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1. Availing of Anti- Tuberculosis Drugs 

The Municipal Health Office manages an anti-tuberculosis program, the purpose is to identify and treat 
patients with tuberculosis. Drug and medicines are provided free of charge.  

 
Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: All patients who display the following symptoms; persistent coughing for 
2 weeks or more, fever, progressive weight loss, chest or back pains, 
hemoptysis or recurrent blood streak sputum, loss of appetite and 
tiredness/ night sweating may have TB.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
None None 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Registration 1.1 Midwife/ Nurse ask client to 
register their name in the 
logbook/EMR. 
 
1.2 Midwife/ Nurse will get or 
retrieve family folder, take and 
record vital signs and 
complaints/ records in EMR. 

 
1.3 Assess presumptive client 
and refer to MHO for 
consultation. 

None 5 minutes/ 
client 

Nurse/ Midwife 

2. Secure Consent Midwife/Nurse secure consent 
to care. Discuss the procedure 
and have the client sign the 
consent form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

3.General 
Consultation 

 MHO further examine patient 
for proper evaluation, 
assessment and prescribe 
meds. 

None 10 minutes/ 
client 

Municipal Health 
Officer and Rural 
Health Physician 

4.Diagnostic 
Examination 

3.1 Medical technologist 
collect sputum specimen for 
Gen-Xpert and records the 
client in the target client list. 
 
* Collection of sputum every 
Monday and Thursday only 
(excluding Holidays) 

None 10 minutes/ 
client 

Medical 
Technologist 

5.for Gen-Xpert (+) 
and Xray cases 

4.1Present results with the 
patient to the MHO. 
 
4.2 Register client for proper 
treatment per doctor’s order. 
 
4.3 Nurse issues initial TB 
Drugs supply to treatment 
partner and instruct patient 
how to take the meds, where 
to report for his daily intake of 
TB drugs and schedule of 
follow-up re-exam. 
 
4.4 Nurse/ Midwife monitor 
client’s progress/ compliance 
of the treatment. 

None 10 minutes/ 
clients 

Nurse/Midwife 

Total   35 minutes/ 
client 

 

 

 



 

2. Availing of General Consultation, Treatment of Minor Cases and Emergencies 

This service caters to primary health needs of constituents of 17 barangays of Cantilan. Provide quality, 
timely and appropriate medical services to any individual who needs assistance. Service Schedules every 
Monday to Friday from 8:00 am to 5:00 pm (excluding Holidays). 

 
Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of 
Transaction: 

G2C (Government to Citizen) 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
None None 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Registration BHW/ Midwife ask client to 
register their name in the 
logbook/ EMR 

None 2 minutes/ 
client 

BHW/ Midwife/ 
Nurse 

2.Taking of Vital 
Signs 

Nurse/ Midwife register the 
client information on ITR/EMR 
and take vital signs accurately. 

None 5 minutes/ 
client 

Nurse/ Midwife 

3. Secure Consent Midwife/Nurse secure consent 
to care. Discuss the procedure 
and have the client sign the 
consent form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

4.Family Record BHW/ Midwife/ Nurse will get or 
retrieve family folder and 
register client’s record/ vital 
signs and complaints on ITR/ 
EMR 

None 5 minutes/ 
clients 

BHW/Nurse/ 
Midwife 

5.General        
Consultation and 
prescription of 
medicines 

5.1 Nurse/ Midwife instruct 
client to wait for his/her turn. 
 
5.2 Doctor checks-up patients 
and prescribed meds 

None 10 minutes/ 
clients 

Nurse/ Midwife 
 
 
Municipal Health 
Officer/ Rural 
Health Physician 

6.Diagnostic Test ( If 
applicable) 

6.1Laboratory aide will register 
client for laboratory 
examination  
 
6.2Medical Technologist  
performs the diagnostic 
examination 
 
6.3 Clerk will issue official 
receipt for payments. 

Laboratory 
Fees: 
Refer to 
Pricelist 
posted at 
Laboratory 
 
*Philhealth 
members- 
free of 
charge 

30 minutes/ 
client 

Laboratory Aide 
 
 
 
Medical 
Technologist 
 
 
Clerk/ 
Administrative 
Officer III 

7.Reading of 
laboratory results 
and dispensing of 
meds 

7.1 MHO reads the result of the 
laboratory prescribes 
medicines. 
 
7.2 Nurse dispenses meds if 
available in the facility and 
gives instructions on how to 
take the meds, when to 
comeback for follow-up and 
provide health teachings. 

