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1. Outpatient Consultation and Treatment Services 

The outpatient consultation and treatment services provide general medical 

consultations and basic surgical management for all patients, aimed at providing quality 

supportive care for those who do not require hospitalization. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals requiring outpatient consultations, assessments, 

evaluations, counseling, and treatments. 

-Cases referred from Barangay Health Stations (BHS) or other 

healthcare facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any PhilHealth Office/ Authorized agency that issues 

identification. 

Referral Slip, if any Referring Health Care facility 

Laboratory Results, if any Any Licensed/Accredited Laboratory 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Admission Area. 

None 1-2 minutes MHO STAFF -

Casual on duty 

2. Register for 

admission. Provide 

required documents, 

if any. Receive your 

queuing number. 

2. Admit Client 

and complete the 

Patient Profile 

Form. Give the 

queuing number. 

None 3-5 minutes BHWs on duty 

3. Wait for the 

assigned number or 

name to be called for 

vital signs and chief 

complaints. 

3. Assess the 

client for vital 

signs and chief 

complaints. 

None 5-10 minutes MHO STAFF -

Nurse on Duty/ 

Casual on duty 

4. Wait for the 

assigned number or 

name to be called for 

Doctor's 

Consultation. 

4. Provide 

consultation, 

prescribe 

appropriate 

medication, and 

conduct health 

education on 

healthy lifestyles 

and related 

topics. Inform the 

patient about the 

next follow-up 

visit/ schedule 

None 15-30 minutes 

 

Please note: 

The duration is 

longer for the 

initial 

consultation 

and shorter for 

follow-up 

consultations. 

MHGDH 1 

(Municipal Health 

Officer) 

Medical Officer III 

Medical 

Consultants 
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and refer as 

needed. 

5. Proceed to the 

Medicine Dispensing 

Area, as needed 

5. Dispense the 

medications and 

provide further 

instructions. 

Inform the patient 

about the next 

follow-up visit/ 

schedule and 

refer as needed. 

None 3-5 minutes MHO 

STAFF/Casual on 

duty 

* Refer to Laboratory 

as needed 

    

TOTAL : 27-52 minutes  
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2. Laboratory Services 

Laboratory services include tests that analyze samples such as blood, urine, or tissues 

to diagnose illnesses, monitor diseases, and screen for health issues in asymptomatic 

individuals. The testing process involves three steps: collecting the sample, performing 

the tests, and providing the results. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals requiring laboratory examination. 

-Business establishment workers. 

-Individuals referred by the Barangay Health Station (BHS) or other 

health facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any PhilHealth Office/ Authorized agency that issues 

identification. 

Official laboratory request duly signed Any Licensed Physician / Health Care Facility 

Official Receipt Cashier 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

2. If the client is from the Consultation Area, skip step no. 1. 

3. If the client is a beneficiary of the PhilHealth Konsulta Package (KP) at the facility and their 

laboratory request falls under the KP covered laboratory tests, skip step no. 3. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Laboratory. 

None 1-2 minutes MHO 

STAFF/Casual on 

duty 

2. Present the 

laboratory request at 

the laboratory 

window. 

2. Receive and 

check the request 

form along with 

any submitted 

specimen, 

verifies the 

specimen's 

condition, issues 

a queuing 

number to the 

client, and directs 

the client to make 

payment at the 

cashier. 

None 

 

3-5 minutes MHO STAFF-

Medical 

Technologist on 

duty 

3. Proceed to the 

Cashier for payment. 

3. Issue Official 

Receipt 

Costs as 

approved 

by 

3-5 minutes MTO Authorized 

Personnel 
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existing 

ordinance 

4. Wait for the 

assigned number or 

name to be called for 

Specimen Collection 

and present the 

official receipt to the 

Medical Technologist 

on duty. 

4. Collects and or 

extracts samples; 

for tests that 

require fasting, 

instructions are 

given. 

 

None 10-20 minutes MHO STAFF-

Medical 

Technologist on 

duty 

5. Wait for the 

laboratory result. 

5. Conduct 

laboratory 

procedures 

None Results are 

released 

within 30 

minutes to 3 

hours 

depending on 

the specific 

laboratory test 

conducted. 

MHO STAFF-

Medical 

Technologist on 

duty 

6. Receive the test 

results within the 

specified turnaround 

time. 

6. Results are 

issued/released 

after validating 

the 

patient's/client's 

identity. 

None 2-5 minutes MHO STAFF-

Medical 

Technologist on 

duty 

TOTAL : 
49 minutes - 3 

hours and 30 

minutes 
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3. Mobile X-ray Services 

Mobile x-ray services provide a convenient way to access medical imaging without going 

to a hospital making it easier for elderly, disabled, or those with mobility issues to get 

medical tests. This service aims to provide quick and accessible diagnostic support to 

the community. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals requiring chest X-ray examination. 

-Business establishment workers. 

-Individuals referred by the Barangay Health Station (BHS) or other 

health facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any PhilHealth Office/ Authorized agency that issues 

identification. 

Chest X-ray request duly signed Any Licensed Physician / Health Care Facility 

Official Receipt Cashier 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

2. If the client is a beneficiary of the PhilHealth Konsulta Package (KP) at the facility, skip step 

no. 4. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Present the Chest 

X-ray request at 

Mobile X-ray Truck 

1. Receives and 

checks the 

request form 

along with the 

Valid ID provided, 

issues a queuing 

number to the 

client, and directs 

the client to make 

payment at the 

cashier. 

None 

 

3-5 minutes MHO STAFF – 

Radiologist/Casual 

2. Log in to the Client 

Log Book in the 

Information Area. 

2. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Cashier. 

None 1-2 minutes Casual on duty 

3. Proceed to the 

Cashier for payment. 

