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This guide is to assist you in properly returning your equipment to Bertec for repairs, 
modifications, or upgrades.  Not only does it contain the “Do’s” and “Don’ts” of packing, 
but it also is broken up by the type of product to be returned – force plates, balance plates 
and computers, and balance structures. 
 
It is crucial to properly pack the equipment, as that will prevent any damage to it.  This 
will help keep our repair and upgrade costs low and in turn keep your costs low.  The 
directions in the following chapters should ensure your equipment is safely and 
efficiently returned to us.  Following these guidelines does not guarantee there will not be 
damage resulting from shipping, but it does greatly minimize the risk of any damage. 
 

Do’s 

�� Use the original packing materials if at all possible! 
�� Use sturdy, heavy-gauge cardboard boxes – 3/16” to ¼” thick 
�� Use foam, bubble wrap, or Styrofoam sheets for padding 2” thick on each side of the 

equipment 
�� You may use Kraft paper, air pillow bags, or cellulose wadding to fill large voids 

within the packed box 
�� Avoid packing peanuts as these tend to shift within the box 
�� Include a label on the outside and inside of the box with your address and the 

destination address 
�� Label the box with the Return Merchandise Authorization Number (RMA#) provided 

by Bertec 
�� Use a new box or completely remove any old shipping labels 
�� Use packing tape or heavy box staples to seal the box 
�� Mark the box as FRAGILE 
�� Use padding between items to keep them from rubbing on each other 
�� Include a letter explaining the reason for the return and the name and contact 

information of the contact person (i.e., you or the owner of the equipment) 
�� Return all the accessories necessary to run/test your equipment (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 other identifying labels 
�� Use string to close the box 
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Poor Packing and the Results 

The goal of any return shipping should be to protect the equipment – not to merely get it 
to fit in a box as illustrated below.  Poor packing will often result in more damage to the 
equipment during transport. 

Figure 1.1 – An actual return. 

 

Figure 1.2 – Damage to the paint and metal as a result of the packing in 
Figure 1.1.  Every piece within the box was damaged in multiple spots. 

 

Damage to force plates during return shipping usually results in more than just chipped 
paint.  Bent or broken feet have to be removed, new ones have to be fabricated, and the 
calibration has to be re-checked.  Damage to the top of the plate may require 
disassembling the force plate and creating a new top.  In that case, the calibration process 
must be redone from the beginning.  Damages like the ones illustrated below increase the 
overall cost of the repair or upgrade for which the equipment was originally sent. 
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Figure 1.3 – This force plate was not adequately packaged for return.  
Several mounting feet were either bent or broken off. 

 

 
Figure 1.4 – The same force plate as Figure 1.4.  One corner of the 
plate was flattened and bent because it was not packed correctly. 

 
If equipment is packed firmly and protected by adequate amounts of cushioning, it will 
often escape damage  - even if the outside of the box has not. 
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Figure 1.5 – This box was badly damaged, but the force plate inside was  
not due to sufficient amounts of foam padding. 

 

Recommendations 

Bertec is not endorsing the services of any of the following shipping companies, but you 
may find them useful in assisting in the shipment of your equipment. 
 
 
 Small boxes: 
  DHL, UPS, USPS, FedEx 
 Freight/ Large boxes: 
  Associated Global Systems 
 
You may also contact Bertec to arrange for a prepared box to be shipped to you.  You 
merely have to pack the equipment and return it to us.  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 which you received your force plate and/or 
amplifiers and cables.  Bertec has approved that original packaging and the manner in 
which the equipment was packed. 
 

Recommendations 

If you no longer have access to that original packaging, 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 sidewall thickness of at least ¼”. 

 
Pack the inside of the box with padding at least 2” thick.  See Chapter 1: Do’s for 
a list of approved material. 
 

Figure 2.1 – Sample padded force plate box 

Make sure the force plate and any accessories are secure within the box.  If there 
are multiple items within the box, be sure to place padding between them. 
 
Seal the box with packing tape or heavy box staples, and 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.  Be sure there are no other old labels 
on the box.  Mark the box with the RMA number. 
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If possible, use the original packaging in which you received your balance plate and/or 
computer.  Bertec has approved that original packaging and the manner in which the 
equipment was packed. 
 
Except in very rare cases, Bertec will not repair a computer.  You should contact the 
manufacturer of the computer for any necessary repairs or upgrades.  Your computer may 
be shipped to Bertec for a software upgrade or to address a problem between the balance 
plate and the computer. 
 

