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Submitting an RMA Request

To submit a Return Material Authorization (RMA) 
request, complete the Chicago Dryer RMA Request 
Form (click here) and Email it to rma@chidry.com. The 
following information is required:

1. The six-digit Chicago Dryer ORDER NUMBER 
found on the Pack List and/or Parts Invoice 
(Figure 1). This is not the same as the Invoice 
number, Packing List Number, or PO Number.

2. The Chicago part number and quantity to be 
returned.

3. If the part is still under warranty, the serial num-
ber of the warrantied machine from which the 
part was removed.

4. A detailed and specific reason for the return e.g.: 
“Valve leaks at port 2”. Vague reasons such as 
“Broken” and “Warranty” will result in a delay 
of RMA authorization.

We have included space on the form for any of your 
company’s internal reference information you may need 
to include. 

Failure to supply the required information may 
result in delayed attention to your request or denial of 
authorization. If you have questions, you can also call 
773-235-4430 and ask for the Returns Department.

Shipping

After an RMA number has been issued, please ship the 
part(s) to our factory for inspection. Parts not received 
within 60 days of RMA number issuance will be closed 
as unreturned.

Chicago Dryer Company
Attn: RMA Department /(Issued RMA Number/s)
2200 N. Pulaski Road
Chicago, IL 60639-3737, USA

When preparing your part(s) for shipment, it is 
important to follow these requirements:

• Securely package the part(s) and any original pack-
aging inside a new shipping box.

• Write the RMA number(s) prominently on the out-
side of the new shipping box(es). Do not write on 
any original packaging or directly on the part(s).

• Ship the box(es) to us freight prepaid and insured.
• Include a copy of the completed Chicago RMA Re-

quest Form (with RMA number/s when available).
• Returned parts should be shipped by the most eco-

nomical mode of transportation with charges prepaid 
by shipper/purchaser.

• Parts returned to the factory by United Parcel Service 
(UPS) exceeding $100.00 in value must be insured 
at shipper/purchaser expense.

• Parts returned to the factory by any other method 
must be insured for full replacement value by the 
shipper/purchaser.

Chicago Dryer Return Materials Authorization 
Policies and Procedures

In order to return a part to us for credit, a Return Material Authorization (RMA) number issued by the Chicago Returns 
Department is required. To return defective warrantied parts you must submit an RMA request within the warranty period. 
Any other RMA requests will be considered at the sole discretion of Chicago Dryer.

Chicago Dryer Company PARTS INVOICE
2200 North Pulaski Road
Chicago, IL 60639
Phone   (773) 235-4430  Fax   (773) 235-4439
Web   http:\\www.chidry.com  E-Mail   accounting@chidry.com

Ship ToSold To

ORDER NO.INVOICE DATEINVOICE ID CUSTOMER PO CUSTOMER IDFREIGHT TERMSPAYMENT TERMSSHIPPING METHOD
XX/XX/XXXXXXXXXX XXXXXX  XXXXXX XXXXXXFreight: BilledNet 30UPS NEXT DAY AM

EXTENDEDUNITQUANTITY
DISCUNITPART PRICEPRICEDESCRIPTIONB/OSHPORD

0.000.00 "631 SCP TC 82 RATSIRT XXXXX00.1 SER1.00 $0.00$0.00
40.00W/ROLLER BEARING ANEA0.00 T41 06# TEKCORPS GNIRAEB00.1 1206-7461.00 $132.12$220.20
40.00FOR IDLER ARMSEA0.00 FG/W DH XH "2/1-2 * "4/3 TFAHS00.1 1210-1101.00 $18.53$30.89
40.00EA0.00 TUN MAJ YVH 01-4/300.1 B10-7751.00 $.42$.70
40.00EA0.00 REHSAW KL TLPS GER "4/300.1 B15-5001.00 $.16$.26
40.00EA0.00 17 & 4801 # SNOITCURTSNI YTEFAS00.1 3004-10841.00 $0.00$0.00
0.00_____________________0.00  NO DEMRIFNOC SLEBAL/SDRAUG00.1 SAFETY1.00 $0.00$0.00
0.000.00  SSENISUB RUOY ROF UOY KNAHT00.1 FRT1.00 $0.00$0.00

XXXXX TRISTAR 28 CT PCS 136"
RMA # XXXXXX

$151.23SUB TOTAL:
$124.95FREIGHT CHARGES:
$276.18TOTAL AMOUNT DUE:

PAYABLE IN U.S. CURRENCY 1-1/2% MONTHLY SERVICE CHARGE ADDED TO OVERDUE ACCOUNTS

YOUR ORDER CONTAINS IMPORTANT SAFETY INSTRUCTIONS ABOUT THIS EQUIPMENT. PLEASE READ AND FOLLOW INSTRUCTIONS. IF YOU CANNOT LOCATE THIS MATERIAL, PLEASE CONTACT US AT ONCE.