None 10 minutes/ 
client 

Municipal Health 
Officer/ Rural 
Health Physician 
 
Nurse 

8.Minor Surgery (if 
applicable) 

MHO performs minor surgeries, 
incision and drainage. Refers 
patient to higher facility if 
necessary. 

None Case to case Municipal Health 
Officer/ Rural 
Health Physician 
 

9.Referral       ( If 
necessary) 

8.1Nurse will fill-up referral 
form per doctor’s order 
8.2Transport patient via 
ambulance with Nurse/Midwife 
to Madrid District Hospital or 
Adela Serra Ty Memorial 
Medical Center. 

None 3 minutes/ 
client 
 
 
10 minutes/ 
client 
 

Nurse 
 
 
 
Ambulance 
Driver & Nurse/ 



 
 
 

 
 

Midwife as 
escort 

Total   32 minutes/ 
client 

 

 

3. Availing of Dental Services 
The Municipal Health Office caters to all clients for dental examination, extraction and other dental 

services.  
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.Registration Officer of the day asks you to 
register your name in the 
logbook/ EMR 

None 2 minutes/ 
client 

BHW/Nurse/Midwife 

2.Taking of Vital 
Signs 

Nurse/ Midwife register the 
client information and take 
vital signs accurately. 

None 5 minutes/ 
client 

Nurse/ Midwife 

3. Secure Consent Midwife/Nurse secure 
consent to care. Discuss the 
procedure and have the 
client sign the consent form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

4.Family Record BHW/ Nurse/ Midwife will 
get or retrieve family folder 
and register client’s record/ 
vital signs and complaints on 
ITR/ EMR. 

None 5 minutes/ 
clients 

BHW/ Nurse/ Midwife 

5.Dental Services 
(Consultation, 
Extraction, Tooth 
Filling and others) 

5.1 Dental Aide registers 
client for dental check-up. 
5.2 Dentist check up 
patients for the dental 
services she can give then 
prescribes medication. 

None Case-to-
case 

Dental Aide 
 
Dentist 

6.Dispensing of 
Medicines 

Nurse dispenses the meds if 
available in the facility and 
gives instructions on how to 
take the meds and when to 
comeback for follow-up. 

None 10 minutes/ 
client 

Nurse 

Total   22 minutes/ 
client 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Availing of Reproductive Tract Health Examination 
The objective of the program is to identify and treat clients with Sexually Transmissible Infections.  
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: Reproductive Age( Male/ Female) 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Registration 1.1 BHW/ Midwife ask 
client to register their 
name in the logbook/ EMR 
1.2 BHW/ Midwife/ Nurse 
will get or retrieve family 
folder and register client’s 
record on ITR/EMR. 

None 8 minutes/ 
client 

BHW/Nurse/ Midwife 

2.Taking of Vital 
Signs 

Nurse/ Midwife register 
the client information and 
take vital signs accurately 
and records on ITR/EMR 

None 10 minutes/ 
client 

Nurse/ Midwife 

3. Secure Consent Midwife/Nurse secure 
consent to care. Discuss 
the procedure and have 
the client sign the consent 
form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

4.VIA/ Collects 
vaginal/ 
endocervical 
urethral 
specimen/  

3.1 Midwife/Nurse 
conducts VIA and records 
results to ITR/EMR 
3.2 Medical Technologist 
performs the collection of 
vaginal/ endocervical 
urethral specimen 

None 10-15 minutes Medical Technologist 

5.Reading of 
laboratory results, 
general 
consultation and 
prescription of 
medicines 

MHO reads the result and 
conducts counseling to 
the clients, signs Health 
Card and prescribes 
medications to clients 
with positive result. 

None 10 minutes/ 
clients 

Municipal Health 
Officer/ Rural Health 
Physician 

6.Referral of 
suspected positive 
cases 

Nurse/ Midwife prepares 
referral form signed by 
MHO/ RHP and instructs 
client the process of 
referral to Adela Serra Ty 
Memorial Medical Center/ 
hospital/ clinic of choice. 