3. Issue Official 

Receipt 

Costs as 

approved 

by 

existing 

ordinance 

3-5 minutes MTO Authorized 

Personnel 

4. Wait for the 

assigned number or 

4. Performs 

Chest X-ray 

None 5-10 minutes MHO STAFF – 

Radiologist 
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name to be called for 

the X-ray Procedure 

and present the 

official receipt to the 

Radiology 

Technician. 

procedure and 

instructs the 

client to get the 

result the 

following day. 

6. Receive the test 

results within the 

specified turnaround 

time. 

6. Results are 

issued/released 

after validating 

the 

patient's/client's 

identity. 

None 2-5 minutes MHO STAFF – 

Radiologist/Casual 

TOTAL : 14-27 minutes  
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4. Issuance of Medical Certificate 

The issuance of a medical certificate involves a medical professional providing a 

document that certifies an individual's health status or fitness, commonly needed for 

travel, job applications, and other situations. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 
-Individuals who were seen and treated by the doctors within the 

facility. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID, if any Authorized agency that issues identification. 

Medical Certificate Request Form Consultation Area 

Official Receipt Cashier 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Present the 

Medical Certificate 

Request Form from 

the Consultation 

Area and Provide a 

Valid ID, if any. 

1. Receives and 

checks the 

request form 

along with the 

Valid ID provided. 

Directs the client 

to make payment 

at the cashier 

after validating 

the client's 

identity. 

None 

 

3-5 minutes MHO 

STAFF/Casual on 

duty 

2. Proceed to the 

Cashier for payment. 

2. Issue Official 

Receipt 

Costs as 

approved 

by 

existing 

ordinance 

3-5 minutes MTO Authorized 

Personnel 

3. Present Official 

Receipt and receive 

the Medical 

Certificate. 

3. Issue and 

provide the 

patient with a 

duly encoded and 

printed medical 

certificate. 

None 2-3 minutes MHO 

STAFF/Casual on 

duty 

TOTAL : 8-13 minutes  
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5. Issuance of Other Certifications 

The health office provides various certifications, including COVID-19 vaccination records 

and immunization records for individuals. These documents confirm a person's 

vaccination status and are often required for travel, work, or school. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: -Individuals vaccinated within the facility. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID, if any Authorized agency that issues identification. 

Immunization Record Midwives and Nurses Room 

Vaccination Record Midwives and Nurses Room/ Record Room 

Official Receipt Cashier 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to: 

A) Midwives and 

Nurses Room for 

Routine 

Vaccination and 

Immunization 

Records. 

 

B) Record Room 

for COVID-19 

Vaccination 

Record 

None 2-3 minutes Casual on duty 

2. Present Valid ID to 

the personnel on 

duty. 

2. Directs the 

client to make 

payment at the 

cashier after 

validating the 

client's identity 

and immunization 

or vaccination 

records. 

None 5-10 minutes A) For Routine 

Vaccination and 

Immunization 

record Certificate: 

 

MHO STAFF –

Midwives/Nurses 

on duty 

 

B) For COVID-19 

Vaccination 

Certificate: 



 

    Page | 9  

  

MHO Authorized 

Personnel 

3. Proceed to the 

Cashier for payment. 

3. Issue Official 

Receipt 

Costs as 

approved 

by 

existing 

ordinance 

3-5 minutes MTO Authorized 

Personnel 

4. Present Official 

Receipt and receive 

the Certificate. 

4. Issue and 

provide the 

patient with a 

duly encoded and 

printed certificate. 

None 2-3 minutes A) For Routine 

Vaccination and 

Immunization 

record Certificate: 

MHO STAFF-

Midwives/ Nurses 

on duty 

 

B) For COVID-19 

Vaccination 

Certificate: 

MHO Authorized 

Personnel 

TOTAL : 12-21 minutes  
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6. Prenatal Check-up for Maternal Care Services 

Prenatal check-up services are regular medical exams and tests provided to pregnant 

women to ensure their health and their baby's health throughout pregnancy. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Pregnant Women. 

-Individuals referred by the Barangay Health Station (BHS) or other 

health facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any. PhilHealth Office/ Authorized agency that issues 

identification. 

Medical Records, Mother’s Book, if any. Health Care Facilities 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Admission Area. 

None 1-2 minutes Casual on duty 

2. Register for 

admission. Provide 

required documents, 

if any. Receive your 

queuing number. 

2. Admit Client 

and complete the 

Patient Profile 

Form. Give the 

queuing number. 

None 3-5 minutes BHWs on duty 

3. Wait for the 

assigned number or 

name to be called for 

vital signs and chief 

complaints. 

3. Assess the 

client for vital 

signs and chief 

complaints. 

None 5-10 minutes MHO STAFF-Nurse 

on Duty/ Casual on 

duty 

4. Wait for the 

assigned number or 

name to be called for 

Doctor's/ Midwife's 

Consultation. 

4. Assess the 

client, administer 

necessary 

vaccinations, and 

provide 

recommendations

. Refer to 

Philhealth 

Coordinator for 

claim processing 

None 15-30 minutes 

 

Please note: 

The duration is 

longer for the 

initial 

consultation 

and shorter for 

follow-up 

consultations. 

MGDH 1(Municipal 

Health Officer) 

 

Midwives on duty 

5. Proceed to 

PhilHealth 

Coordinator and 

present PhilHealth ID 

5. Give the client 

a brief orientation 

on claim 

procedures and 

None 5-10 minutes MHO Authorized 

Personnel 
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and/or Valid ID, if 

any. 

begin processing 

their claims. 

* Refer to Laboratory 

as needed 

and/or 

* Refer to the 

Medicine Dispensing 

Area as needed. 

    

TOTAL : 29-57 minutes  
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7. Postpartum Check-up for Maternal Care Services 

Postpartum check-up services offer vital support for new mothers, focusing on their 

physical, emotional, and mental health through thorough assessments and guidance 

after childbirth. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Postpartum mothers. 

-Individuals referred by the Barangay Health Station (BHS) or other 

health facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID, if any. Authorized agency that issues identification. 