IF PARTS SHIPPED ON THIS ORDER REPLACE DEFECTIVE PARTS THAT FAILED IN WARRANTY, IT IS NECESSARY TO PROMPTLY RETURN DEFECTIVE PARTS ALONG
WITH A COPY OF THE INVOICE TO OBTAIN PROPER CREDIT. CONTACT FACTORY FOR RETURN AUTHORIZATION NUMBER. NO EXCEPTIONS WILL BE MADE.
ALL ORDERS ARE FOB CHICAGO UNLESS OTHERWISE NOTED.

PLEASE REFERENCE THIS INVOICE NUMBER ON YOUR CHECK AND REMIT TO: Chicago Dryer Company
23731 Network Place
Chicago, IL 60673-1237 

AMINVFRM

PACK LISTChicago Dryer Company
2200 North Pulaski Road
Chicago, IL 60639 Packlist ID: XXXXXX
Phone   (773) 235-4430  Fax   (773) 235-4439 Date: XX/XX/XXXX
Web   http:\\www.chidry.com Page: 1
E-Mail   Parts: parts@chidry.com Machines: mrivera@chidry.com

Ship To AddressSold To Address

CUSTOMER POORDER DATEORDER NUMBER SHIPPING METHOD PAYMENT TERMS CUSTOMER ID
XXXXXX XXXXXXXXXXXXXXXXXX UPS NEXT DAY AM Net 30

QUANTITY
UNIT LOCATIONDESCRIPTIONORD SHP B/O PART ID WORK ORDER NO.

NONE"631 SCP TC 82 RATSIRT XXXXX______ SER______1.00
SUB______ EA BEARING SPROCKET #60 14T1206-746______1.00

W/ROLLER BEARING AND RACE
SUB______ EA SHAFT 3/4" * 2-1/2" HX HD W/GF1210-110______1.00

FOR IDLER ARMS
0409 D______ EA 3/4-10 HVY JAM NUTB10-775______1.00
0410 D______ EA 3/4" REG SPLT LK WASHERB15-500______1.00
DTP______ EA SAFETY INSTRUCTIONS # 1084 & 71203004-1084______1.00

REP ENIHCAM NO DEMRIFNOC SLEBAL/SDRAUG______ SAFETY______1.00
 SSENISUB RUOY ROF UOY KNAHT______ FRT______1.00

XXXXX TRISTAR 28 CT PCS 136"
RMA # XXXXXX

Packed:_______
_

Pulled:________Ins:__________

PLEASE CHECK THIS ORDER CAREFULLY INCLUDING MODEL, SERIAL NUMBER, AND UTILITY SPECIFICATIONS.  FACTORY IS NOT RESPONSIBLE FOR ERRORS IN ORDERING OR TRANSMISSION
AND SHOULD BE NOTIFIED IMMEDIATELY OF ANY DISCREPANCIES. ALL ORDERS ARE BUILT TO YOUR ORDER SPECIFICATIONS AND ARE SUBJECT TO CANCELLATION OR RESTOCKING CHARGES
ALWAYS  FURNISH COMPLETE MODEL AND SERIAL NUMBER WHEN ORDERING PARTS.

YOUR ORDER CONTAINS IMPORTANT SAFETY INSTRUCTIONS ABOUT THIS EQUIPMENT. PLEASE READ AND FOLLOW INSTRUCTIONS. IF YOU CANNOT LOCATE THIS MATERIAL, PLEASE CONTACT US AT ONCE.

IF PARTS SHIPPED ON THIS ORDER REPLACE DEFECTIVE PARTS THAT FAILED IN WARRANTY, IT IS NECESSARY TO PROMPTLY RETURN DEFECTIVE PARTS ALONG
WITH A COPY OF THE INVOICE TO OBTAIN PROPER CREDIT. CONTACT FACTORY FOR RETURN AUTHORIZATION NUMBER. NO EXCEPTIONS WILL BE MADE.
ALL ORDERS ARE FOB CHICAGO UNLESS OTHERWISE NOTED.

CANARY = SHOP    PINK = PACK LISTAMSHPFRM

Figure 1: Order number locations. 
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Shipping Damages and Loss

• All claims for loss or damage during transporta-
tion in either direction are the responsibility of the 
purchaser. We will not accept responsibility for any 
portion of transportation loss – whether concealed 
damage or otherwise.

• When transportation damage occurs on returned 
parts and liability is denied by the carrier for in-
sufficiency of packaging or any other reason, any 
liability is for the account of the shipper / purchaser.

• We will assist you in every reasonable way possible 
in collection of your claim for loss or damage in 
transit, but this does not make us responsible for col-
lection of your claim or replacement of the material.

RMA Policies and Procedures

• RMA requests for defective parts under warranty 
must be submitted within the warranty period.

