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This guide is to assist you in properly returnimgiyequipment to Bertec for repairs,
modifications, or upgrades. Not only does it conthe “Do’s” and “Don’ts” of packing,
but it also is broken up by the type of producbéoreturned — force plates, balance plates
and computers, and balance structures.

It is crucial to properly pack the equipment, a thill prevent any damage to it. This
will help keep our repair and upgrade costs lowiartdrn keep your costs low. The
directions in the following chapters should ensgoer equipment is safely and

efficiently returned to us. Following these guidets does not guarantee there will not be
damage resulting from shipping, but it does greatilyimize the risk of any damage.

Do’s

Use the original packing materials if at all possile!

Use sturdy, heavy-gauge cardboard boxes — 3/18:" tiick

Use foam, bubble wrap, or Styrofoam sheets for pad2’ thick on each side of the
equipment

You may use Kraft paper, air pillow bags, or celkd wadding to fill large voids
within the packed box

Avoid packing peanuts as these tend to shift witheébox

Include a label on the outside and inside of thewith your address and the
destination address

Label the box with the Return Merchandise AuthdrmaNumber (RMA#) provided
by Bertec

Use a new box or completely remove any old shiptabgls

Use packing tape or heavy box staples to sealdke b

Mark the box as FRAGILE

Use padding between items to keep them from rubbmegach other

Include a letter explaining the reason for thenreand the name and contact
information of the contact person (i.e., you or thener of the equipment)

Return all the accessories necessary to run/testeguipment (e.g. power cords,
cables, amplifiers, USB cords, etc.)

Contact Bertec with any questions

Don’ts

Use duct tape or masking tape to seal the box

Use newspaper or real popcorn for padding

Use old boxes with old shipping labels or othentiging labels
Use string to close the box

Page 1



Poor Packing and the Results

The goal of any return shipping should be to protiee equipment — not to merely get it
to fit in a box as illustrated below. Poor packimdj often result in more damage to the

equipment during transport.

Figure 1.1 —An actual return.
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Figure 1.2 —Damage to the paint and metal as a result of thkipgin
Figure 1.1. Every piece within the box was damadgedultiple spots.

Recommendations

Bertec is not endorsing the services of any oftlewing shipping companies, but you

may find them useful in assisting in the shipmentour equipment.
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Small boxes:

DHL, UPS, USPS, FedEx
Freight/ Large boxes:

Associated Global Systems

You may also contact Bertec to arrange for a pegphox to be shipped to you. You
merely have to pack the equipment and returnusto There may be a surcharge
associated with this service.

Return Address

Address all returns to the following address:

Bertec Corporation

ATTN: Service Department
6171 Huntley RD., Suite J
Columbus, OH, 43229, USA
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If possible, use the original packaging in whicluyeceived your force plate and/or
amplifiers and cables. Bertec has approved thginat packaging and the manner in
which the equipment was pack.

Recommendations

If you no longer have access to that original pgei@ please follow the guidelines
below for a standard force plate (e.g. 4060 series)

Use a box size of at least 30"x22"x8"” with a sidéwlackness of at least ¥4".

Pack the inside of the box with padding at leagthitk. SeeChapter 1: Do’sfor
a list of approved material.

Figure 2.1 —Sample padded force plate box

Make sure the force plate and any accessoriesaueeswithin the box. If there
are multiple items within the box, be sure to plpedding between them.

Seal the box with packing tape or heavy box stagled mark the outside of the
box as FRAGILE.
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Figure 2.2 —Marked force plate box.

Label the box with your address and Bertec’s. uBe shere are no other old lak 2Is
on the box. Mark the box with the RMA number.
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If possible, use the original packaging in whicluyeceived your balance plate and/or
computer. Bertec has approved that original packgand the manner in which the
equipment was pack.

Except in very rare cases, Bertec will not repaiomputer. You should contact the
manufacturer of the computer for any necessaryinepaupgrades. Your computer may
be shipped to Bertec for a software upgrade odtlvesss a problem between the balance
plate and the computer.

Recommendations

If you are unable to return the equipment in thgioal packaging, please follow these
guidelines to protect your equipment during tramspo

The box size may vary depending on whether youslaigping a laptop with the
balance plate and on the size of the laptop. Admox of 24"x24"x12” with a
sidewall thickness of at least 3/16” will likely belequate for a balance plate a d a
laptop computer. A box size of 24"x24"x6” will lm@equate for returning just &
balance plate.

Pack the inside of the box with padding at leagthitk. SeeChapter 1: Do’sfor
a list of approved material. Bertec uses foamweale balance plate and either
brown Kraft paper or air pillow bags on the sidedilt any voids.

Make sure the balance plate and any accessorisgeues within the box. If the e
is a laptop and a plate, be sure to place paddihgeen them.