Medical Records, if any. Health Care Facilities 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Admission Area. 

None 1-2 minutes Casual on duty 

2. Register for 

admission. Provide 

required documents, 

if any. Receive your 

queuing number. 

2. Admit Client 

and complete the 

Patient Profile 

Form. Give the 

queuing number. 

None 3-5 minutes BHWs on duty 

3. Wait for the 

assigned number or 

name to be called for 

vital signs and chief 

complaints. 

3. Assess the 

client for vital 

signs and chief 

complaints. 

None 5-10 minutes MHO STAFF-Nurse 

/ Casual on duty 

4. Wait for the 

assigned number or 

name to be called for 

Doctor's/ Midwife's 

Consultation. 

4. Assess the 

client, administer 

necessary 

vaccinations, and 

provide 

recommendations

. 

None 15-30 minutes 

 

Please note: 

The duration is 

longer for the 

initial 

consultation 

and shorter for 

follow-up 

consultations. 

MGDH 1 (Municipal 

Health Officer) 

 

Midwives on duty 

* Refer to Laboratory 

as needed 

and/or 
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* Refer to the 

Medicine Dispensing 

Area as needed. 

TOTAL : 24-47 minutes  
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8. Birthing Facility Labor and Delivery Services 

Labor and delivery services include monitoring and managing the birth process, 

providing pain relief options, assisting with delivery, and ensuring the safety of both 

mother and baby. These services also offer support from healthcare professionals 

throughout the entire experience. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-All pregnant mothers in labor, age, gravida with age of gestation of 

37 to 40 weeks and with uncomplicated pregnancy history as per 

BeMonc Protocol. 

-Individuals referred by the Barangay Health Station (BHS) or other 

health facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any. PhilHealth Office/ Authorized agency that issues 

identification. 

Medical Records, if any. Health Care Facilities 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1.Register for 

admission. Provide 

Valid ID and Medical 

Records and 

Pregnancy History, if 

available, to 

accomplish Patient's 

Admission Form. 

1. Admit the 

patient, complete 

their admission 

form, and obtain 

vital signs, 

accurately 

documenting their 

medical history, 

including 

previous OB 

History, 

diagnoses, 

treatments, and 

other relevant 

health 

information. 

None 5-10 minutes Midwife/ 

Nurse on duty 

 

2. Proceed to Labor 

and Delivery Room 

2. Monitor and 

attend to the 

patient during 

labor and 

delivery, 

documenting 

progress of labor 

in the patient's 

chart. 

None Typically lasts 

from a few 

hours up to 

several hours 

Midwife/ 

Nurse on duty 

3. Proceed to the 

Recovery Room 

3. Assist the 

patient to the 

recovery room, 

monitor their 

None Within 24 

hours after 

Midwife  

Nurse on duty 
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upon delivering the 

baby. 

recovery, and 

document 

findings in the 

patient's chart.  

labor and 

delivery. 

4. Patient in the 

Recovery Room. 

Health teachings to 

the Mother and 

newborn baby. 

4. Advise the 

Mother to take 

plenty of rest and 

allow her body 

time to heal. 

Teach the patient 

the steps to an 

efficient 

breastfeeding 

technique.Eat 

healthy foods to 

help your body 

recover, and 

keep your 

postpartum 

check-up to make 

sure everything is 

healing as it 

should. 

None 5-10 minutes Midwife/ 

Nurse on duty 

5. Patient in the 

Recovery Room.  

5. Orient patient 

regarding Birthing 

& Newborn Fees 

and PhilHealth 

Claims Benefit 

then instruct 

patient’s guardian 

to proceed to 

Cashier or 

PhilHealth 

Coordinator. 

None 5-10 minutes Midwife/ 

Nurse on duty 

6.Proceed to: 

A) Cashier 

 

B) Philhealth 

Coordinator 

6. A) Issue 

Official Receipt 

 

B) Give the client 

a brief orientation 

on claim 

procedures and 

begin processing 

their claims. 

A) Costs 

as 

approved 

by 

existing 

ordinance 

 

B) None  

A) 3-5 minutes 

 

B) 5-10 

minutes 

MTO Authorized 

Personnel 

 

B) MHO Authorized 

Personnel 

*If complications 

occur, refer to 

Urdaneta District 

Hospital, as needed 

for further 

management. 

    

TOTAL : 
More than 24 

hours 
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9. Birthing Facility Newborn Care Services 

Newborn care helps babies in their first 24 hours to stay healthy. This includes giving 

them immunization right after birth. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of Transaction: G2C – for government services whose client is the transacting public 

Who may avail: -Newborn Babies. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Not Applicable Not Applicable 

Note: 

1. If the baby's mother has PhilHealth membership, skip the payment in step no. 5. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to the 

Recovery Room 

upon delivery of the 

newborn. 

1. Assist the 

mother and 

newborn patient 

to the recovery 

room. Monitor 

their recovery, 

get vital signs 

and document 

findings in the 

patient's chart. 

None 10-20 minutes Midwife / 

Nurse on duty 

 

2. Register for 

admission. Interview 

the mother to 

accomplish the 

Patient's Chart. 

2. Admit the 

newborn patient 

and complete 

their admission 

form, accurately 

documenting their 

family medical 

history, including 

previous 

pregnancies, 

diagnoses, 

treatments, and 

relevant health 

information. 

Administer the 

necessary 

vaccine/s 

(Vitamin K, BCG 

& Hep B). 

None 

 

 

 

10-15 minutes Midwife/ 

Nurse on duty 

3. Monitoring of the 

Newborn. 

3. Monitor for 

early detection of 

common newborn 

health issues 

such as jaundice, 

infection, or 

feeding 

difficulties. 

Monitor 

None Every 2 hours 

within 24 

hours of 

delivery 

Midwife/ 

Nurse on duty 
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Newborn's vital 

signs. 

