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The Embroidery Handbook
What the Old Dogs Won’t Tell You

By – Two Old Dogs
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We dedicate this book to those individuals who came before us, those who participated in our focus of freedom and to those who will follow us providing additional efforts to remain free from oppression – 

The United States American Veteran – from all services.
The two old dog authors were:

US Coast Guard

& US Air Force

Service men.
Additionally, we would like to dedicate this publication to our wives, Susan and Betty, who’s love of embroidery, and service to others brought us to this point in our lives. Arch Richie and Jim Serritella
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PREFACE

Welcome to The Embroidery Handbook. A new publication, where industry information will benefit the reader.  There are Q&As, sample forms for corporate modification and use, stories on “how to”, ideas for your consideration, and a vendor ads to keep you aware of the latest and greatest embroidery advancements.

Training is a must. Let me introduce you to The Embroidery Handbook.  A 180 page manual describing “A TO Z” of the industry. www.theembroideryhandbook.us 

The authors have been in the embroidery industry over 60 years! They are the two old dogs with lots of yard time.  Arch R (co-founder 1990 of National Network of Embroidery Professionals – NNEP) and Jim S. (co-founder/owner 1992 - with his wife Betty of E-Z Stitches Plus, LLC and owner/developer of EZ-Estimator embroidery pricing/production software 2000 – 2013).

If you a novice to newbie in the embroidery industry – The Embroidery Handbook is for you.  Experienced folks can surely benefit from The Embroidery Handbook as a refresher course of information and forms.  It will save you money and it will make you money.  Have you ever embroidered customer shirts with the wrong color thread? (see the Proof form) Customize the forms for your individual company logo, and parameters for information. 

There are numerous questions/answers to cover the world of “what if”.  AND if we don’t answer your specific question in The Embroidery Handbook – reach out to us for a review and reply to your topic.  Reach us at the information on the “Contact Us” page.

There is a vendor section for various industry trade products.  The readers are encouraged to review and reach out to the vendors for the latest trade supplies and material.  Hardware, to hoops, to software, and ancillary products, it’s a small world when it comes to who you know to how can we help you.

Thank you for purchasing The Embroidery Handbook – success is at your fingers.

A Little History  
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The Bayeux tapestry is among the most famous examples of embroidery. The art probably antedates that of weaving. Needlework is mentioned in the Vedas and in Exodus in the Bible. In ancient Egypt, gold was used for the decorative stitches, which often covered the entire garment; such work has been found on mummy wrappings. The borders of Greek and Roman garments were often finely embroidered. In Asia, sumptuous designs of gold and silver thread were produced from remotest times; the intricate embroidery of China became stylized and remained unchanged for centuries. 

From the richly decorative art of Byzantium (4th cent.) embroidery was introduced into Europe and thereafter followed the great period (12th—14th cent.) of church embroidery. The famous opus Anglicanum, or English work (e.g., the Syon cope, Victoria and Albert Mus.), dates from this time. Monasteries and convents were kept busy adorning vestments and altarpieces, and embroidery ateliers were founded. Secular needlework was far simpler, confined to embroidered bands around the edges of hems, sleeves, necks, and mantles in coarse and dull-colored threads. 

When Crusaders returned with examples of the superb fabrics of the East, interest in embroidery for nonecclesiastical uses was stimulated, and the technique of appliqué was developed. By 1389 pearls and spangles were being set in the embroidery.  

Embroidery as folk art was far less varied, complex, and imaginative than the masterworks produced by professional church and court embroiderers. After the Renaissance, peasant embroidery flourished in Greece, Scandinavia, the Balkans, and 

many other areas. Embroidery as folk art was far less varied, complex, and imaginative than the masterworks produced by professional church and court embroiderers. 

The Elizabethan period was famous for its household and costume embroidery. Gold and silver thread was used on velvet, brocade, and silk, and the allover design was often enhanced with pearls and gems. "Spanish blackwork," black silk on white linen with touches of gold, became enormously popular, while the use of drawnwork and cutwork led to the development of fine lace. 

In the 18th cent., French influence refined embroidery techniques; quilting was developed using backstitch embroidery, especially popular in making petticoats and coattails. By the 19th cent. embroidery for male attire had declined except for occasional decorative vests and ties. Modern embroidery is most frequently used on lingerie and linens.  And sew it goes as embroidery entered the 20th century with the introduction of machine-made and automation embroidery of today.

