
 

 
Sales / Service Bulletin 

 
Parts Ordering & Return Procedure – JRC Issued Job Orders 

 
Bulletin# PARTS12012009 

 
 
Subject:  Parts Ordering and Return Procedure for JRC Issued Service Requests 
 
 
To Our Valued Dealers: 
 
Japan Radio Co., Ltd. has adopted a change in the method for ordering and returning parts that are 
required for JRC issued work orders.  Please read and disseminate this bulletin to all personnel 
involved in ordering and shipping of spares to ensure that you are not penalized under this new 
procedure. 
 
In the past, any part received from a JRC office was required to be returned to that specific office, 
regardless of which office issued the service request.  This policy changes that methodology so that parts 
must be returned to the JRC office that issues the service request. 
 
 
Parts Ordering – 
 
When a JRC office issues a service request to a dealer, that requires spare parts not already in the dealer 
stock or that have not been supplied by JRC, the following procedure must be followed for ordering of the 
required spares –  
 

Submit a request to JRC Seattle for the specific parts required to conduct the repair.  The request 
must be submitted in writing via fax (206-654-7030) or email (sales@jrcamerica.com or 
marineservice@jrcamerica.com). 
 
The request MUST be accompanied by the JRC Service Request Form containing the service 
order number (i.e. Z2DZ-xxxx-xx-xxx, Z2DJ-xxxx-xx-xxx, 2DJK-xxxx-xx-xxx, etc.) – see 
attachment A for a sample form.  If this form is not available the dealer must submit a Purchase 
Order. 
 
NOTE:  Please use care to select only those parts that will be needed for the repair.  Please 
avoid ordering many parts for a shotgun style repair; if assistance is needed for part selection 
contact JRC technical support. 

 
 
Parts Return –  
 
Upon completion of the repair some defective and all unused parts MUST be returned to specific JRC 
office as noted below –  
 

Defective Parts –  
 
All defective parts from warranty repairs must be returned directly to the office that issued 
the Service Request (see attachment A to determine the issuing office) within 15 days of 
the completion of the repair. 
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JRC TMSC & JRC Amsterdam – 

Each part must be accompanied by a completed Return Material Form 
(attachment B) and a copy of the dealers Service Report*. 

 
JRC Seattle -  

Contact JRC Seattle for an RMA number.  Each part must be accompanied by a 
Return Parts Tracking Form (attachment C) and a copy of the dealers Service 
Report*. 

 
Unused Parts – Package Opened –  

 
If the aluminum seal on the packaging has been broken, the part must be returned to the 
office as noted below within 15 days after the completion of the repair –  
 
JRC TMSC – 

Each unused/opened part must be returned directly to JRC TMSC. Each part 
must be accompanied by a completed Return Material Form (attachment B) and 
a copy of the dealers Service Report*. 

 
JRC Seattle & JRC Amsterdam – 

Contact JRC Seattle for an RMA number.  Each part must be accompanied by a 
completed Return Parts Tracking Form (attachment C) and a copy of the dealers 
Service Report*. 

 
Unused Parts – Package Unopened –  

 
If the aluminum seal on the package is unbroken, the part must be returned to JRC 
Seattle within 15 days of the completion of the repair.  Please contact JRC Seattle for an 
RMA number.  The part must be accompanied by a completed Return Parts Tracking 
Form and the original packing list (attachment D). 

 
* Service Reports must show all parts used and must have Master’s signature and vessel stamp. 

A copy should be emailed to marineservice@jrcamerica.com. 
 
 
Return locations and any special instructions will be noted on the Packing List that accompanies the 
part(s) (attachment D). 
 
All parts that have been dispatched by a JRC office for use with a JRC requested job, without request 
from the dealer, must be returned (defective or unused) to the JRC office that issued the work order as 
noted above. 
 
If a part is used from the dealers’ stock (not FAK), the defective part should be returned as noted above 
and a replenishment part will be provided by the JRC office that issued the service request. 
 
FAK replenishments will continue to be handled through JRC TMSC under the same procedure as in the 
past. Exchange parts and unused parts purchased through dealer purchase order will still require an RMA 
number and should be returned to JRC Seattle. 
 
