SOP Template: Ribbon, Bow, and Embellishment
Application Procedures

This SOP details the ribbon, bow, and embellishment application procedures, covering the selection of materials,
preparation techniques, proper attachment methods, quality control standards, and safety protocols to ensure consistent
and high-quality decorative finishes on products. The procedures aim to enhance aesthetic appeal while maintaining
durability and adherence to production guidelines.

1. Scope

This procedure applies to all personnel responsible for adding ribbons, bows, and embellishments to products during the
production process.

2. Responsibilities

Production Staff: Follow all steps as outlined, maintain cleanliness and order.
Supervisors: Ensure compliance with SOP, provide training and monitor quality.
Quality Control: Inspect finished products for adherence to standards.

Health & Safety Officer: Ensure all safety protocols are followed.

3. Materials & Equipment

Ribbons (varieties as per product specification)

Bows (pre-made or hand-tied)

Embellishments (beads, studs, patches, etc.)

Fabric glue, hot glue gun, thread, and needle
Scissors, measuring tape, and marking tools
Protective gloves and safety glasses (where required)

4. Procedure

4.1 Material Selection

e Selectribbons, bows, and embellishments according to design specifications and quality requirements.
¢ Check all materials for defects, discoloration, or damage before use.

4.2 Preparation

¢ Prepare work area: ensure surfaces are clean and free from debris.
e Cutribbons/bows to required length and shape as per design template.
¢ Arrange embellishments by size, color, and type for efficient workflow.

4.3 Attachment Methods

¢ Ribbons & Bows:
o Alignribbon or bow per product guideline.
o Secure using fabric glue, hot glue, or sewing as specified in the design.
o Ensure adhesives are dry/cured before proceeding to next step.
¢ Embellishments:
o Position embellishments as indicated in production documents.
o Affix using appropriate method (adhesive or stitching).
o Press and hold until firmly attached; allow to set.
e Check for securely attached trims and remove any excess glue or threads.

4.4 Quality Control

Inspect decorated products for placement accuracy, neatness, and durability.
Perform gentle stress tests to ensure attachments are secure.

Remove and replace any poorly attached or defective decoration.

Document inspection results and report recurring issues to supervisor.

4.5 Safety Protocols



Wear protective gloves and safety glasses when using hot glue and sharp tools.
Keep tools and adhesives out of reach when not in use.

Follow manufacturer's instructions for all adhesives and equipment.

Clean up spills immediately to prevent accidents.

5. Documentation & Records

¢ Log all completed batches in production records.
¢ Attach inspection checklists to each completed production lot.
¢ File records for at least one year for traceability.

6. References

¢ Product design specifications
e Company health and safety manual
e Equipment manufacturer's instructions

7. Revision History

Version Date Description of Change Author

1.0 2024-06-30 Initial SOP creation [Your Name]
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