influence policy, provide education, and mobilize resources to strengthen
existing cooperatives and support the establishment of new ones—ensuring that
cooperative development aligns with the collective interests and empowerment of
members and communities.

CDA Officials. Chairperson, Board Member, Administrator, and Deputy
Administrators

CDA Officers. Service Directors and Regional Directors

Technical Personnel. Division Chief and below from the Head Office and the Regional
Offices

Equivalency Certification is the formal recognition granted to individuals who have
acquired the required knowledge, competencies, and relevant experience In
cooperative development—whether through formal education, professional practice,
or sustained leadership and advocacy. It serves as an alternative pathway for
recognizing the qualifications of trainers, including cooperative advocates, leaders,
former CDA officials, officers, and technical personnel, who demonstrate expertise
equivalent to those who have completed prescribed training programs.

Section V. Objectives.

This Guidelines aims to achieve the following:

1.

Formal Recognition of Expertise. To formally acknowledge and certify the expertise
of persons covered by this Memorandum who have extensive experience (over 5
years) in cooperative training, thereby validating their knowledge and sKkills in
cooperative education and development.

Enhancement of Professional Standards. To elevate the professionalism within the
cooperative sector by ensuring that certified individuals meet established criteria of
competency, thereby enhancing the overall quality and ‘credibility of cooperative
education and training programs.

Promotion of Sustainable Cooperative Development. To foster capacity-building
and continuous improvement within the cooperative sector, ensuring that certified
professionals contribute effectively to the advancement and sustainability of
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cooperatives nationwide, thereby supporting the sector's long-term growth and
development.

Section VI. Coverage of their Equivalency

The Equivalency Certification, once granted, shall be valid and recognized nationwide and
may be used for the following purposes:

Accreditation as Trainer under a CDA-Accredited Cooperative Training Provider
(CTPro). The certification shall serve as proof of qualification in lieu of the required
Training of Trainers (TOT) or other prescribed courses and at least two (2) years of
experience as a resource person of cooperatives, for purposes of being listed as a
trainer under any CDA-Accredited CTPro across all regions in the Philippines.

After being listed as Trainer of CDA-Accredited CTPro, inclusion in CDA’s Pool of
Recognized Cooperative Trainers. Equivalency-certified individuals may be included
in the CDA's national database or pool of cooperative trainers, subject to applicable
quidelines and performance standards.

The certification is portable and shall not be restricted by geographic location or cooperative
type, allowing the certified individual to offer services to cooperatives and CTPros anywhere
in the country.

Section VII.  Eligibility Criteria:

a. Eligible Applicants — The following individuals may apply for Equivalency

Certification, provided they have accumulated at leastfive (5) years of relevant
experience in conducting required trainings for cooperatives at the time of application:

e Former CDA officiais, officers, and technicai personnei
e Cooperative officers, leaders, and advocates

Competency Requirement — Applicants must demonstrate in-depth
knowledge, practical experience, and proficiency in relevant areas of cooperative
education and training. This may be established through documented outputs, prior
training engagements, or other verifiable contributions to cooperative development.

Section VIIl. Application Process

a. Submission of Application

Application Submission and Data Privacy Waiver — Applicants shall submit a signed
formal application to the Regional Director together with supporting documents,
including a detailed résumé outlining their training experience, certifications, and
relevant accomplishments. For former CDA officials, officers, and Head Office (HO)
technical personnel, applications shall be submitted directly to the Office of the
Administrator at the Head Office. Formal application shall include Data Privacy
Waiver authorizing the use and verification of personal information and documents
provided as part of the evaluation process.

Processing Fee — A non-refundable processing fee of Three Thousand Pesos
(P3,000.00) shall be paid upon filing of the application.
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. Documentation

For cooperative Officers, Leaders, and Advocates:

A detailed portfolio must be submitted, highlighting previous training sessions
conducted, instructional materials developed, and other relevant contributions to
cooperative education and capacity building.

Relevant publications, articles, or presentations related to cooperative training should
also be included in the application to support the applicant's qualifications.

Technical Personnel from Regional Offices, a certification from the Regional Director
(RD) of the concerned Regional Extension Office (REQO) confirming the applicant’s
designation, length of service, and specific areas of expertise in conducting trainings.