Where to Begin?

Whether you are inclined to be a commercial embroiderer or a homebound hobbyist with a thread fetish and a desire to needle something – you’ll need a needle, thread, machine, some cloth, maybe a hoop, and a concept of what you want to sew onto the cloth. With this in mind, and the age of the 21st century and various levels of automation to create embroidered designs onto material, the story ejects the reader into the embroidery world of equipment, hardware, software, support devices, threads, scissors, and band-aids. 
Various innate rules apply to this business (herein references are made to a hobby, or effort as a business). Rules will be presented in the section of their applicability of the topic. RULE 1 – Do not bleed on the material. Which brings is directly to RULE 2 – DO NOT join the NITFC – Needle In The Finger Club. Some folks joined that club more than once - ouch!!
With a single sentence, “I want to open an embroidery business.”, my life has been transformed into a maze of products we have purchased, material we have sold, and lessons learned of “I don’t want to do that again.”  The purpose of this guide to embroidery is to enlighten the reader on the many facets of this industry.  If you read this and still get into the embroidery business – then it’s welcome to the club and I’ll see you at the next show!!! (details to follow).
Before entering into specific topics, the best place to start is with questions and answers.  Details will fall out of the topics and specific topics will yield discussions into additional subjects to follow the rabbit down the hole.  Yes, it is a maze, and amazing, of the in-depth nature of this information.  
Let’s start with questions… lots of them.  Following the list of questions, the individual questions will be printed above answers.
· What’s it going to cost? $$$$  

· Can you make money with a single head commercial machine?
· What do I NEED to be in the embroidery business? 

· A machine

· Threads

· Hoops

· Backing/Topping
· Designs

· Some Basic Assumptions

· What do you need for an embroidery business? 3 NON-tangible items …

· An Idea          Customers         A desire to provide good service

· External Marketing Tools

· What it takes to make money with a single head machine?

· Contract Embroidery … Get Help!

· Great Customer Service

· Item/Garment Sales with Embroidery

· Competitive Pricing (a little high is ok)

· Time Management

· TO Digitize…. Or NOT to Digitize?

· Niches or ???

· Pricing…You Need it

· TAXES

· Networking… A Must!

· Time and Money

· The Reality of Embroidery

· Additional Pricing Considerations

· Room Space
· Hardware
· Software

· Support Equipment

· Support Services and Organizations

· Garment/Item Vendors

· Design Companies

· Formats

· Training
· Tricks
“In Embroidery-land, there is no Utopia!”
Questions and Answers
What’s it going to cost? $$$$
How much do you want to spend?  Equipment (sewing heads) can be bought on internet second hand at a good negotiable price. New equipment will cost more, and at times the vendor may arrange financing. Supplies are paid for at full price.  Designs my be financed – vendor options.  There is no straight answer for this question.  See the details of options in the vendor question.
Can you make money with a single head commercial machine?
In the early days of learning the equipment (training), understanding the software, and becoming comfortable with your new purchases, it may take couple of months to “get the feel” of your new adventure.  As the word gets out, “you are in the embroidery business”, (see marketing efforts), your revenue will increase (see pricing). (remember the rabbit hole!)?
· Keep your overhead as small as possible and practical.  
· When starting out, get thread colors that are used often.  
· The machine supplier may provide a start-up package or recommend an assortment for starting out.  You certainly do not need every color on a manufacturer’s color chart.
What do I NEED to be in the embroidery business?
That’s why you bought The Embroidery Handbook…. Keep reading!