All spare parts dispatched by JRC must be returned to avoid delay in payment of the dealers 
service invoice. 
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Proof of shipment will be the responsibility of the dealer. If parts are not received it will be the 
responsibility of the dealer to prove that shipment has been made and delivered to the respective JRC 
branch office. 
 
In the event that parts are lost due to dealer negligence the cost of the part will be deducted from the 
payment of the dealers service invoice or an invoice will be issued to the dealer for the cost of the part. 
 
Your cooperation with these procedures is greatly appreciated. 
 
Should you have any questions or concerns, please contact the JRC Seattle Sales or Service Teams – 
Tel: 206-654-5644, email sales@jrcamerica.com or marineservice@jrcamerica.com. 
 

1021 SW Klickitat Way, D-101  Seattle, WA  98134  206-654-5644 phone  206-654-7030 fax 
sales@jrcamerica.com  marineservice@jrcamerica.com 

www.jrcamerica.com 

mailto:sales@jrcamerica.com
mailto:marineservice@jrcamerica.com


 

 
ATTACHMENT A 

 
Service Request Sample 

 
 

 
 
 

   

Type of Service –  
 
- Warranty 
- Non Warranty 
 
Warranty Service Requests are also 
denoted with a ‘Z’ as the first digit of the 
Service Request Order Number. 

Issuing JRC Branch Office 
 
- TOKYO MARINE SERVICE CENTER 
- AMSTERDAM BRANCH 
- SEATTLE BRANCH 

Service Request Order Number 
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ATTACHMENT B 

 
RETURN MATERIAL FORM 

(JRC TOKYO & JRC AMSTERDAM) 

 
 
 
 
 
 

 

Sales Order Number from 
Packing List that 
accompanied part shipment

Order Number from 
Service Request 

Serial number from part. 
 
Not all parts contain a serial 
number.  

 
 
NOTE:  Please note the Order Number and Ship’s Name on the reference field of the 
shipping label and in the description field of the Commercial Invoice. 
 
 
Shipping Addresses –  
 

JRC TMSC JRC AMSTERDAM 
  
Japan Radio Company Japan Radio Company 
Tokyo Marine Service Center Cessnalaan 40-42 
18-7, Osaki 1-Chome 1119 NL Schiphol Rijik 
Shinagawa-Ku The Netherlands 
Tokyo 141-0032 Tel: 011-3120-658-0750 
Japan  
Tel:  81-3-3492-9201  
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ATTACHMENT C 

 
RETURN PARTS TRACKING FORM 

(JRC SEATTLE) 

 

 

Call or email JRC 
Seattle to receive RMA 
Number 

Found on Service 
Request 

Select appropriate 
box based on 
disposition of part 

Sales Order Number 
found on Packing List that 
accompanied the part 
shipment. 

 
Shipping Address -  
 

Japan Radio Company, Ltd 
1021 SW Klickitat Way, #D-101 
Seattle, WA 98134 
Tel: 206-654-5644 
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ATTACHMENT D 

 
PACKING LIST SAMPLE 

 
 
  

Sales Order Number 



JRC Office issues Service Request 
to dealer

JRC Seattle ships part(s)

Is part defective or 
unused?

Dealer submits parts request to 
JRC Seattle

(must submit service request provided by JRC)

TMSC, Amsterdam or 
Seattle requested job?

Dealer sends parts to TMSC 
within 15 business days of 

service with Return Material 
Form & copy of Service 

Report

TMSC makes payment on 
dealer service invoice

Warranty or 
Non-Warranty 

Repair?

TMSC

Amsterdam / Seattle

Dealer disposes of part

Dealer sends parts to 
Amsterdam within 15 

business days of service with 
Return Material Form & copy 

of Service Report

Amsterdam makes payment 
on dealer service invoice

Has the seal on the 
package been broken?

Dealer obtains RMA number 
and returns part to Seattle 

office within 15 business days 
with Return Parts Tracking 
Form and copy of Service 

Report

Seattle makes payment on 
dealer service invoice

Amsterdam or 
Seattle

Non-Warranty Warranty

Amsterdam Seattle

Unused

Yes

Defective No

After  Vessel Attendance

Parts Ordering & Return Procedures
for JRC Issued Job Requests

TMSC, Amsterdam or 
Seattle requested job?

TMSC
Seattle / 

Amsterdam
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