None 5 minutes Midwife/ Nurse/ MHO/ 
RHP 

Total   38 minutes/ 
client 

 

 

 

 

 

 

 

 

 

 

 



5. Basic Laboratory Examinations 

      The Municipal Health Office caters all clients referred for laboratory examinations. Laboratory 
examinations include urinalysis, complete blood counts (CBC), stool exam and sputum 
examination. 
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Laboratory request Health Facility with doctor’s order 
  

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Registration BHW/ Midwife ask client to 
register their name in the 
logbook/ EMR. 

None 2 minutes/ 
client 

BHW/Midwife 

2.Taking of Vital 
Signs 

Nurse/ Midwife register the 
client information and take 
vital signs accurately and 
records on ITR/EMR 

None 10 minutes/ 
client 

Nurse/ Midwife 

3. Secure Consent Midwife/Nurse secure 
consent to care. Discuss 
the procedure and have the 
client sign the consent 
form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

4.Patient presents 
request for 
laboratory 
examination 
needed. 

4.1 Laboratory aide register 
client for laboratory 
examination. 
 
4.2 Instruct client to wait 
for his/her turn and provide 
information as needed. 
 
4.3 Medical Technologist 
performs the laboratory 
examination as required. 
 
4.4 Clerk reproduces he 
forms needed by the 
Medical Technologist. 

Laboratory 
Fees: 
Refer to 
Pricelist 
posted at 
Laboratory 
 
*Philhealth 
members- 
free of 
charge 

30 minutes/ 
client 

Laboratory Aide 
 
 
 
 
Municipal Health 
Officer 
 
 
Medical Technologist 
 
 
 
Clerk 

5.Family Record BHW/ Midwife/ Nurse will 
get or retrieve family folder 
and register client’s 
record/ vital signs and 
complaints and records on 
ITR/ EMR 

None 5 minutes/ 
clients 

BHW/Nurse/ Midwife 

6.Reading of 
laboratory results, 
General 
Consultation and 
prescription of 
medicines 

5.1 MHO reads the result of 
the laboratory. Check-up 
clients and prescribed 
meds. 
 
5.2 Nurse dispenses meds 
if available in the facility 
and gives instructions on 
how to take the meds, 
when to comeback for 
follow-up and provide 
health teachings. 

None 10minutes/ 
 Client 
 
 
 
5 minutes/ 
client 

Municipal Health 
Officer/ Rural Health 
Physician 
 
 
Nurse 

    Total   52 minutes/ 
client 

 

 

 
 
 



6. Family Planning Services 
The Municipal Office manages a Family Planning Program. Family Planning commodities are free 
and available such as pills, condoms, DMPA, IUD and implant. 
 

Office or Division: Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of Transaction: G2C (Government to Citizen) 
Who may avail: Women of reproductive age 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Family Planning Card Barangay Health Station, Health Facility 
  

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Registration 
 
 

 
a.New registry 

 
 
 
 

 
 

 
 
 

 
b.Old/ Follow Up 
client 

1.1a Nurse/ Midwife ask client 
to register their name in the 
logbook/ EMR. 
 
1.1b Nurse/ Midwife will 
interview client and 
accomplish FP form 1 and take 
vital signs and record client in 
the target client list/ EMR 
 
 1.1c Informs and discuss the 
client what contraceptive 
methods are available in the 
facility. 
 
1.2 Nurse/ Midwife will ask for 
client’s Family Planning card, 
take vital signs and record on 
ITR/ EMR. 

None 10 minutes/ 
client 

Nurse/Midwife  
 
 
 
 

2.Secure Consent Midwife/Nurse secure 
consent to care. Discuss the 
procedure and have the client 
sign the consent form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

3.Provision of Family 
Planning 
commodities 

Nurse/ Midwife provides pills, 
condoms, performs the IUD 
and Implant insertion, and 
DMPA injections depending on 
the clients’ method of choice. 

None 15 minutes/ 
clients 

Nurse/ Midwife/ 
Municipal Health 
Officer/ Rural 
Health PHysician 

4.Health Education Nurse/ Midwife gives post 
instruction on how to take 
pills, how to examine the IUD 
string, when to come back for 
follow up and to report to the 
center for any side effects 
that she notices. 

