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Purpose

To outline the requirements for the submission of 

Place in Service reports –

• When TO fill out the report 

• When NOT to fill out the report

• Step-by-step instructions on how to fill out the report

• How and where to submit the report

• Provide an instructional training tool 



Guidelines for the Submission of 

the Place-in-Service Reports

• A new device is being placed into commercial 
service

• A device not currently being used commercially is 
being returned to commercial service

• A device is being returned to service after official 
rejection by a Weights and Measures Official 
(must include official rejection tag)



Guidelines for the Submission of 

the Place-in-Service Reports

• A load cell or metering chamber is replaced

• A non-portable device is relocated and placed 

into service

• An out-of-tolerance device is being brought 

back into tolerance



Routine Maintenance

• Place-in-Service reports will not be required for routine 
maintenance

• The following actions may be considered “routine” 
maintenance:

– Meter/Scale adjustment not involving the repair or 
replacement of a metrologically significant component (i.e. 
meter, load cell, indicator, A/D converter, etc.)

– Calibration adjustments intended to bring meters/scales 
that are in tolerance closer to a "zero" error

– Other similar activities subject to department evaluation



Non-Commercial Devices

• A Place-in-Service report is not required for non-
commercial devices.

• Commercial devices are defined as;
– Weights, measures, and weighing and measuring devices, 

instruments, elements, and systems or portion thereof, used or 
employed in establishing the measurement or in computing any 
basic charge or payment for services rendered on the basis of 
weight or measure.  

• As used in this definition, measurement includes the determination of 
size, quantity, value, extent, area, composition (limited to meat and 
poultry), constituent value (for grain), or measurement of quantities, 
things, produce, or articles for distribution or consumption, 
purchased, offered, or submitted for sale, hire, or award.



Filling Out the Report

• All information must be accurate and 

complete



Filling Out the Report



Physical Location of the Device

This is for OUR 

department MDARD 

use only: PLEASE DO 

NOT WRITE HERE

Is the 

establishment 

new: Yes  or  No

Place the ACTUAL 

date of service at 

that establishment

This is the business 

phone number of the 

location where work is 

being done

Place the actual 

business name here

Place the ACTUAL mailing 

Address for this location

Place the actual 

county for this 

location

Place the 

actual  city for 

this location

Place the actual 

state for this 

location

Place the actual 

zip code for this 

location



Physical Location of the Device



Device Description

The device code for 

the device type are 

located on the back of 

the place in service 

report 

This is found 

on the 

identification 

plate attached 

to the device

This is found 

on the 

identification 

plate attached 

to the device

Manufacturer 

Rated 

Capacity

NETP COC  (Certificate 

of Conformance) can 

be found on the 

identification  plate 

attached to the 

device

Use this for any 

additional 

comments (this can 

be left blank)

Mark this ONLY 

when a Michigan 

Weights and 

Measures Inspector 

condemns a device

Mark this ONLY for 

new installations of 

a device

Mark this for all 

other work

You can 

place 5 

devices on 

1 report as 

long as they 

are at the 

same 

location.



Device Codes

• The device code correlates with the device  



Type Device

Single Product 

Retail Meter

10

Type 

Device



Device Description



Service Agency Information

• All service agency information must be 

accurate and up to date.

• ALL information must be completed.



Service Agency Information



Certification of the Device



Standard Certification Number

• Standards used by the registered 

serviceperson or registered service agency 

shall be certified at least every 2 years. 

– Standard certification numbers change every 2 

years

• The certification of standards may be done at 

any approved laboratory.



Standard Certification Number

• Every approved laboratory will issue a 

certificate.  

• The standard certification number is found on 

this report.



Standard Certification Number

• At state laboratories, the report may have a 
certification number starting with their states 
initials:

– MI 

• Michigan is the only state to consistently use the state 
abbreviation in our calibration report number. 

– OH

– WI

– MN

– FL



Standard Certification Number

• After the stated initials there will be numbers:
– Michigan will have the month and then the year.

• MI-07-15-XXXX

• Michigan is the only state to consistently use the state 
abbreviation in our calibration report number, as well as, the 
year. 

– Other States may have just the year.
• OH-15-XXXX

• WI-15-XXXX

• MN-15-XXXX

• FL-15-XXXX



Standard Certification Number

• Private Laboratories

– Private labs will “generally” use a combination 

string of letters and numbers for their report that 

must be unique. They are not allowed to just use 

a date.

– On the Place-in-Service report use the date 

certified as the standard certification number i.e

06/10/15



Certification of the Device

The standard certification 

number is found on the 

calibration report.  This is an 

example of a Michigan 

Calibration Report number.

The certifying laboratory  is 

the state name where 

calibration was performed  

or the name of the “private” 

laboratory that performed 

the calibration.



Signature

• All Place in Service reports need:

– A printed name and a signed service agent name.

– Their Michigan registration number

– And their registered categories [category letter(s)]



Registered Categories



Proper Placed-in-Service Report

• To properly place a device into service the 

following need to be submitted to Michigan 

Weights and Measures:

– Place-in-Service report

– Test data (calibration report)

– Red tag (if condemned by Michigan Weights and 

Measures inspector)



The Test Report

• The minimum information that will need to be on 
the test report are:
– Establishment name of the location where service was 

completed

– The address of the location where service was 
completed

– The date of service

– As found test data

– As left test data

– Signature(s) of the technician(s) that completed the 
work



The Address

Under the following circumstances, Place-
in-Service reports and the corresponding 

test reports are to be sent to Michigan 
Weights and Measures within five working 

days to:

Michigan Department of Agriculture

940 Venture Lane
Williamston, Michigan 48895



Questions?

Contact Ryanne Hartman at 517-655-7231 or 

Weights and Measures at 517-655-8202

Michigan Department

of Agriculture
@@@@MichDeptofAg MIagriculture

Stay connected with MDARD!