4. Health teachings 

to the Newborn's 

mother. 

4. Guidance on 

breastfeeding, 

proper latching, 

and positioning 

techniques. 

Umbilical cord 

care and care of 

the newborn's 

skin. Tips for 

building a strong 

bond of the 

mother and her 

newborn.  

None 10-15 minutes Midwife / 

Nurse on duty 

5. Proceed to the 

Cashier. 

5. Issue the 

Official Receipt 

Costs as 

approved 

by 

existing 

ordinance 

3-5 minutes MTO Authorized 

Personnel 

6. Proceed to the 

Laboratory. 

6. Assist the 

mother and the 

newborn patient 

to the Laboratory 

for Newborn 

Screening. 

None 5-10 minutes Medical 

Technologist on 

duty 

*If complications 

occur, refer to 

Urdaneta District 

Hospital, as needed 

for further 

management. 

    

TOTAL : 
More than 24 

hours 
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10. Family Planning Services 

Family planning services help people decide how many children to have and when to 

have them, using methods like birth control and education about reproductive health. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Women of Reproductive age, 15-45 years old. 

-Individuals referred by the Barangay Health Station (BHS) or other 

health facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any. PhilHealth Office/ Authorized agency that issues 

identification. 

Medical Records, if any. Health Care Facilities 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Admission Area. 

None 1-2 minutes Casual on duty 

2. Register for 

admission. Provide 

required documents, 

if any. Receive your 

queuing number. 

2. Admit Client 

and complete the 

Patient Profile 

Form. Give the 

queuing number. 

None 3-5 minutes BHWs on duty 

3. Wait for the 

assigned number or 

name to be called for 

vital signs and chief 

complaints. 

3. Assess the 

client for vital 

signs and chief 

complaints. 

None 5-10 minutes Nurse on Duty/ 

Casual on duty 

4. Wait for the 

assigned number or 

name to be called for 

Doctor's/ Midwife's 

Consultation. 

4. Assess the 

client for health 

issues, provide 

family planning 

methods suited 

for the client, give 

health teachings 

and offer 

necessary 

recommendations

. 

None 15-30 minutes 

 

Please note: 

The duration is 

longer for the 

initial 

consultation 

and shorter for 

follow-up 

consultations. 

MGDH 1(Municipal 

Health Officer) 

 

Midwives on duty 

TOTAL : 24-47 minutes  
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11. Anti-Tuberculosis Services 

Anti-tuberculosis services focus on preventing, diagnosing, and treating tuberculosis 

(TB) to help people stay healthy and reduce the spread of the disease. 

Office or Division: Municipal Health Office Services 

Classification: Complex 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals showing symptoms like chronic cough, chest pain, fever, 

weight loss, and fatigue. 

-Individuals referred by the Barangay Health Station (BHS) or other 

health facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any. PhilHealth Office/ Authorized agency that issues 

identification. 

Medical Records, if any. Health Care Facilities 

Chest X-Ray Result Villasis Mobile X-Ray, Any Licensed/ Accredited 

X-Ray Facility 

Gene EXpert Result Urdaneta District Hospital 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

2. If the client is referred by Doctors outside of the facility, skip steps no. 1-8. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Admission Area. 

None 1-2 minutes Casual on duty 

2. Register for 

admission. Provide 

required documents, 

if any. Receive your 

queuing number. 

2. Admit Client 

and complete the 

Patient Profile 

Form. Give the 

queuing number. 

None 3-5 minutes BHWs on duty 

3. Wait for the 

assigned number or 

name to be called for 

vital signs and chief 

complaints. 

3. Assess the 

client for vital 

signs and chief 

complaints. 

None 5-10 minutes Nurse on Duty/ 

Casual on duty 

4. Wait for the 

assigned number or 

name to be called for 

Doctor's 

Consultation. 

4. Assess and 

Interview client’s 

history and 

physical 

Examination. 

Instruct the client 

to undergo chest 

X-ray 

examinations. 

None 15-30 minutes 

 

Please note: 

The duration is 

longer for the 

initial 

consultation 

and shorter for 

MGDH 1(Municipal 

Health Officer) 

Medical Officer III 

Medical 

Consultants 
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follow-up 

consultations. 

5. Proceed to the 

Cashier. 

5. Issue Official 

Receipt 

Costs as 

approved 

by 

existing 

ordinance 

3-5 minutes MTO Authorized 

Personnel 

6. Proceed to Mobile 

X-Ray Truck and 

present Official 

Receipt to Radiology 

Technician 

6. Performs 

Chest X-ray 

procedure and 

instructs the 

client to get the 

result the 

following day. 

None 12-22 minutes MHO STAFF - 

Radiologist 

7. Present Official 

Receipt to Radiology 

Technician to get the 

result at the Mobile 

X-ray Truck 

7. Release the 

Chest X-ray and 

instruct the client 

to proceed to the 

Requesting 

Physician, if the 

result shows 

negative. 

None 5-10 minutes MHO STAFF – 

Radiologist/Casual 

8.Proceed to 

Doctor’s 

Consultation. 

8. Diagnose the 

client. If the 

Chest X-ray 

result is positive, 

instruct the client 

to undergo 

GeneXpert and 

sputum 

examination and 

proceed to TB 

DOTS Clinic. If 

the result is 

negative, 

prescribe 

appropriate 

medication, and 

conduct health 

education on 

healthy lifestyles 

and related 

topics. Inform the 

patient about the 

next follow-up 

visit/ schedule 

and refer as 

needed. 

None 15-30 minutes MGDH 1 (Municipal 

Health Officer) 

Medical Officer III 

Medical 

Consultants 

9. Proceed to TB 

DOTS Clinic and 

Present Chest X-ray 

Result to Nurse II 

9. Create an NTP 

Identification 

Card. Give 

instructions for 

collecting 

specimens for the 

GeneXpert test 

and ask the 

patient to wait 2-3 

None 2-3 days MHO Authorized 

Personnel 
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days for the 

results. 

