


 

 

 NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. REQUEST FOR MEDICAL CERTIFICATE 

TO SUPPORT SICK LEAVE, 
APPLICATION OF INCUMBENT 
OFFICIALS AND / OR EMPLOYEES 

None 1 hour, 5 minutes 

 

 

 

 

 



 

 

 



 

 

REQUEST FOR MEDICAL CERTIFICATE TO SUPPORT SICK 
LEAVE, APPLICATION OF INCUMBENT OFFICIALS AND / OR 

EMPLOYEES 
This service facilitates the issuance of a Medical Certificate to support sick leave 
applications and other requirements of incumbent officials and employees, as well as for 
other valid purposes. 
 
Applicants are required to undergo a general physical examination conducted by a 
licensed physician to assess their health condition. The Medical Certificate is issued based 
on the findings of the examination and serves as an official document certifying the 
individual’s medical condition or fitness for work. 
 
This service ensures proper medical evaluation, documentation, and compliance with 
health and administrative requirements. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HEALTH OFFICER 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL All officials and employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Patients ID Card per patient Office of the Municipal Health Officer - Reception 
Area 

2. Original copy of Official Receipts of 
Corresponding fees 

Office of the Municipal Treasurer 

3. Photocopy of each Results of 
diagnostic examination as follows: 
CBC 
 Urinalysis 
 Fecalysis 

Any Accredited Diagnostic Center/ Laboratory 



 

 

 Chest Xray 
 Drug Test (for teachers/ drivers’ 

license) 
 Neurological examination (for 

teacher applicants) 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client arrives at 
Triage Area. 

1.1 Triage Staff 
provides service 
request form and 
Health Declaration 
Form. 

 
1.2 Triage staff check 

completeness of 
Health Declaration 
Form. 

 
1.3 Triage staff will 

ask questions 
related to the 
service/s 
requested. 

 
1.4 Triage staff gets 

the vital signs. 

None   15 minutes 

 
FELICISIMA G. 

BUNAOS 
Administrative 

Aide 
Office of the 

Municipal Health 
Officer/Trinidad 
Health Facility 

 
OR 

 



 

 

 
LOVELLA L. 

LATOSA 
Administrative 

Aide 
Office of the 

Municipal Health 
Officer/Trinidad 
Health Facility 

 
OR 

 

 
SHAINA JAY C. 

AGUILAR 
Administrative 

Aide 
Office of the 

Municipal Health 
Officer/Trinidad 
Health Facility 



 

 

 1.5 PhilHealth YAKAP 
In-Charge person 
conducts 
interview/registrati
on and writes 
patient 
information. 

None 10 minutes 

 
VICENTA B. 
VERSAGA 

Administrative 
Aide 

Office of the 
Municipal Health 
Officer/Trinidad 
Health Facility 

2. Client 
proceeds to 
OPD Area. 

2.1 Triage staff 
endorse the Client 
to the Record 
section. Retrieves 
the Individual 
Treatment Record 
for Old clients Or 
Prepare Individual 
Treatment Record 
for New clients. 

2.2 The Reception 
Staff Fills up the 
data required in 
the Individual 
Treatment Record 
like the Vital 
signs, Laboratory 
Results and other 

None 5 minutes 

 
ZENAIDA Q. 

CAJES 
Administrative 

Aide 
Office of the 

Municipal Health 
Officer/Trinidad 
Health Facility 

 



 

 

data then 
endorses the 
patient together 
with the Individual 
Treatment Record 
and the 
Laboratory results 
to the Physician.  

JUDITH P. 
CUTARAN 

Administrative 
Aide 

Office of the 
Municipal Health 
Officer/Trinidad 
Health Facility 

 2.3 Staff fills up a 
Billing Statement 
Form and Instruct 
client to secure 
Official Receipt of 
the corresponding 
fees to the 
deputized 
Collector. 

None 5 minutes 

 
JUDITH P. 
CUTARAN 

Administrative 
Aide 

Office of the 
Municipal Health 
Officer/Trinidad 
Health Facility 



 

 

3. Client 
proceeds for 
examination. 

3.1 The physician 
reviews all the 
documents and 
performs physical 
examination to the 
client. The 
physician 
accomplishes and 
signs the Medical 
Certification to the 
client. 

None 20 minutes 

 
DR. NOVARIZA A. 

EVANGELISTA 
Municipal Health 

Officer 
Office of the 

Municipal Health 
Officer/Trinidad 
Health Facility 

 3.2 The reception 
staff logs the 
medical 
certification to the 
logbook, copies 
the OR number 
and issues the 
Medical 
Certification with 
official seal. 

  

 
ROSALYN M. 

ALIGA 
Administrative 

Aide 
Office of the 

Municipal Health 
Officer/Trinidad 
Health Facility 



 

 

4. Client 
proceeds to 
Satisfaction 
Survey Officer 
to fill up form. 

4. The reception staff 
gives the client 
Satisfaction 
Survey Form to 
Parent/ Guardian/ 
Client and 
requests the client 
to sign the 
Accomplishment 
report and 
facilitates client 
exit from the 
facility. 

None 5 minutes 

 
MILDRED M. 

APDIAN 
Administrative 

Aide 
Office of the 

Municipal Health 
Officer/Trinidad 
Health Facility 

TOTAL None 1 hour, 5 
minutes 
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