None 10 minutes/ 
client 

Nurse/ Midwife 

Total   35 minutes/ 
client 

 

 

 

 

 

 

 

 

 

 



7. Issuance Sanitary Permits and Health Certificates 

The Municipal Health Office caters to all clients for the issuance of sanitary permit/ health 
certificate. 
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of Transaction: G2B- Government to Business 

G2C- Government to Citizen 
Who may avail: All business establishment owner and tricycle operator  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Inspection report conducted by and signed 
by the Sanitary Inspector 

Municipal Health Office and family Planning Center 

Barangay Clearance Respective barangay where business 
establishment is situated. 

DTI registration  DTI office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1.Registration and 
evaluation of 
documents 

1.1RSI interviews the 
clients and evaluates 
documents required. 
 
1.2 Filling up of 
registration form 

None Case to case Sanitation 
Inspector 

2.(a.) Clients with 
complete 
requirements 
 
(b.)Clients with 
incomplete 
requirements 

2.1 Submit client for 
laboratory 
examination. 
 
2.2 RSI will schedule 
client date of 
inspection. 

None 5 minutes/ 
client 

Sanitation 
Inspector 

3.Diagnostic Test Medical Technologist 
perform the diagnostic 
exam required. 

Refer Urinalysis, 
Complete Blood 
Count and 
Fecalysis fee 
posted at 
Laboratory 

30 minutes/ 
client 

Medical 
Technologist 

4.Preparation, signing 
and issuance of 
sanitary and health 
certificates 

4.1 RSI prepares 
sanitary and health 
certificates. 
 
4.2 MHO evaluates 
laboratory results and 
signs         sanitary 
permit/ health 
certificate 
 
4.3 Clerk issues 
official receipt. 

None 
 
 
 
 
 
 
 
 
 
Refer Sanitary 
Permit, Health 
Certificate fee at 
Administrative 
Office 

10 minutes Sanitation 
Inspector 
 
 
 
Municipal Health 
Officer/ Rural 
Health Physician 
 
 
 
Clerk 

Total   45 minutes/ 
client 

 

 

 

 

 

 

 

 



8.  Maternal Care Services 

The Municipal Health Office provides a comprehensive maternal care program for pregnant and 
lactating mother to achieve a zero maternal mortality rate and make sure that we deliver both 
mother and newborn safely. 
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: Pregnant mother 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Maternal Tracking Form Barangay Health Station/ MHO & FP Center 
  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Registration 1. 1 BHW/ Midwife ask client to 
register their name in the 
logbook/ EMR 
 
1.2 BHW will provide priority 
number. 
 
1.3 Nurse/ Midwife 
accomplished maternal 
tracking form. 

None 5 minutes/ 
client 

BHW/Midwife 
 
 
 
BHW 
 
Nurse/Midwife 

2.Taking of Vital 
Signs 

Nurse/ Midwife register the 
client information and take 
vital signs accurately and 
records on ITR/ EMR. 

None 10 minutes/ 
client 

Nurse/ Midwife 

3. Secure Consent Midwife/Nurse secure 
consent to care. Discuss the 
procedure and have the client 
sign the consent form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

4.Prenatal 
Examination 

4.1 Nurse/ midwife checks 
client’s abdominal palpation 
and informs the mother of her 
findings 
 
4.2 Gives mother health 
instructions on nutrition and 
maternity care with emphasis 
on reporting to the health 
center once she feels the 
occurrence of pregnancy 
danger signs.  
 
4.3 Nurse/ Midwife assigned in 
the particular barangay will 
report immediately for any 
pregnancy danger signs to the 
MHO.  
 
4.4 Nurse/ Midwife will send 
pregnant mother for routine 
laboratory examination. 

None 10 minutes/ 
client 

Nurse/ Midwife 
 
 
 
 
Nurse/ Midwife 
 
 
 
 
 
 
 
 
Nurse/ Midwife 
 
 
 
 
 
Nurse/ Midwife 

5.Patient presents 
request for 
diagnostic 
examinations 
needed 

5.1 Laboratory Aide will 
register client for laboratory 
examination 
 
5.2 Medical Technologist 
performs the laboratory as 
required. 
 
5.3 Clerk will issue official 
receipt for payments. 

Laboratory 
Fees: 
Refer to 
Pricelist 
posted at 
Laboratory 
 
*Philhealth 
members- 
free of charge 

30 minutes/ 
client 

Laboratory Aide 
 
 
 
Medical 
Technologist 
 
Clerk 
 
 

6.Reading of 
laboratory results 

5.1 MHO reads the result of the 
laboratory and prescribes 
medicines. 

None 15 minutes/ 
client 

Municipal Health 
Office/ Rural 
Health Physician 



and dispensing of 
meds 

 
5.2 Nurse dispenses meds if 
available in the facility and 
gives instructions on how to 
take the meds, when to 
comeback for follow-up and 
provide health teachings. 