For CDA officials and Head Office technical personnel, a certification from the
Administrator or Chairperson indicating their designation and years of service.

Certificates of Appreciation issued by inviting cooperatives or organizations,
acknowledging the applicant’s role as Resource Person (RP) in trainings conducted,
including the title or subject of the session. These will serve as supporting documents
for the issuance of the above certifications. In the absence of these certificates,
alternative documents may be submitted for consideration.

Evaluation

Evaluation and Assessment Procedure for Equivalency Certification

An Evaluation Panel shall be constituted to assess all applications for Equivalency
Certification. The panel will be composed of experienced professionals from the
Cooperative Development Authority (CDA), the academe, development partners, and
representatives from the cooperative sector.

A Regional Panel shall evaluate applications submitted at the regional level.

A Head Office Panel shall evaluate applications from former CDA officials, officers,
and national/institutional cooperative leaders and advocates.

The panel shall conduct a comprehensive review of each applicant’s training record,
demonstrated expertise, and contributions to cooperative development, based on the
submitted portfolio and documentary requirements.

Former CDA officials, officers, and national or institutional cooperative leaders shall be

exempted from the assessment process and may be issued a Certificate of
Equivalency upon evaluation of their credentials and supporting documents.

Evaluation Criteria



Criteria Description Maximum
Points
Number of years actively 30 points
1. Accumulated Experience  engaged in cooperative training
and development work.
e 5to7 years 20
e B8to 10 years 25
¢ More than 10 years 30
Breadth and relevance of 25 points
2. Area/Scope of Expertise cooperative topics and target
audiences trained.
e Limited topics or 15
homogeneous groups
« Diverse topics or 20
multiple sectors
« Speciaiized or 25
nationally relevant
Assessment based on submitted 25 points
3.Quality of Training training materials, participant
Conducted feedback, and outputs.
« Basic outline with 16
minimal engagement
tools
¢ Well-developed 20
materials with
interactive
components
e Comprehensive, 25
contextualized, and
results-oriented
delivery
involvement in initiatives that 10 points
4, Advocacy and promote cooperative education or
Contributions policy advocacy.
« Occasional 5
involvement
s Consistent and 10
impactful
engagement
Relevance, authenticity, and 10 points
5. Supporting Documents completeness of submitted
certificates and outputs.
« Incomplete or 5
insufficient evidence
s« Comprehensive and 10

well-substantiated

Total Possible Score: 100 points
Passing Score for Certification: 75 points



Interview

Applicants may be required to undergo an interview or additional assessment, to be
conducted by the evaluation panel if deemed necessary, to further verify the
authenticity of submitted documentation and assess the applicant’'s knowledge and
proficiency in conducting cooperative trainings.

Section IX. Grant and Effect of Equivalency Certification

a.

Applicants who meet the eligibility criteria and successfully pass the evaluation process
shall be awarded an Equivalency Certification in Cooperative Training.

For the Regional level, the Regional Director, by Authority of the Chairperson, shall
issue an Equivalency Certification. For the Head Office level, the Administrator, by
Authority of the Chairperson, shall issue an Equivalency Certification.

The certification formally recognizes the applicant’s expertise and practical experience
as equivalent to the standard qualifications required for cooperative trainers.

The Equivalency Certification shall be valid for five (5) years from the date of issuance.
It may be used to support an application as a member of the pool of trainers of an
accredited Cooperative Training Provider (CTPro), and shall be deemed equivalent to
the trainer qualification requirements outlined in Section 6.3-5 of CDA Memorandum
Circular No. 2023-11 and any subsequent amendments thereto.

Certified individuals may conduct trainings on a national scope upon engagement as
part of the pool of trainers of accredited CTPros.

Once engaged as members of the pool of trainers of accredited CTPros, they shall be
governed by the policies and guidelines on trainer accreditation as prescribed in MC
2023-11 and any amendments thereafter

In no case, the certification shall be used to conduct independent practice outside of
the accredited CTPro.

Section X.  Continuous Professional Development:

a. Holders of the Certificate of Equivalency are required to pursue continuous

b.

professional development to remain abreast of current legal frameworks, newly
enacted or amended laws, policies, regulations, administrative issuances, as well as
emerging trends and best practices in cooperative training.

