CALAMBA CITY COOPERATIVE DEVELOPMENT COUNCIL
(CCCDC)



MANUAL OF OPERATION
(Revised 2014)

Pursuant to Executive Order No. 95 series of 1993, the Calamba City Cooperative Development Council hereby adopts this Manual operation, as follows;

CHAPTER I

MANDATES, POWERS AND FUNCTIONS

ARTICLE I
MANDATE

Section I. Establishment and Mandate – The establishment of the Calamba City Cooperative Development Council (CCCDC), hereinafter referred to as the Council is authorized under the Executive Order No. 95 Series of 1993

It is likewise impliedly authorized under article 2 of the cooperative code which provides that “the State shall encourage the private sector to undertake the actual formation and organization of cooperatives, and shall create an environment that is conducive to the growth and development of these cooperatives 


ARTICLE II
POWERS AND FUNCTION

Section I. Power and Functions – The council have the following powers and function: 

a) To assist in the formulation of policies on cooperative development within the area of jurisdiction;
b) To coordinate, harmonize and monitor the implementation of various cooperative development plans and projects of National Government Agencies, Non-Government Organizations, local Government Unit, and the City Cooperative Development Council; 
      c) To operationalize and monitor  the Philippine Cooperative Medium Term Development  Plan (PCMTDP) through the efforts of all sectors and to develop such development plans as may be required by in line with the (PCMTDP);
      d) To share scarce resources towards the full realization of such development plan;
e)   To serve as a forum for the discussion of various problems, issues and concerns affecting cooperative within the area, and to propose solution to them;
f) To conduct, or assist in the holding of important events, such as but not limited to cooperative month celebrations, cooperative summits,  cooperative  congresses, trainings and the like;
g) To undertake projects and/or activities that mat generate funds for its operational stability;
h)  To recognize and promote the observance of the principle of subsidiarity and the universally accepted cooperative principles as embodied in the cooperative code in the  performance of the above functions;


CHAPTER II

ORGANIZATIONAL STRUCTURE

ARTICLE I  -  MEMBERS
Section I. Composition – The council shall be composed of the following:

a)  Designated representative of CDA;
b) The Heads of office or the authorized representatives of the National Government Agencies involved in cooperative development programs, including the government         financial institutions;
c)  Leaders of all operating and in good standing primary cooperatives, cooperative federations unions and cooperative  banks, cooperative insurance, coop promoting        NGO’s and institutions with branches or is operating in the city 
  d)   Cooperative Development Office;
  e) Sangguniang Panglunsod  Committee on Cooperatives;

The Chairperson of the Council shall approve the acceptance of all the members. He/She shall issue appointment document to such members to recognize their membership and acceptance of the Council.

Section 2. Qualification and Requirements – The qualifications and requirements to become a member of the Council are the  following: 

a) The cooperative / Federation/Union must submit a board resolution authorizing a permanent and alternate representative;
b) The Head of the agency shall issue an office order authorizing a permanent and alternate representative. In the absence of an office order, the Head of the agency shall automatically become the authorized member; 
c.) The Head of the Non- Government Organization (NGO) shall issue an office order  authorizing permanent and alternative representative;
d.) In the case of cooperatives, whether primary, secondary or tertiary, a Certificate of Good Standing must be presented;
e.) Payment of annual membership fee as may be agreed by the Council.

Section 3. Rights of Members – A member of the Council have the following rights:

a.)  To exercise the right to vote in all matters relating to the affairs of the council;
b.)  To be eligible to any elective or appointive office of the Council;
c.)  To participate in all meetings/deliberations of the Council;
d.)  To avail of the services and facilities of the Council; and
e.)  To examine all the records or books of accounts of the Council during business hours.