10. Get the result of 

GeneXpert and 

Medicines. 

10. Provide the 

patient with 

information about 

PTB and HIV 

Screening. Give 

the patient their 

initial TB 

medication and 

offer proper 

management. 

Inform the patient 

about the next 

follow-up visit/ 

schedule and 

refer as needed. 

None 1 hour MGDH 1 (Municipal 

Health Officer) 

 

MHO Authorized 

Personnel 

TOTAL : 
More than 4 

days 
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12. Anti-Leprosy Services 

Anti-Leprosy Services focus on preventing, treating, and supporting people with leprosy, 

a skin disease. These include providing medical care, educating communities about 

leprosy, and offering support for those affected to help them lead healthy lives. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals diagnosed with leprosy. 

-People with suspected symptoms of leprosy (e.g., skin lesions, nerve 

damage). 

-Close contacts of individuals with leprosy. 

-Cases referred from Barangay Health Stations (BHS) or other 

healthcare facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any PhilHealth Office/ Authorized agency that issues 

identification. 

Referral Slip, if any Referring Health Care facility 

Laboratory Results, if any Any Licensed/Accredited Laboratory 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Admission Area. 

None 1-2 minutes Casual on duty 

2. Register for 

admission. Provide 

required documents, 

if any. Receive your 

queuing number. 

2. Admit Client 

and complete the 

Patient Profile 

Form. Give the 

queuing number. 

None 3-5 minutes BHWs on duty 

3. Wait for the 

assigned number or 

name to be called for 

vital signs and chief 

complaints. 

3. Assess the 

client for vital 

signs and chief 

complaints. 

None 5-10 minutes Nurse / Casual on 

duty 

4. Wait for the 

assigned number or 

name to be called for 

Doctor's 

Consultation. 

4. Evaluate the 

client's condition. 

Refer to Urdaneta 

District Hospital 

for a slit smear as 

needed. 

None 15-30 minutes 

 

Please note: -

The duration is 

longer for the 

initial 

consultation 

and shorter for 

MGDH 1 (Municipal 

Health Officer/ 

Medical Officer III 

Medical 

Consultants 



 

    Page | 23  

  

follow-up 

consultations. 

-Slit smear 

result may 

take up to 2 

days. 

5. Present slit smear 

result to the doctor 

on duty. 

5. If the slit smear 

result is positive, 

refer the patient 

to Nurse II for 

medication. If the 

slit smear result 

is negative, 

provide 

consultation and 

conduct health 

education on 

healthy lifestyles 

and related 

topics.  

None 10-20 minutes MGDH 1 (Municipal 

Health Officer/ 

Medical Officer III 

Medical 

Consultants 

6. Proceed to Nurse 

II 

6. Enroll the 

patient in a multi-

drug therapy 

program and 

provide 

counseling. 

Administer the 

initial MDT drugs 

and offer the 

necessary 

recommendation. 

Inform the patient 

about the next 

follow-up visit/ 

schedule and 

refer as needed. 

None 20-30 minutes MHO Authorized 

Personnel 

TOTAL : 
More than 2 

days 
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13. National Immunization Program Services 

The National Immunization Program Services is a government initiative aimed at 

protecting people, especially children, from diseases through vaccines. This program 

makes sure that vaccines are available, free, and accessible to everyone. It helps 

prevent illnesses like measles, polio, and other serious infections by making sure people 

get vaccinated on time. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals who need, require, or are requesting immunization. 

-Cases referred from Barangay Health Stations (BHS) or other 

healthcare facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID, if any Authorized agency that issues identification. 

Referral Slip, if any Referring Health Care facility 

Vaccination Record, if any. Health Care Facilities 

Medicine Prescription Licensed Physician 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Admission Area. 

None 1-2 minutes Casual on duty 

2. Register for 

admission. Provide 

required documents, 

if any. Receive your 

queuing number. 

2. Admit Client 

and complete the 

Patient Profile 

Form. Give the 

queuing number. 

None 3-5 minutes BHWs on duty 

3. Wait for the 

assigned number or 

name to be called for 

vital signs and chief 

complaints. 

3. Assess the 

client for vital 

signs and chief 

complaints. 

None 5-10 minutes Nurse / Casual on 

duty 

4. Wait for the 

assigned number or 

name to be called 

then proceed to the 

Midwives Room for 

Immunization. 

4. Performs 

assessment and 

provides 

immunization 

services, 

conducts health 

education on 

immunization and 

related topics, 

remind follow-up 

schedule if 

None 10-20 minutes Nurse / 

Midwife on duty 
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needed, update 

vaccination 

record, instruct 

patient to get 

medicine if 

needed. 

5. Proceed to the 

Medicine Dispensing 

Area and collect the 

prescribed 

medicines, if 

available. 

5. Dispense the 

medications and 

provide further 

instructions. 

Inform the patient 

about the next 

follow-up visit/ 

schedule and 

refer as needed. 

None 3-5 minutes MHO 

STAFF/Casual on 

duty 

TOTAL : 22-42 minutes  
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14. Dental Health Services 

Dental health services are dedicated to keeping teeth and gums healthy. These include 

check-ups, cleanings, fillings, and treatments for problems like cavities or gum disease. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals seeking outpatient consultations, assessments, 

evaluations, and treatments for dental health services. 

-Cases referred from Barangay Health Stations (BHS) or other 

healthcare facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any PhilHealth Office/ Authorized agency that issues 

identification. 

Referral Slip, if any Referring Dental Health Care facility 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Dental Clinic. 

None 1-2 minutes Casual on duty 

2. Register for 

admission. Provide 

required documents, 

if any. Receive your 

queuing number. 

2. Admit Client 

and complete the 

Patient Profile 

Form. Give the 

queuing number. 