Active participation in relevant workshops, conferences, and continuing education
programs is strongly encouraged to sustain and enhance their competencies and
effectiveness as cooperative trainers.

Section XI. Grounds for Revocation and/or Disapproval of Renewal of the
Certification

The Equivalency Certification may be disapproved or revoked on ariy of the following grounds,
after due process:

a. Misrepresentation of Qualifications

— Submission of false, misleading, or fraudulent information or documents during
the application process.
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b. Ethical Misconduct '
— Involvement in unethical behavior that undermines the integrity of the
certification, including but not limited to:
« Plagiarism
* Academic dishonesty
+ Exploitation or abuse of authority
- Acts prejudicial to the interest of cooperative stakeholders

c. Violation of Laws or Regulations
— Breach of any law, regulation, or rule related to cooperative training or
professional conduct.

d. Incompetence or Substandard Performance
— Demonstrated inability to conduct cooperative training at a professional
standard, based on consistent negative feedback or results of performance
evaluation by the assessment panel.

e. Failure to Maintain Good Standing
— Conduct or behavior that negatively affects the credibility or professional
reputation of the certification holder within the cooperative sector, including
dismissal for cause from previous posts.

f. Non-Compliance with CDA Policies and Directives
— Failure to adhere to CDA policies, guidelines, or directives related to training
and certification. (Shall be governed by CTPro accreditation guidelines.)

g. Non-Compliance with Continuous Professional Development Requirements
— Failure to participate in required professional development activities to maintain
competency. (Also covered under CTPro accreditation guidelines.)

h. Final Judgment in a Civil, Criminal, or Administrative Case Involving Moral
Turpitude
— A final judgment by a competent court or authority that establishes the
commission of acts involving moral turpitude.

i. Other Justifiable Grounds
— Any other act or omission deemed valid and justifiable by the CDA that
compromises the integrity, objectives, or effectiveness of the certification
program.

Section XIl. Appeal and Reapplication

a. An applicant whose application is disapproved may reapply, provided that the
grounds for disapproval have been sufficiently addressed or no longer exist.

b. An appeal mechanism and or motion for reconsideration shall be established for
applicants whose certifications are denied or revoked. The appeal or motion for
reconsideration must be filed within fifteen (15) working days from receipt of the
written decision, and shall be reviewed by the CDA Appeals Committee or
designated authority.

Section Xlll. Oversight and Monitoring of the Equivalency Certification Program

a. The Equivalency Certification for Cooperative Training Program shall be overseen
and administered by the Cooperative Development Authority (CDA) through its
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Regional Extension Offices (REOs), under the overall coordination of the CDA
Head Office.

. The CDA shall ensure that certified trainers maintain high standards of professional
conduct and competence by implementing a regular monitoring and evaluation
system.

A Monitoring and Evaluation (M&E) Framework shall be developed by the CDA,
which shall include, but not be limited to:

o Parameters for evaluating the quality and impact of trainings conducted by
certified trainers.

e Frequency of monitoring activities (e.g.. semi-annual or annual reviews).

e Specific reporting requirements and formats.

Certified trainers shall be required to submit an annual report online to the
concerned REO summarizing all cooperative trainings conducted, including:

Title and scope of training

Date and location

Name of requesting organization or cooperative
Number of participants

Feedback or evaluation results

The REOs shall consolidate and submit a summary report online to the CDA Head
Office, highlighting key accomplishments, challenges, and recommendations for
program enhancement.

Periodic audits and spot-checks may be conducted by the CDA to verify reported
activities and ensure compliance with standards.

Non-compliance with monitoring requirements may result in suspension or non-
renewal of the certification, subject to due process.

Section IV. Effectivity

This Memorandum Circular shall be effective fifteen (15) days after its publication in the Official
Gazette or any newspaper of general circulation and registration with the Office of the National
Administrative Register (ONAR).

Approved by the CDA Board of Directors on July 9, 2025 per BOD resolution No.401, series

Issued this 18" _day of September 2025.

FOR THE CDA BOARD OF DIRECTORS:

USEC. ALEXANDER B RA "
Chairman /
Y

8 | Page