Section 4. Duties and responsibilities of Members – A member shall have the following duties and responsibilities:

a.) To obey and comply with the rules and policies that may be promulgated by the Council from time to time;
b.) To attend in all meetings and other related activities that may be called by the Chairperson or majority of the Council members; and
c.) To pay P500.00 membership fee and P100 monthly contribution upon membership.
d.) To observe the approved Work and Financial Plan of the Council.
Section 5. Sanctions – The council may impose sanctions as maybe agreed upon by the executive committee upon any member based on any of, but not limited to the following grounds:
                                         
a.) When a member has not attended the meetings of the Council for three (3) consecutive meetings;
b.) When a member has continuously failed to comply with his obligations;
c.) When a member has willfully violated any of the provisions of this Manual; and 
d.) For acts or omission injurious or prejudicial to the interest or welfare of the Council. 


ARTICLE II
OFFICERS

Section 1. Officers – The Officers of the Council who shall constitute the Executive  Committee, shall be the following:

a.)  Chairperson
b.)  Vice-Chairperson 
c.)  Secretary
d.)  Treasurer
e.)   Auditor
f.)   PRO

Section 2. Terms of Office – The term of office of every elected officers shall be for one (1) year, with the right to successive re-election, which shall commence on the sixteenth day of November.

Section 3. Manner and Schedule of Election – The manner of election shall be by secret ballot, and the general elections shall be held on or before 15th day   of November.  
Section 4. Vacancy  - In case of vacancy arising out of, but not limited to death permanent incapacity, removal or resignation, the remaining officers if still constituting a quorum shall fill the vacancy. If the remaining officers do not constitute a quorum, the vacancy shall be filled by the general assembly in a regular or special meeting called for the purpose. An officer who is elected to fill in such vacancy shall serve for the unexpired portion of the term.

Section 5. Removal of Officers and Committee Members – Any elected officer or appointed committee member may be removed from office by a vote of two-thirds (2/3) of the members of the council entitled to vote present and constituting a quorum at the annual or special general assembly called for the purpose after having been given the opportunity to be heard at the said assembly.

Any officer elected or appointed by the Executive Committee members may be removed from office for cause such as non-performance or negligence, fraud, mis-representation, dishonesty, unauthorized collection, malversation of funds and moral turpitude. 

Section 6. Duties of the Chairperson – The Chairperson shall be the chief executive officer of the Council. He shall have the following duties and responsibilities:

a.)   Presides in all meetings of the Council;
b.)  Coordinates the support of government agencies and government financial institutions involved in the council;
c.)  Exercises general supervision and control over the operations and internal administration of the Council in accordance with the policies set forth by the same;
d.) Signs All papers, contracts and other documents for and in behalf of the Council subject to the policies and guidelines of the council;
e.) Represents the council in matters / meetings /conferences and other related activities;
f.)   Calls special meeting, as may be necessary;
g.)  Approves all vouchers and countersign all checks and withdrawals of funds of the Council;
h.) Ensures that the council maintains complete records of its operations;
i.)   Renders a report of the operations of the council; and
j.)  Performs such other duties as may be required by the Council.

Section 7. Duties of the Vice-Chairperson – The vice-chairperson shall have the following duties:
a.) Act as chairperson in case of the latter’s absence, permanent disability, death, or resignation until his or her successor shall have been elected;
b.) Coordinates the support of government agencies and Government, Financial institutions (GFIs) involved in the  Council. 
c.) Performs such other duties as may be delegated to him/her from time to time by the Chairperson and/or the Council. 

Section 8. Duties of the Secretary – The Secretary of the Council shall supervise and oversee the performance of the functions of the Secretariat and shall certify the correctness of all documents and proceedings of the Council. 

Section 8-a. Secretariat – The Secretariat of the Council shall be the City Cooperative and Livelihood Development Office. It shall perform the following:

a.) Preparation of the minutes and agenda and records the attendance and proceedings of all meetings of the Council;
b.) Serves notices of meetings / letters/ information dissemination materials to all members of the Council;
c.) Furnishes the officers and members of the Council certified copies of the minutes of the meetings;
d.) Keep a register of the names and addresses of all members and keep on file a complete copy of the laws, resolutions and executive orders  relevant to the creation of the council and the registration  and the businesses of the cooperatives;
e.) In general, performs all incidental duties and those that may be assigned to it by the Chairperson and/or the Council; and
f.) Act as alternate custodian of books of accounts.