None 3-5 minutes Casual on duty 

3. Wait for the 

assigned number or 

name to be called for 

vital signs and chief 

complaints. 

3. Assess the 

client for vital 

signs and chief 

complaints. 

None 5-10 minutes Casual on duty 

4. Wait for the 

assigned number or 

name to be called for 

Dentist's 

Consultation. 

4. Conduct the 

oral examination 

and provide a 

brief overview of 

the service and 

its requirements. 

Complete the 

Form-1 slip and 

issue it to the 

client. Instruct the 

client to proceed 

to the cashier for 

payment. 

None 15-30 minutes 

 

Please note: 

The duration is 

longer for the 

initial 

consultation 

and shorter for 

follow-up 

consultations. 

MHO Staff - Dentist 
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5. Proceed to the 

Cashier for payment. 

5. Issue Official 

Receipt. 

Costs as 

approved 

by 

existing 

ordinance 

3-5 minutes MTO Authorized 

Personnel 

6. Present Official 

Receipt to the 

Dentist. 

6. Perform 

necessary dental 

procedures and 

prescribe 

medications as 

appropriate. 

None 1 hour MHO Staff - Dentist 

7. Proceed to the 

Medicine Dispensing 

Area, as needed 

7. Dispense the 

medications and 

provide further 

instructions. 

Inform the patient 

about the next 

follow-up visit/ 

schedule and 

refer as needed. 

None 3-5 minutes MHO STAFF/ 

Casual on duty 

TOTAL : 
30 minutes - 2 

hours 
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15. Mental Health Program Services 

This service provides medications for individuals with mental health conditions. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals with diagnosed mental health conditions. 

-Cases referred from Barangay Health Stations (BHS) or other 

healthcare facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any PhilHealth Office/ Authorized agency that issues 

identification. 

Doctor’s Prescription Licensed Physician 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Mental Health 

Office. 

None 1-2 minutes Casual on duty 

2. Provide required 

documents to MHP 

Nurse for validation. 

2. Register client 

for Mental Health 

Registry Book. 

None 3-5 minutes MHO authorized 

personnel 

3. Wait for the 

medicine to be 

dispensed. 

3. Dispense the 

medications and 

provide further 

instructions. 

Inform the patient 

about the next 

follow-up visit/ 

schedule and 

refer as needed. 

None 3-5 minutes MHO authorized 

personnel 

TOTAL : 7-12 minutes  
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16. Nutrition Program Services 

This service includes consultations to discuss dietary needs, providing vitamins and 

other important nutrients, and keeping track of weight to ensure progress.  

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals and families who are in need of nutritional assistance, 

including low-income households, children, pregnant women, and 

elderly individuals, among others, who require support to improve 

their dietary health and overall well-being. 

-Cases referred from Barangay Health Stations (BHS) or other 

healthcare facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID, if any Authorized agency that issues identification. 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client 

to proceed to the 

Nutrition Office. 

None 1-2 minutes Casual on duty 

2. Provide required 

documents to MNAO 

for validation. 

2. Register client 

for Nutrition 

Registry Book. 

None 3-5 minutes MHO authorized 

personnel 

3. Wait for the 

assessment. 

3. Assess the 

client for vital 

signs and 

nutritional status. 

If a client is 

nutritionally at 

risk, refer to 

doctors, as 

needed. 

None 10-20 minutes MHO authorized 

personnel 

5. Wait for the 

vitamins and/or 

micronutrients to be 

dispensed. 

5. Dispense the 

vitamins and/or 

micronutrients, 

and provide 

further 

instructions. 

Inform the patient 

about the next 

follow-up visit/ 

schedule and 

refer as needed. 

None 3-5 minutes MHO authorized 

personnel 

TOTAL : 17-32 minutes  

 



 

    Page | 30  

  

17. Disease Surveillance Services 

Disease surveillance services monitor and track the spread of illnesses in a specific area.  

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals with notifiable diseases who need further investigation. 

-Cases referred from Barangay Health Stations (BHS) or other healthcare 

facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID, if any Authorized agency that issues identification. 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client log 

into the Client Log 

Book and instruct the 

client to proceed to 

the MESU Office. 

None 1-2 minutes Casual on duty 

2. Provide required 

documents to the 

MESU Officer for 

validation. 

2. Conduct an 

interview with the 

client, provide health 

education for further 

management, 

distribute flyers, and 

schedule surveillance 

at the area/residence. 

None 10-20 minutes MHO authorized 

personnel 

3. Wait for the 

scheduled 

Surveillance in the 

area/residence. 

3. Perform routine 

disease surveillance 

activities in the 

client's 

area/residence. Refer 

to the Sanitation 

Office to initiate the 

proper 

implementation of 

environmental 

sanitation. 

None 20-30 minutes MHO authorized 

personnel 

4. Wait for the 

schedule of 

environmental 

sanitation 

implementation in the 

client's 

area/residence. 

4. Conduct 

environmental 

sanitation activities. 

None 30 minutes to 

1 hour 

MHO authorized 

personnel 

TOTAL : 1-2 hours  
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18. Issuance of Sanitary Permit for Food Establishments 

A regulatory process through which local health authorities grant permission for a food 

business to operate. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 
-Food businesses and establishments that prepare, serve, or sell food to 

the public. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Business Application Business Permits and Licensing Office 

Official Receipt Business Permits and Licensing Office 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client log 

into the Client Log 

Book and instruct 

the client to proceed 

to the Sanitary 

Inspector Office. 

None 1-2 minutes Casual on duty 

2. Present Business 

Permit Application 

and Official Receipt 

to the Sanitary 

Inspector 

2.Interview the client 

to discuss the 

business, and inform 

them that an 

unscheduled site 

inspection will be 

conducted. Instruct 

clients to proceed to 

the Laboratory for 

Health Card 

processing. 

None 10-20 minutes MHO authorized 

personnel 

3. Wait for site ocular 

inspection. 