Recommendations 

If you are unable to return the equipment in the original packaging, please follow these 
guidelines to protect your equipment during transport: 
 
 The box size may vary depending on whether you are shipping a laptop with the 

balance plate and on the size of the laptop.  A box size of 24”x24”x12” with a 
sidewall thickness of at least 3/16” will likely be adequate for a balance plate and a 
laptop computer.  A box size of 24”x24”x6” will be adequate for returning just a 
balance plate. 
 
Pack the inside of the box with padding at least 2” thick.  See Chapter 1: Do’s for 
a list of approved material.  Bertec uses foam below the balance plate and either 
brown Kraft paper or air pillow bags on the sides to fill any voids. 
 
Make sure the balance plate and any accessories are secure within the box.  If there 
is a laptop and a plate, be sure to place padding between them. 
 
If you are sending a laptop, be sure to include the power cord and the USB cord as 
well as any usernames and passwords that may be necessary to access the balance 
program. 
 
Seal the box with packing tape, and mark the outside of the box as FRAGILE. 
 
Label the box with your address and Bertec’s.  Be sure there are no other old labels 
on the box.  Mark the box with the RMA number. 
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If possible, use the original packaging in which you received your balance structure.  
Bertec has approved that original packaging and the manner in which the equipment was 
packed. 
 
If you do have the original materials, follow the steps under the heading Factory 
Packaging. 
 

Recommendations 

Follow the guidelines below if you do not have the original materials. 
 
 Bertec uses the same box size to pack three different structures: the overhead, the 

handrail, and the complete structure.  All the pieces of an overhead or a handrail 
structure can be placed in one box and two people can still easily lift the box.  As 
the complete structure is larger, it will require two boxes.  Placing all the pieces in 
one larger box will make the box unmanageable. 
 
A box size of 54”x31”x9” with a sidewall thickness of at least ¼” will hold the 
structure. 
 
Pack the inside of the box with padding at least 2” thick.  See Chapter 1: Do’s for 
a list of approved material.  Bertec uses foam padding on the sides, the top, and the 
bottom. 
 
Make sure there is padding between all of the pipe pieces and that none of the 
pieces can move. 
 
Try to position the pieces in a manner that equally distributes the weight within the 
box.  You may wish to review the packing steps used under the heading Factory 
Packaging. 
 
Seal the box with packing tape or heavy box staples, and mark the outside of the 
box as FRAGILE. 
 
Label the box with your address and Bertec’s.  Be sure there are no other old labels 
on the box.  Mark the box with RMA number. 

 

Factory Packaging 

If you have retained the original packaging, please use the following packing steps to 
return your structure. 
 
 As Bertec uses the same box size to pack three different structures - the overhead, 
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the handrail, and the complete structure – this section is broken into directions for 
each structure.  They are very similar, but there are variations. 
 

Overhead Structure 

Place the H-shaped Base in first and place sheets of white foam over it. 

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

Place the second T-shaped Vertical as its mirror image on the right, but inside the 
first piece.  There is a hole in the foam for the tip. 

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

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

The T-shaped Vertical pieces should form a rectangle in the box. 

Place sheets of white foam between all the pieces so that no piece rubs on another.   

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 foam, and then 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 right side of the box. 

Place the U-shaped Base Front along the side of the box. 

Position the Y-shaped Vertical as shown below, and place the “feet” in the holes in 
the long side foam. 

Place white foam between the U-shaped and Y-shaped pieces 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 opposite direction as the U-shaped Base 
Front in Layer 2. 

Position the Y-shaped Vertical facing the opposite direction as the same piece in 
Layer 2.  Place the “feet” of the piece into the holes in the foam. 

Place a sheet of white foam between the two pieces to prevent scratching. 

If you are returning the assembly instructions, tuck the page below the Y-shaped 
Vertical to hold it in place. 

If you are returning the shoulder straps and harness, place them in a bag and seal 
or close the bag.  Place the bag within the Y-shape so that it doesn’t move around. 

Put all the bolts and the hex wrench in a small bag, and use a twist tie to secure the 
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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 close the box by sealing it with 
packing tape or heavy box staples. 

Label the box with your address and Bertec’s.  Be sure there are no other old labels 
on the box.  Mark the box with the RMA number. 
 

Handrail Structure 

Wrap each of the Posts in a sheet of white foam, and then 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 height adjustment hardware so that the 
Column is pinned within the box. 

Place the U-shaped Base Front With Post opposite the Column. 

Place the Handrail such that the “arms” touch the inside of the base piece. 