Section 9. Duties of the Treasurer – The Treasurer shall have the following duties and responsibilities:

a.) Have custody, control and accountability of funds and properties of the Council; 
b.) Collects membership fees and monthly dues as well as other fees that maybe imposed      by the council.
c.) Disburses all administrative expenditures of the Council in accordance with its plan      and budget and such expenditures duly approved by the council through resolution;
d) Deposits all funds in bank or cooperative previously authorized by the council, and    signs all checks, funds and other similar valuable effects for disbursement of all expenditures and liabilities of the Council;
e)  Issues official receipts for any sum of money or property received by him for the     Council;
f) Renders financial reports during meetings, and keep inventories of the books and other     properties in the custody of other officers of the Council;
g.)  Keeps and maintains books of accounts;
h.) Furnishes all members copy of the audited financial statements of the Council; and
i) Performs such other duties as may be assigned by the Chairperson and/or Council. He 
shall post a bond in an amount to be approved by the officers of the Council.

Section10. Duties of the Auditor -  The auditor who possesses basic skills or knowledge in accounting and auditing procedures shall have the right to inspect, examine and audit all transactions, financial or otherwise  made by the Council itself and shall submit reports thereof to the council at least once a year or as required by the Council.

The Auditor shall conduct periodic audit. It may be quarterly, semestral, annual or per activity audit.

Section 11. Duties of the Press Relations Officer (PRO) – The PRO of the Council shall perform publication and information dissemination in coordination with the secretariat of the Council. 


ARTICLE III
STANDING COMMITTEES

Section I. Committees – The council shall elect from among its members, by secret ballot, the Chairmen of the following Committees for a term of one (1) year or until their successors are elected and qualified, with right to successive re-election. Two (2) members of each committee will be appointed by the Executive Committee as per recommendation of the Chairman of the respective Committee.

The Committees shall have the following functions:

1. Monitoring and Evaluation Committee
a.) Conducts program/ project evaluation and recommend measures for appropriate actions;
b.) Formulates and design feedback mechanism, tools and devices to facilitate  project monitoring and evaluation;
c.)  Provides timely and regular information on plans, programs and projects;
d.) Monitors the implementation of plans/ programs/ projects through analysis of his accomplishment report.

2. Planning and Policy Study Committee
a.) Provides direction in the preparation of the plans for the  cooperative movement;
b)  Formulates and recommends basic policies and standards for the preparation and implementation of plans;
c) Advises members on the progress of plans/ project implementation and recommend measures to improve performance; and
d) Establishes and maintains close coordination with planning units of member agencies.

      3. Institutional Development Committee
a.) Designs a system of ladderized training component that, will serve as uniform guide or reference for all cooperatives;
b.) Provides linkage or access to both local and foreign agencies that grants relevant trainings for coop leaders aimed at improving the knowledge and  efficiency in the  management of cooperatives.
c.) Provide educational training materials that will serve as reference for all      cooperatives
d.) Provide access to trainings in the grassroots thru the establishment of a training center for cooperatives in all strategic parts of the country. 

      4. Project Development and Assistance Committee
a.) Serves as the information center for all cooperatives thru the establishment of a data bank system;
b.) assist in the planning and organization of activities such as  but not limited to the conduct of all local summits, congresses, assemblies, public for a  and the like, all aimed to create an avenue for interaction and awareness of socio-economic and political issues affecting the cooperatives’ entrepreneurial capability;
c.) Provide market linkage for both local and foreign products and service to enhance global competitiveness.

      5. Ways and Means Committee 
a.)  To sustain the programs and projects of the council, the ways and means committee  shall take charge in the sourcing/ generation of funds through the conduct of legally- allowed fund raining activities such as but not limited to the sponsorship of summits, congresses, public for a, trainings, grants, donations whether local or foreign, etc.


