SOP Template: Selection and Organization of
Wrapping Materials

This SOP details the selection and organization of wrapping materials, encompassing the criteria for choosing
appropriate materials based on product type and protection needs, guidelines for assessing material quality and
compatibility, methods for categorizing and storing wrapping supplies, and procedures for maintaining inventory levels.
The purpose is to optimize packaging efficiency, ensure product safety during handling and transportation, and minimize
material waste through systematic organization and usage of wrapping materials.

1. Purpose

To establish standardized procedures for selecting, organizing, storing, and maintaining wrapping materials to ensure
safe and efficient packaging and minimize waste.

2. Scope

This SOP applies to all personnel involved in packaging operations, receiving, storing, or handling wrapping materials.

3. Responsibilities

¢ Packaging Staff: Select and utilize appropriate materials; report low inventory.
¢ Warehouse Staff: Organize and store wrapping materials as per guidelines.
¢ Supervisors: Oversee compliance and monitor inventory levels.

4. Selection Criteria for Wrapping Materials

Assess product type, size, and fragility.

Determine protection needs (e.g., cushioning, barrier, waterproofing).

Choose material compatible with the product (e.g., bubble wrap for fragile items, shrink film for bundling).
Ensure material meets quality standards (free from tears, punctures, or contamination).

Consider environmental impact and opt for recyclable or reusable options when possible.

5. Material Quality and Compatibility Assessment

¢ Inspect materials upon delivery for damage or defects.
e Test wrapping with sample products to verify protection and fit.
¢ Reject and return materials that do not meet criteria.

6. Categorization and Organization

Group wrapping materials by type (e.g., paper, film, pads), size, and intended use.
Label storage bins, shelves, and containers clearly.

Store items in climate-controlled, clean, dry locations, off the floor when possible.
Maintain a Materials Directory/Table (see below).

Example Materials Directory

Material Type Typical Use Location
Bubble Wrap Plastic Film Fragile tem Cushioning Shelf A1
Stretch Film Plastic Film Bundling/Moisture Protection Shelf A2
Kraft Paper Packing Paper Void Fill/Surface Protection Shelf B1

7. Inventory Management

Conduct weekly inventory checks of wrapping materials.

Use inventory logs (manual or digital) to track usage and stock levels.

Set minimum and maximum inventory thresholds for reordering.

Implement FIFO (First In, First Out) to minimize waste from expired or degraded materials.



¢ Report discrepancies or shortages to the supervisor immediately.

8. Waste Minimization and Sustainability

¢ Encourage the use of re-usable and recyclable wrapping materials where feasible.
¢ Re-purpose unused or excess wrapping for suitable applications.
¢ Regularly review processes for opportunities to reduce material usage.

9. Documentation and Records

e Maintain updated records of material receipts, usage, and disposal.
¢ File inventory logs, material assessments, and procurement records for audit purposes.

10. Review and Revision

¢ This SOP shall be reviewed annually or as necessary to incorporate improvements or process changes.
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