 
Nurse 

7.Deliveries Doctor/Midwife handles the 
deliveries and takes care of 
the newborn 
 

Newborn Fee 
for Non PHIC- 
Php 1,800.00 
*Support by 
National 
guidelines  
*PHIC 
members- 
free of charge 

Case to case Municipal Health 
Officer/ Midwife 

8.Post-partum care Nurse/ Midwife give post-
partum instructions to the 
mother.  
 

None 10 minutes/ 
client 

Nurse/ Midwife 

Total   1 hour and 10 
minutes/ 
client  

 

 

 

9. National Immunization Program 

To immunize Children 0-11 months from 7 Vaccine-Preventable Diseases (VPDs)  and to immunize 
pregnant mothers to prevent the occurrence of Tetanus Neonatorum in infants. 
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of Transaction: G2C- Government to Citizen 
Who may avail: Children 0-11 months old and Pregnant women 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Immunization card Barangay Health Station, Health Facility 
  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING TIME PERSON 
RESPONSIBLE 

1.Registration 
 

New Registry 
 
 
 
 
 
 

Old/ Follow-
up 

 
 
1.1 Nurse/Midwife 
will provide 
immunization card 
and records the data 
of the child to card/ 
EMR 
 
1.2 Nurse/ Midwife 
will ask 
card/records of the 
child/pregnant 
mother to be 
immunized 

 
 
None 
 
 
 
 
 
 
None 

 
 
5 minutes/ client 
 
 
 
 
 
 
3 minutes/ client 

 
 
Nurse/ Midwife 
assigned in the 
barangay 
 
 
 
 
Nurse/ Midwife 
assigned in the 
barangay 
 
 
 

2.Taking of Vital Signs  Nurse/ Midwife 
register the client 
information and take 
vital signs and 
record to EMR 

None 5 minutes/ client Nurse/ Midwife 

3. Secure Consent Midwife/Nurse 
secure consent to 
care. Discuss the 
procedure and have 
the client sign the 
consent form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

4.Review and validating 
client’s record 

Nurse/ Midwife 
validate child/ 

None 5 minutes/ client Nurse/ Midwife 



pregnant records 
through Target 
client list. 

5.Immunization  Nurse/ Midwife 
perform the 
immunization. 

None 5 minutes/ client Nurse/ Midwife 

6.Post- Immunization 
instructions 

Nurse/ Midwife give 
caregiver or 
pregnant mother 
post immunization 
instructions and 
inform her about 
next schedule date. 

None 5 minutes/ client Nurse/ Midwife 

7.Consultation (as 
needed) 

 MHO conducts 
physical 
examination and 
treatment for 
referral cases. 

None 10 minutes/ client Municipal Health 
Office/ Rural Health 
Physician 
 

Total   35 minutes/ client  
 

 

 

 

10. Securing of Birth Certificate 

The Municipal Health Office facilitates all clients/ newborn babies delivered at birthing facility or 
Cantilan for issuance of birth certificate. 

 
Office or Division: Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of Transaction: G2C- Government to Citizen 
Who may avail: Constituents of 17 barangays of Cantilan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Birth Certificate Form Municipal Health Office and Family Planning 

Center 
  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Pre-registration Clerk prepares the 
form. 

None 3 minutes/ 
client 

Clerk 

2.Submission of filled up 
birth certificate form to 
LCR 

Midwife follows up 
the electronic copy of 
birth certificate from 
the LCR to 
countersign. 

None 10 
minutes/client 

BHW/Midwife 

3. Signing of birth 
certificate 

Doctors evaluate the 
signs birth certificate 

None 2 minutes/ 
client 

Municipal Health 
Officer 

Total   15 minutes/ 
client 

 

 

11. Securing Death Certificate 

The Municipal Health Office caters to all clients who died at home for the issuance of death 
certificates. 
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of Transaction: G2C- Government to Citizen 
Who may avail: Constituents of 17 barangays of Cantilan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Death Certificate Municipal Civil Registrar 
  



CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Registration 1.1 BHW/ Midwife ask 
client to register their 
name in the logbook. 

