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I.A. 

Packing


Packing:
At Island Apparel, the quality of our garments does not stop at production.  We believe in following through every step of the way.  The quality of our packing and ability to meet the specifications of the customer is as equally important to us as producing a quality garment.  There is no tolerance for an improperly packed box.  Goods should be packed according to the demands of the client, carefully counted and packed by size.  
· Records of cut #, style, color, pairs needed, firsts shipped, 2nd shipped, total pieces, 1st boxes, 2nd boxes, and balance must be recorded.

· 2nd report and open balance must be recorded on a separate sheet.
· After baking, garments should be tagged with a paper ticket (reflecting the same size as the woven label).

· Garments should then be folded and stacked in cubbies according to size and color.  (Once the stack is completed, the pants should be boxed.)

· Garments must be properly folded (according to the customer’s specifications) and stacked neatly into the box.  Alternate the garments every few pieces so that they fit evenly in the box.
· Boxes must contain only one size (same as the size on the label) and have the exact number of garments as written on the label.  (Except in the case of seconds or as specified by the customer.)   It is important to carefully count the number of pieces in the box.

· All boxes are to be checked 100% for the packing sticker, size, and number of garments inside the box.  The box must contain exactly what is labeled on the box.

· Boxes must be tightly closed and taped according to the requirements of the customer.

· Finished boxes must be stacked by cut and placed in the storage area so that they are easily accessible to the final auditors.  (No boxes should be loaded onto the container until they have passed the final statistical audit.)
Box Records:

Every time a box is packed, the packer must record the number of that box on his Box Packing List.  This will help Island Apparel correct any packing problems by pin pointing exactly who is incorrectly packing boxes.  This will also give the packer the opportunity to recognize his mistakes and in turn work on improving the quality of his work.
· Packer must be sure to put name and date on sheet.

· The box number of every box packed must be correctly recorded.  There is no tolerance for packers who neglect to write the box number or who record the number incorrectly.
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BOX PACKING LIST
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Name:___________________________          Date:____________________