3. Conduct ocular 

inspection, make an 

inspection report and 

record it in the 

logbook. 

None 15-30 minutes MHO authorized 

personnel 

4.Client must present 

the required 

documents upon 

completion of 

inspection and health 

cards. 

4. Release the 

Sanitary Permit upon 

validating the 

required documents 

provided and record 

it in the logbook for 

food establishments. 

None 

 

5-10 minutes MHO authorized 

personnel 

TOTAL : 
31 minutes - 1 

hour 
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19. Issuance of Sanitary Permit for Non-Food Establishments 

A regulatory process through which local health authorities grant permission for a non-

food business to operate. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: -Businesses that fall under the category of non-food service providers. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Business Application Business Permits and Licensing Office 

Official Receipt Business Permits and Licensing Office 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client 

log into the Client 

Log Book and 

instruct the client to 

proceed to the 

Sanitary Inspector 

Office. 

None 1-2 minutes Casual on duty 

2. Present Business 

Permit Application 

and Official Receipt 

to the Sanitary 

Inspector 

2.Interview the 

client to discuss the 

business, and 

inform them that an 

unscheduled site 

inspection will be 

conducted.  

None 10-20 minutes MHO authorized 

personnel 

3. Wait for site ocular 

inspection. 

3. Conduct ocular 

inspection, make an 

inspection report 

and record it in the 

logbook. 

None 15-30 minutes MHO authorized 

personnel 

4.Client must go 

back and present the 

required documents 

upon completion of 

inspection. 

4. Release the 

Sanitary Permit 

upon completion of 

inspection and 

record it in the 

logbook for non-

food 

establishments. 

None 

 

5-10 minutes MHO authorized 

personnel 

TOTAL : 
30 minutes - 1 

hour 
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20. Issuance of Sanitary Permit for Poultry and Piggery Establishments 

A regulatory process through which local health authorities grant permission for a Poultry 

and Piggery Business to operate. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: -Businesses that involve the operation of Poultry and Pig Farming. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Business Application Business Permits and Licensing Office 

Official Receipt Business Permits and Licensing Office 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client log 

into the Client Log 

Book and instruct the 

client to proceed to the 

Sanitary Inspector 

Office. 

None 1-2 minutes Casual on duty 

2. Present Business 

Permit Application 

and Official Receipt 

to the Sanitary 

Inspector. 

2. Interview the client to 

discuss the business, 

and inform them that an 

unscheduled site 

inspection will be 

conducted. Instruct 

clients to proceed to 

the Laboratory for 

Health Card 

processing. 

None 10-20 minutes MHO authorized 

personnel 

3. Wait for site ocular 

inspection. 

3. Conduct ocular 

inspection, make an 

inspection report and 

record it in the logbook. 

None 15-30 minutes MHO authorized 

personnel 

4.Client must present 

the required 

documents upon 

completion of 

inspection and health 

cards. 

4. Release the Sanitary 

Permit upon completion 

of inspection and 

record it in the logbook 

for Poultry and Piggery 

establishments. 

None 

 

10 minutes MHO authorized 

personnel 

TOTAL : 
30 minutes - 1 

hour 
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21. Issuance of Sanitary Permit for Hotel and/or Resort Establishments 

A regulatory process through which local health authorities grant permission for a Hotel, 

Resort or similar establishments to operate. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: -Businesses that operate as hotels, resorts, or similar establishments. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Business Application Business Permits and Licensing Office 

Official Receipt Business Permits and Licensing Office 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client log 

into the Client Log 

Book and instruct the 

client to proceed to the 

Sanitary Inspector 

Office. 

None 1-2 minutes Casual on duty 

2. Present Business 

Permit Application 

and Official Receipt 

to the Sanitary 

Inspector. 

2.Interview the client 

to discuss the 

business, and inform 

them that an 

unscheduled site 

inspection will be 

conducted. Instruct 

clients to proceed to 

the Laboratory for 

Health Card 

processing.  

None 10-20 minutes MHO authorized 

personnel 

3. Wait for site ocular 

inspection. 

3. Conduct ocular 

inspection, make an 

inspection report and 

record it in the 

logbook. 

None 15-30 minutes MHO authorized 

personnel 

4.Client must present 

the required 

documents upon 

completion of 

inspection and health 

cards. 

4. Release the 

Sanitary Permit upon 

completion of 

inspection and record 

it in the logbook for 

Hotel and/or Resort 

establishments. 

None 

 

10 minutes MHO authorized 

personnel 

TOTAL : 
30 minutes - 1 

hour 
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22. Processing of Death Certificate 

This process includes typing the cause of death on the death certificate. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: -Relatives and/or Authorized Representatives of the Deceased. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Death Certificate Municipal Registrar Office 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client log 

into the Client Log 

Book and instruct the 

client to proceed to 

the Doctor’s Office. 

None 1-2 minutes Casual on duty 

2. Proceed to 

Municipal Health 

Officer and or 

Medical Officer. 

2. Interview the client 

about the medical 

history or accident 

that led to the 

deceased’s death 

and confirm the 

cause of death. 

Instruct the client to 

go to the Sanitary 

Inspector’s Office to 

complete the 

documentation for the 

cause of death.  

None 5-10 minutes MGDH 1 (Municipal 

Health Officer) 

3. Proceed to the 

Sanitary Inspector’s 

Office. 

3. Encode the cause 

of death and the 

name of the Doctor 

under the “reviewed 

by”,  in the Death 

Certificate. Instruct 

the client to return to 

the Doctor to obtain 

their signature. 

None 3-5 minutes MHO authorized 

personnel 

4. Proceed to 

Municipal Health 

Officer and or 

Medical Officer.  

4. Check and verify 

the spelling of the 

cause of death and 

sign the death 

certificate. 