If you are sending a laptop, be sure to includepiwer cord and the USB cord 1s
well as any usernames and passwords that may lkes@y to access the balar :e
program.

Seal the box with packing tape, and mark the oetsfdhe box as FRAGILE.

Label the box with your address and Bertec’s. uBe shere are no other old lak 2Is
on the box. Mark the box with the RMA number.
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If possible, use the original packaging in whicluyeceived your balance structure.
Bertec has approved that original packaging andrthener in which the equipment was
pack.

If you do have the original materials, follow thess under the headi@ctory
Packaging
Recommendations

Follow the guidelines below if you do not have tnginal materials.

Bertec uses the same box size to pack three diffsteuctures: the overhead, tf 2
handrail, and the complete structure. All the pgeof an overhead or a handrai
structure can be placed in one box and two pe@plestll easily lift the box. As
the complete structure is larger, it will requiveotboxes. Placing all the pieces in
one larger box will make the box unmanageable.

A box size of 54"x31"x9” with a sidewall thicknes$ at least ¥4” will hold the
structure.

Pack the inside of the box with padding at leagthitk. SeeChapter 1: Do’sfor
a list of approved material. Bertec uses foam papdn the sides, the top, and he
bottom.

Make sure there is padding between all of the pipees and that none of the
pieces can move.

Try to position the pieces in a manner that equdilyributes the weight within tl e
box. You may wish to review the packing steps usatker the headingactory
Packaging.

Seal the box with packing tape or heavy box stagled mark the outside of the
box as FRAGILE.

Label the box with your address and Bertec’s. uBe shere are no other old lak 2Is
on the box. Mark the box with RMA number.

Factory Packaging

If you have retained the original packaging, pleasethe following packing steps to
return your structure.

As Bertec uses the same box size to pack threereliff structures - the overhee 1,

Page 7



the handrail, and the complete structure — this@ees broken into directions fo
each structure. They are very similar, but theeevariations.

Overhead Structure
Place the H-shaped Base in first and place shéetkite foam over it.

Place the first T-shaped Vertical roughly 6” inrfrahe left side of the box. The e
is a hole in the foam for the tip of it.

Place the second T-shaped Vertical as its mirraggron the right, but inside th :
first piece. There is a hole in the foam for tipe t

Place the third T-shaped Vertical inside the fmsice. This piece should fit
snugly between the foam and the inside of the fiileste. There is a hole in the
foam for its tip.

Place the fourth T-shaped Vertical outside the sg&goece. This piece should
secure the second vertical piece between itseltleadbam. There is a hole int1e
foam for its tip.

The T-shaped Vertical pieces should form a receamgthe box.
Place sheets of white foam between all the piec¢at no piece rubs on anoth :r.
See Figure 4.1.

Figure 4.1 —The square formed by the T-shaped pieces.
Cover these pieces with a layer of the white foam.

Wrap each of the Posts in a sheet of white foahtla@n wrap tape around the
post to secure the foam. See Figure 4.2.
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Figure 4.2 “Wrapped post.
Place the wrapped Posts along the left and riglet af the box.
Place the U-shaped Base Front along the side dfdke

Position the Y-shaped Vertical as shown below, @lade the “feet” in the holes n
the long side foam.

Place white foam between the U-shaped and Y-shaieeds to prevent
scratching.

See Figure 4.3.

Figure 4.3 —Completed second layer.
Cover Layer 2 with white foam.

Place the Overhead U-shape facing the oppositetiireas the U-shaped Base
Front in Layer 2.

Position the Y-shaped Vertical facing the oppoditection as the same piece ir
Layer 2. Place the “feet” of the piece into théelsan the foam.

Place a sheet of white foam between the two pigcpsevent scratching.

If you are returning the assembly instructionsktiine page below the Y-shapec
Vertical to hold it in place.

If you are returning the shoulder straps and ha;r@ace them in a bag and sei |
or close the bag. Place the bag within the Y-slsapnat it doesn’t move aroun 1.

Put all the bolts and the hex wrench in a small bad use a twist tie to secure he
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bag to a loop in the Overhead U-Shape.
See Figure 4.4.

Figure 4.4 —Completed third layer.

Cover this layer with the large flat foam, and eldlse box by sealing it with
packing tape or heavy box staples.

Label the box with your address and Bertec’s. uBe shere are no other old lak 2Is
on the box. Mark the box with the RMA number.

Handrail Structure

Wrap each of the Posts in a sheet of white foahtla@n wrap tape around the
post to secure the foam. See Figure 4.5.

Figure 4.5 —“Wrapped post.

Place the Column in the box. Extend the heighisidjent hardware so that the
Column is pinned within the box.