ARTICLE IV
MEETINGS

Section 1. Meeting of Officers – The officers shall hold a monthly meeting every first Tuesday of the month on the venue agreed upon by the council. Provided that the first regular meeting shall be conducted not later than December 31 of each year.

Section 2. General Membership Meetings – The General Membership meeting of the Council shall be held quarterly. Special meetings may be called for by the officers of the Council as the need arises. 

Section 3. Notice – A notice, containing the date, place, time and agenda shall be served either by e-mail, personal delivery, short messaging system (text messaging) or through facsimile transmittal or any means approved by the council to every member at least seven (7) days before the date of such meeting of the Council.

Section 4. Quorum – A quorum for any meeting of the members shall consist of at least 25 percent. The quorum may decide all matters at the meeting.

Section 5. Order of Business – the order of business at the meeting of the Council shall be as follows:
a. Call to order
b. Roll call 
c. Invocation
d. National Anthem
e. Cooperative Pledge
f. Reading and approval of the minutes of the previous meeting
g. Matters arising from the previous meeting
h. Approval of the Agenda
i. Report of the Standing Committees
j. Report of the Treasurer
k. Report of the Chairperson
l. Unfinished business
m. Business for the day
n. Other matters
o. Announcements
p. Adjournment

The order of the business at any meeting may be changed by the majority of the members present constituting a quorum. Decisions of the Council during meeting shall be by the majority vote. 

Section 6. Voting – During the election of officers of the Council, whether on  regular or special meetings, each  member shall be entitled to one (1) vote.

CHAPTER III

ELECTORAL BOARD

ARTICLE I
ELECTORAL BOARD AND POWERS

Section 1. Electoral Board –The electoral board shall be composed of three (3) members appointed by the duly elected officers of the council at least ninety (90) days before the date of general  election. The Electoral Board members shall immediately elect from among themselves the Board Chairperson. They shall be automatically ineligible to run for any elective position or office of the Council. They shall administer the elections of the Council independently to insure a free, orderly and honest election. Electoral Board may be considered dissolved after sixty (60) days.

Section 2.  Powers of the Electoral Board – The Electoral Board shall have the powers to adopt rules and regulations necessary to govern election procedures, subject to the approval of the Council. It shall have the power to accept electoral contests or protest not later than five (5) working days from the date of elections, and shall decide and settle all contests relative to  the conduct of elections of the officers of the Council not later than thirty (30) days from that date of elections. Any decision, order or award of the Electoral Board is final and executory and non – appealable.

Section 3. Functions of the Electoral Board - The Electoral Board shall conduct and supervise general election during the annual general assembly of the council. 

CHAPTER IV
OMNIBUS PROVISIONS

ARTICLE 1
MISCELLANEOUS PROVISIONS

Section 1. Provision of Honorarium – The officers of the council and the secretariat may be provided with honorarium subject to availability of funds with prior authorization by the council.

Section 2. Fiscal Year – The fiscal year of the Council shall be from November 16 to November 15 of the following year. 

Section 3. Seal – The seal of the council shall be in form and design as  may be determined by the Executive Committee.

Section 4. Funds – The funds of the council shall be derived from the  Cooperative Development Program account of CLDD of the City Government of Calamba, gifts, donations, benefits, grants, legacies or devices from persons, natural or juridical,  whether from local or foreign sources. The council may undertake legally – allowed projects and/or activities that may generate funds for its operational stability.
ARTICLE II
TRANSITORY PROVISIONS

Section 1. The regular election of officers of the Council shall be held every year during the  annual  general assembly meeting and the officers shall assume office on 16th day of November until the 15th day of November of the following year. or until their successors shall have been duly elected and qualified.

ARTICLE III
AMENDMENTS

Section 1. Amendment – The Executive committee at a regular or special meeting called for the purpose, may amend any provision/s on a manual by a consensus among its members. Such amendment shall be communicated to the Cooperative Development Authority for information and reference.

[image: ]Section 2. Effectivity – This Manual of Operation shall take effect immediately after the approval of the Executive Committee.
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