None 2-3 minutes MGDH 1 (Municipal 

Health Officer) 

TOTAL : 11-20 minutes  
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23. Issuance of Burial, Transfer of Cadaver and Exhumation Permit 

Process of obtaining official permission for funeral-related activities, such as burying, 

moving, or digging up a deceased person's remains. This permit ensures that all 

procedures are done in accordance with local laws and regulations, maintaining public 

health and decency. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Typically available to the legal next-of-kin, heir, or person responsible for 

the deceased individual, or to the funeral director or mortician authorized 

to handle the burial or transfer the cadaver. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Death Certificate Municipal Registrar's Office 

Official Receipt Municipal Treasurer’s Office 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Log in to the Client 

Log Book in the 

Information Area. 

1. Help the client log 

into the Client Log 

Book and instruct the 

client to proceed to 

the Sanitary Inspector 

Office. 

None 1-2 minutes Casual on duty 

2. Present the Death 

Certificate. 

2. Interview the client 

regarding the permit 

they need to obtain. 

Instruct the client to 

pay at the Cashier. 

None 5-10 minutes MHO authorized 

personnel 

3. Proceed to the 

Cashier 

3. Issue Official 

Receipt. 

Costs as 

approved 

by 

existing 

ordinance 

3-5 minutes MTO Authorized 

Personnel 

4.Present the Official 

Receipt to the 

Sanitary Inspector. 

3. Issue and provide 

the client with a duly 

encoded and printed 

permit. 

None 2-3 minutes MHO authorized 

personnel 

TOTAL : 11-20 minutes  
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24. Issuance of Health Card 

A regulatory process where an individual receives a document verifying their good health 

status, typically required by employers, educational institutions, or government agencies. 

This card serves as proof that the individual has undergone a medical examination and 

has been certified as fit and healthy to participate in certain activities or programs. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 
-Individuals seeking to demonstrate their compliance with health 

regulations, often required for employment. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Business Application Business Permits and Licensing Office 

Official Receipt Business Permits and Licensing Office and/or 

Municipal Treasurer’s Office 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS AGENCY ACTIONS 

FEES 

TO BE 

PAID 

PROCESSIN

G TIME 

PERSON 

RESPONSIBLE 

1. Log in to the 

Client Log Book in 

the Information 

Area. 

1. Help the client log 

into the Client Log 

Book and instruct the 

client to proceed to the 

Sanitary Inspector 

Office. 

None 1-2 minutes Casual on duty 

2. Provide Business 

Permit Application 

and/or Official 

Receipt to the 

Sanitary Inspector 

2. Verify documents 

provided and instruct 

the client to undergo 

required laboratory 

tests. 

None 3-5 minutes MHO authorized 

personnel 

3. Proceed to the 

Laboratory, present 

the Official Receipt 

and submit 

specimens. 

3.Examine the 

submitted specimen 

and instruct the client 

to proceed to the 

Sanitation Inspector’s 

Office for the issuance 

of a Health Certification 

Card once the 

specimen examination 

is complete. 

None Results are 

released 

within 30 

minutes to 3 

hours 

depending on 

the specific 

laboratory 

test 

conducted. 

Medical 

Technologist on 

duty 

4.Proceed to the 

Sanitary Inspector 

Office for Health 

Certification Card 

releasing. Present 

Business Permit 

4. Issue and provide 

the client with a duly 

encoded and printed 

Health Certification 

Card.  

None 

 

10 minutes MHO authorized 

personnel 
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Application and/or 

Official Receipt. 

*Refer to the doctor 

if the result is not 

within the normal 

range. 

    

TOTAL : 1-2 hours  
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25. Animal Bite Treatment Center Services 

This service provides specialized medical care for individuals who have suffered bites 

from animals, offering services such as assessment, wound care, infection prevention 

and rabies vaccination. 

Office or Division: Municipal Health Office Services 

Classification: Simple 

Type of 

Transaction: 
G2C – for government services whose client is the transacting public 

Who may avail: 

-Individuals who have been bitten or scratched by an animal, 

particularly those at risk of rabies or other infections. 

-Individuals of all ages who may require medical evaluation, wound 

care, and post-exposure prophylaxis. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PhilHealth ID, Valid ID, if any PhilHealth Office/ Authorized agency that 

issues identification. 

Referral Slip, if any Referring Health Care facility 

Medical Records, if any Health Care Facility 

Note: 

1. Clients must wear a facemask and practice physical distancing. 

CLIENT STEPS AGENCY ACTIONS 

FEES 

TO BE 

PAID 

PROCESSIN

G TIME 

PERSON 

RESPONSIBLE 

1. Provide 

PhilHealth ID and 

other requirements 

as needed. 

1.Interview the client 

to complete the ABTC 

Patients Profile Form. 

Ask the client to 

provide the following 

information: Name of 

Incident, Date of 

Incident, Time of 

Incident, and Place of 

Incident. Additionally, 

take the client's vital 

signs and medical 

history. Give the 

queuing number. 

None 3-5 minutes MHO authorized 

personnel/Casual 

on duty 

2. Wait for the 

assigned number 

or name to be 

called for the 

assessment & 

categorization of 

animal bite/scratch 

and vaccination. 

2. Assess and 

categorize the client's 

animal bite or scratch 

based on Department 

of Health’s (DOH) 

guidelines. Proceed 

with administering the 

anti-rabies vaccine. 

None 5-10 minutes MGDH 1 

(Municipal Health 

Officer) 

MHO authorized 

personnel / 

Nurse on duty 
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3.Wait for the 

issuance of ABTC 

Vaccination Card. 

3. Issue an ABTC 

Vaccination Card to 

the client and conduct 

health education on 

healthy lifestyles and 

related topics. Inform 

the patient about the 

next follow-up visit/ 

schedule. 

None  5-10 minutes MHO authorized 

personnel / 

Nurse on duty 

*If the vaccine is 

not available, refer 

the client to 

another ABTC. 

    

TOTAL : 
13-25 

minutes 
 

 

 