Between the Handrail and the Column, wedge the 2 wrapped Posts. 

In the space between the Handrail and the base piece, place the small rectangle flat 
foam. 

In the spaces between the “arms” of the Handrail and the “arms” of the base piece, 
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place the 2 triangle flat foam pieces.  Squeeze the tip of each triangle between the 
end of the Handrail arms and the inside of the base piece to prevent scratching. 

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

If you are returning the assembly instructions, place the page on top of the small 
flat foam. 

See Figure 4.6. 

 
Figure 4.6 – Completed layer. 

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

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

Use a length of cord or a strap to tie the base piece to the post. 

See Figure 4.7. 
 

 
Figure 4.7 – Base piece tied down. 
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Place the large flat foam over the completed layer.  The post of the U-shaped Base 
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 or heavy box staples. 

Label the box with your address and Bertec’s.  Be sure there are no other old labels 
on the box.  Mark the box with the RMA number. 
 

Complete Structure 

The complete structure will be broken up into two boxes to keep the weight 
manageable. 
 
Box 1 
Wrap each of the Posts in a sheet of white foam, and then 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 height adjustment hardware so that the 
Column is pinned within the box. 

Place the U-shaped Base Front With Post opposite the Column. 

Place the Handrail such that the “arms” touch the inside of the base piece. 
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Between the Handrail and the Column, wedge the 2 wrapped Posts. 

In the space between the Handrail and the base piece, place the small rectangle flat 
foam. 

In the spaces between the “arms” of the Handrail and the “arms” of the base piece, 
place the 2 triangle flat foam pieces.  Squeeze the tip of each triangle between the 
end of the Handrail arms and the inside of the base piece to prevent scratching. 

Place all the bolts and the hex wrenches in a small bag.  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 be a flap cut away for the base 
piece’s post to stick up through. 

Place the Y-shaped Vertical piece in the box so that it straddles the post sticking 
through the white foam.  The “feet” of the piece will fit into holes in the foam. 

If you are returning the assembly instructions, tuck the page below the Y-shaped 
piece to prevent it from moving. 

If you are returning the shoulder straps and harness, put them in a large bag.  Place 
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 box staples. 
 
Box 2 
Place the H-shaped Base in first and place sheets of white foam over it. 

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

Place the second T-shaped Vertical as its mirror image on the right, but inside the 
first piece.  There is a hole in the foam for the tip. 

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

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

The T-shaped Vertical pieces should form a rectangle in the box. 

Place sheets of white foam between all the pieces so that no piece rubs on another.   

See Figure 4.12. 

 



����������	��
�����

������������������������������ �

Page 16 

 
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 Overhead piece.  The “feet” of the piece 
will fit into holes in the foam. 

Place a sheet of white foam between the two pieces to prevent scratching. 

Put all the bolts and the 2 hex wrenches in a small bag, and use a twist tie to secure 
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 box staples. 

Label the boxes with your address and Bertec’s, and as “Box 1 of 2” and “Box 2 of 
2”.  Remove any old labels on the boxes, and mark them with the RMA number. 
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International shipping often requires a little more precaution in packaging and shipping 
due to the potential hazards during shipping and the complications of passing through 
customs.  If you are returning equipment from outside of the United States, please follow 
the guidelines described above for your equipment as well as the general 
recommendations below. 
 

Recommendations 

 Pallets 

In addition to the packaging techniques described above, we strongly recommend 
large or heavy returns (e.g. force plates or balance structures) be strapped to a 
pallet.  A pallet prevents the box (and the equipment inside) from being twisted or 
bent.  It also ensures that the equipment will remain horizontal and not arrive 
standing on its side. 
 
Bertec ships all force plates and balance structures on pallets.  Use the original 
pallet if you have saved it, or a new one can be bought or made cheaply. 
 

Filing with Customs 

Bertec’s insurance extends to products being shipped internationally for repairs 
and upgrades.  Additional insurance is not needed. 
 
DO NOT place the value of the equipment at the original purchasing price. 
DO place the value at the standardized cost of repair/upgrade: 

$25 per amplifier 
$25 per balance plate 
$25 per balance structure 
$100 per force plate 

 
In the Description portion of the customs paperwork, include the word “Repair.”  
Also write “Repair” on the box. 
 
Often you can designate the equipment as a Temporary Export in the customs 
paperwork.  This will lessen the time and hassle of exporting and importing.  
Essentially this designation marks the equipment as leaving the country for a short 
length of time to undergo repairs or maintenance and thereafter returning to the 
owner. 

 