None 5 minutes/ 
client 

BHW/Midwife 

2. Submission of filled up 
death certificate form 
from LCR. 

Nurse/ Midwife/clerk 
file the filled-up death 
certificate to the 
Doctor. 

None 2 minutes/ 
client 

Nurse/ Midwife 

3.Signing of Death 
Certificate 

Doctor evaluate and 
signs Death certificate 

None 2 minutes/ 
client 

Municipal Health 
Officer 

Total   9 minutes/ 
client 

 

 

 

 12. Securing Medical Certificate 

The Municipal Health Office caters to all clients for issuance of medical certificate.  
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of Transaction: G2C- Government to Citizen 
Who may avail: Constituents of 17 barangays of Cantilan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
None None 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Registration 1.1 Nurse/ Midwife ask client to 
register their name in the 
logbook/EMR. 
 
1.2 Nurse/ Midwife will get or 
retrieve family folder and 
register client’s record/ vital 
signs and complaints and 
encodes on ITR/EMR. 

None 8 minutes/ 
client 

Nurse/ Midwife 

2.Taking of Vital 
Signs 

Nurse/ Midwife register the 
client information and take 
vital signs accurately. 

None 5 minutes/ 
client 

Nurse/ Midwife 

3.Family Record BHW/ Nurse/ Midwife will get 
or retrieve family folder and 
register client’s record/ vital 
signs and complaints to ITR/ 
EMR 

None 5 minutes/ 
clients 

BHW/ Nurse/ 
Midwife 

4.Physical 
Examination/ 
Consultation 

Doctor checks-up patients 
and prescribed meds 

None 10 
minutes/client 

Municipal Health 
Officer/ Midwife 

5.Diagnostic Test ( If 
applicable) 

Medical Technologist 
performs the diagnostic 
exam. 

None 30 minutes/ 
client 

Medical 
Technologist 

6.Preparation of 
documents, issuance 
of official receipt and 
signing of medical 
certificate  

6.1 Clerk prepares and prints 
medical certificate and issues 
official receipt. 
 
6.2 MHO signs medical 
certificate. 

None 10 minutes Clerk 
 
 
 
Municipal Health 
Officer 

Total   1 hour and 8 
minutes/ client 

 

 

 

 

 

 



13. Securing Medico-Legal Certificate 

The Municipal Health Office caters to all clients for issuance of medico-legal certificate.  
 

Office or Division: Cantilan Municipal Health Office and Family Planning Center 
Classification: Simple 
Type of Transaction: G2C- Government to Citizen 
Who may avail: Constituents of 17 barangays of Cantilan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
None None 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1.Registration 1.1 Nurse/Midwife ask client 
to register their name in 
the logbook. 
 
1.2 Nurse/ Midwife will get 
or retrieve family folder 
and register client’s 
record/ vital signs and 
complaints. 

None 5 minutes/ 
client 

Nurse/ Midwife 

2.Taking of Vital Signs Nurse/ Midwife register the 
client information and take 
vital signs accurately. 

None 10 
minutes/ 
client 

Nurse/ Midwife 

3. Secure Consent Midwife/Nurse secure 
consent to care. Discuss 
the procedure and have the 
client sign the consent 
form. 

None 5 minutes/ 
client 

Nurse/ Midwife 

4.Family Record Midwife/ Nurse will get or 
retrieve family folder and 
register client’s record/ 
vital signs and complaints. 

None 5 minutes/ 
clients 

Nurse/ Midwife 

5.Physical 
Examination/ 
Consultation 

Physician checks-up 
patients and prescribed 
meds 

None 10 
minutes/ 
client 

Municipal Health 
Officer/ Rural Health 
Physician 

6.Preparation of 
documents, issuance 
of official receipt and 
signing of medical 
certificate  

5.1 Clerk prepares and 
prints medical certificate 
and issues official receipt. 
 
5.2 MHO signs medical 
certificate. 

None 10 minutes Clerk 
 
 
 
Municipal Health 
Officer 

Total   40 
minutes/ 
client 

 

 