Place the U-shaped Base Front With Post oppost€diumn.
Place the Handrail such that the “arms” touch tisede of the base piece.
Between the Handrail and the Column, wedge theappad Posts.

In the space between the Handrail and the base,géaxce the small rectangle 1 at
foam.

In the spaces between the “arms” of the Handrailtae “arms” of the base piec 2,

Page 10



place the 2 triangle flat foam pieces. Squeezéiphaf each triangle between th 2
end of the Handrail arms and the inside of the Ipgsge to prevent scratching.

Place all the bolts and the hex wrenches in a doagll Use a twist tie to attach
the bag to the Handrail.

If you are returning the assembly instructions¢elthe page on top of the smal
flat foam.

See Figure 4.6.

Figure 4.6 —Completed layer.

Cover the layer with white foam. There should bkaja cut away for the base
piece’s post to stick up through.

Place the H-shaped Base on top of the white foaanthe post sticking through
the foam.

Use a length of cord or a strap to tie the baseeptie the post.
See Figure 4.7.

Figure 4.7 —Base piece tied down.

Page 11



Place the large flat foam over the completed layidre post of the U-shaped Bz se
front will stick through a hole.

See Figure 4.8.

Figure 4.8 —Final foam piece in place.
Close the box by sealing it with packing tape aavuyebox staples.

Label the box with your address and Bertec’s. uBe shere are no other old lak 2Is
on the box. Mark the box with the RMA number.

Complete Structure
The complete structure will be broken up into tvexds to keep the weight
manageable.

Box 1
Wrap each of the Posts in a sheet of white foahtla@n wrap tape around the
post to secure the foam. See Figure 4.9.

Figure 4.9 —“Wrapped post.

Place the Column in the box. Extend the heighisidjent hardware so that the
Column is pinned within the box.

Place the U-shaped Base Front With Post oppost€diumn.
Place the Handrail such that the “arms” touch tis&de of the base piece.
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Between the Handrail and the Column, wedge theappad Posts.

In the space between the Handrail and the base,géaxce the small rectangle 1 at
foam.

In the spaces between the “arms” of the Handrailtae “arms” of the base piec 2,
place the 2 triangle flat foam pieces. Squeezéiphaf each triangle between th 2
end of the Handrail arms and the inside of the Ipgsge to prevent scratching.

Place all the bolts and the hex wrenches in a doagll Use a twist tie to attach
the bag to the Handrail.

See Figure 4.10.

Figure 4.10 —-Completed first layer in Box 1.

Cover the layer with white foam. There should bkaja cut away for the base
piece’s post to stick up through.

Place the Y-shaped Vertical piece in the box soitisiraddles the post sticking
through the white foam. The “feet” of the piecdl ¥ into holes in the foam.

If you are returning the assembly instructionsktiine page below the Y-shapec
piece to prevent it from moving.

If you are returning the shoulder straps and harnms them in a large bag. Pl ce
the bag near or within the Y-shaped piece.

See Figure 4.11.
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Figure 4.11 —Completed second layer in Box 1.
Cover this layer with a large flat foam.
Close the box and seal with packing tape or bgxesa

Box 2
Place the H-shaped Base in first and place shéetkite foam over it.

Place the first T-shaped Vertical roughly 6” inrfrahe left side of the box. The e
is a hole in the foam for the tip of it.

Place the second T-shaped Vertical as its mirraggron the right, but inside th :
first piece. There is a hole in the foam for tipe t

Place the third T-shaped Vertical inside the fmsice. This piece should fit
snugly between the foam and the inside of the fiileste. There is a hole in the
foam for its tip.

Place the fourth T-shaped Vertical outside the sggoece. This piece should
secure the second vertical piece between itseltleadbam. There is a hole int1e
foam for its tip.

The T-shaped Vertical pieces should form a receamgthe box.
Place sheets of white foam between all the pieac¢sag no piece rubs on anoth :r.
See Figure 4.12.
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Figure 4.12 —The square formed by the T-shaped pieces.
Cover this layer with sheets of white foam.
Place the Overhead U-shape in the box.

Position the Y-shaped Vertical within the Overhgagte. The “feet” of the piec 2
will fit into holes in the foam.

Place a sheet of white foam between the two piecpsevent scratching.

Put all the bolts and the 2 hex wrenches in a sba@j] and use a twist tie to sec ire
the bag to a loop in the Overhead U-Shape.

See Figure 4.13.

Figure 4.13 —Complete second layer in Box 2.
Cover this layer with a large flat foam.
Close the box and seal with packing tape or bgXesa

Label the boxes with your address and Bertec’s,aattBox 1 of 2” and “Box 2 « f
2”. Remove any old labels on the boxes, and maktwith the RMA number.
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