• RMA requests for any other reason that are submit-
ted within a reasonable time line may be considered 
for credit at the sole discretion of Chicago Dryer. 
A restocking fee may apply.

• The issuing of an RMA number does not guarantee 
that credit will be forthcoming.

• After an RMA number has been assigned, it will 
be held open to return of the part(s) for 60 days, 
after which it will be closed as unreturned. Parts 
received after the RMA is closed will be treated as 
unauthorized returns.

• Once the part has been received, it will be evalu-
ated in-house and a credit decision will be made 
based on our findings. Credit will be refused for 
parts that are out of warranty, have been abused, 
that test without defect, or any other valid reason.

• Do not write directly on the part(s) and any origi-
nal packaging.

• Parts inspected and found to be without defect may 
be subject to a handling fee of $50. You may also 
be subject to a vendor inspection fee.

• If we agree to issue credit for parts, your account 
will be credited and a copy of the credit memo sent 
to the Distributor.

• If we decline to issue credit on the part(s) returned, 
you will be given the option of having us send the 
part(s) back to you at your expense or we will dis-
card them for you. We reserve the right to discard 
parts if you do not inform us of your choice within 
30 days of our notification to you.

Warranty

To receive credit for parts under warranty, an RMA 
request must be submitted within the warranty period 
and warrantied parts must be shipped back to the factory 
within 60 days of RMA number issuance. Consumable 
items are not covered under warranty.

• Machine Warranty: 1 year from factory ship date.
• Replacement Parts Warranty: 90 days from factory 

ship date.
• If an extended warranty is applicable, please pro-

vide documentation at time of RMA request.

Restock Fees

• New, resalable parts of current design, if returned 
in unused condition with prior authority and RMA 
number may be subject up to a 25% restocking fee.

• Unauthorized RMA returns may be subject up to 
a 30% restocking fee if accepted.

• All special-order items are non-returnable and 
nonrefundable.

Unauthorized Returns

All parts shipped to the factory after the RMA 
is closed or without a valid RMA number will be 
considered Unauthorized Returns.

• There is no guarantee for credit issuance for Un-
authorized Returns.

• A 30% restocking fee may apply to Unauthorized 
Returns if accepted.

Repairs

Some parts can be repaired by either Chicago Dryer 
Company or by factory arrangement with one of its 
vendors. Complete the Part Repair Request Form (click 
here) and Email it to rma@chidry.com.

Authorized RMA numbers are required for repairs, 
as are POs. There is a $50 Inspection Fee to begin the 
process. This fee is non-refundable, but will be applied 
to the repair cost if repair is possible. Please call or Email 
the Chicago Returns Department if you have questions 
about this repair program.

mailto:rma%40chidry.com?subject=


Chicago 
Order No. Part Number Qty Serial 

Number
Warranty? 

(yes/no) Specific Reason for Return RMA         
(Leave blank) Ref 1 Ref 2

Ex. 160524 0202-325 1 50633 yes Valve leaks at port 2

1
2
3
4
5
6
7
8
9

10
11
12
13
14
15
16
17
18
19
20

Date: Ordered By:

 3010-296b

Save this file in a convenient location on your computer to be used whenever you wish to return parts. Instructions: Please provide the appropriate information 
in the spaces below, one line per part number, or reason for return. Two columns have been provided for your reference. The six-digit Chicago Dryer Company ORDER 
NUMBER is critical since it is electronically linked to your account. This is not  the same as the invoice number, pack list number, or your PO number. The machine 
serial number is required only if the parts are to be returned for warranty consideration. Please be as detailed and specific  as possible with the reason for the return e.g.: 
“Valve leaks at port 2”. Vague reasons such as “Broken” and “Warranty” will result in a delay of RMA authorization.

Chicago® Dryer Company RMA Request Form

 Return this form as an e-mail attachment only to rma@chidry.com



PART REPAIR REQUEST FORM

CONTACT INFORMATION RETURN SHIPPING INFORMATION

Request Date: Name

Ordered By: Address Line 1:

Telephone: Address Line 2:

Distributor ID: City:

Distributor PO: State/Province/Region:

ZIP/Postal Code:

Country:
PART INFORMATION

Part No.:  Shipping Method (please check one ):

Qty: UPS NEXT DAY AIR FREIGHT DHL

Machine Serial #: UPS 2nd DAY FED EX TRUCK

UPS GROUND OTHER  ______________________

Description: 

Some parts can be repaired by either Chicago Dryer Company or by factory arrangement with one of its vendors. 
Authorized RMAs are required for repairs, as are POs. There is a $50 Inspection Fee to begin the process. This fee 

is non‐refundable, but will be applied to the repair cost if repair is possible. Please call the Chicago Returns 
Department if you have questions about this repair program or Email rma@chidry.com.

CHICAGO DRYER COMPANY  3010‐235
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