A machine
There are several good vendors available for equipment.  If you are new to the industry, negotiate a package deal, equipment delivery – INSIDE YOUR FACILITY (not to your door), training of the hardware and software, a machine stand, maybe a package of basic supplies to get started with for training, and contact information for maintenance or questions and answers on “HOW DO I????”  A vendor section?
Threads
The vendors who sell embroidery threads usually attend the primary trade shows. (see trade show section).  Learn the difference of POLY, RAYON, COTTON, and other thread types. Each vendor’s thread is substantially different than the other vendors. The most important statement in your selection of threads is “Whatever manufacturer you select – stay with that company”.  You will create many headaches for yourself having your machine set for vendor A, and trying to run vendor B threads – the tensions are different and your system does not adjust to automatic thread tensioning, without you tweaking the dials. Do not forget to buy a thread rack for the spools and cones. SEE TRICKS for additional storage.  VENDOR
Hoops
Hoops are needed to provide stability to the garment being sewn.  There are numerous hoop sizes, styles and capabilities.  I.E. There are pressure hoops that should be applied with a hooping table. There are the newer magnetic hoops – don’t get your finger near the clamp or your pacemaker. There are the snap hoops with pressure setting for specific types of fabrics.  What does the machine vendor provide with the basic package.  Learn you craft, research your options.  VENDORS
Backing/Topping
Backing is needed for the backs of garments for thread stability, There are various types and colors of backings depending on garment weight, stitch count of the design and “itch factor”.  IE The design will be sewn on a polo shirt (worn with no undershirt and will be up against the individual’s body – you would want a softer backing component.)  Topping (aka solve [pronounced solve VAY]) are used when the garment is a bath towel, very porous, the stitches need some support from sinking into the fabric. This is a washable item and will keep the stitches on top of the garment will be dissolved when water is applied to it. VENDOR
Designs
You can buy a full collection of designs, or you can buy smaller design packets of (whatever quantity you may need) IE the Christmas pack of designs may be 12 designs to get started with before expanding into a larger selection of Christmas settings.  The vendors are trade shows are reputable and have a good selection of design types. The internet vendors or websites need to be monitored more carefully for viruses and potential payment abnormalities. VENDOR
Some Basic Assumptions
In the embroidery business – ASSUME NOTHING…. Ask questions and expect a straight answer.  DO NOT ASSUME ANYTHING.  Does this purchase have free delivery?  Will you deliver the material inside my shop?  How many training sessions do I get?  ASK>>> until you  are satisfied and understand the answers.  DO not use the term “I assumed you were going to do….”  Do not assume anything.

What do you need for an embroidery business? Some NON-tangible items … 
An Idea          

What made you want to get into this business….. I like to sew  OK SEW WHAT… baby clothes,  blankets,  monogram shirts… do not get in without an idea.

Customers    

Do you have a potential customer base envisioned…. Hospitals, Doctors offices, monogramming for a dry cleaner… where are you going to start looking for customers?

A desire to provide good service - good service on a timely basis…. 
Customer said she needed the garment by Friday at 2PM….. don’t miss the delivery, she may be getting on an airplane at 6PM… YOU won’t know that… DO NOT MISS THE DELIVERY TIME.  Good service, looks great, you’ll get paid with a smile.
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You need some business savvy - All of your expenses are tax deductible – so keep your receipts and records  
You need to be a shy and aggressive person - Can you introduce yourself to a stranger – “Hi, I’m Jim and I have an embroidery business that specializes in custom embroidered shirts.  Here’s my card.  (and the conversation has begun…)” and remain passive in tone and firm in intent to further discuss the client and his potential embroidery needs.  Do you have a hobby or special niche to begin your embroidery marketing efforts? 
AND you need a little luck too!  End of story… we all need this!  Like real estate, the ultimate success comes from location, location, location – you have to in the right spot at the right time, “We just order those last week” or “Hey, great idea, I’ll take 12 hats in red”

External Marketing Tools
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There are quick external marketing tools you MUST have immediately. 
· Business cards – everyplace you go – be ready to hand out a business card, grocery store bulletin board, church meetings, doctor’s offices, let folks KNOW you are in the embroidery business.  Sample of business cards using both sides, and retractable pens.
· Call everyone you know and tell them -  I’m in the embroidery business, “Who do you know that may use my services? 

· Personal circle of friends, social clubs, flower groups, business associates, and the list keeps on coming….. make calls!  
· Retractable pens with your company name and phone number (maybe www site too)?  Put a pen (or 2) with each order going out the door.
· WEAR embroidered goods – shirts with your logo (did I mention you need a logo??), jackets with your logo (there it is again!!)…. You’re in the business – WEAR IT.
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Plastic signs for each side of your car – not very expensive 
· A company phone number – get a cell phone number – easy and inexpensive – answer it “XYZ Embroidery” – just watch – somebody will use XYZ Embroidery!!!! Be sure it’s charged everyday.

· Get a web site – find a teenager to help you.  You need a www  address and good image site.  Not too expensive – show samples – look at your competitor or other embroiderers sites.
What it takes to make money with a single head machine?
Initially, it takes practice and dedication.  Folks will find you, when you pass out your cards – everyplace you go, and whoever you tell… DO NOT BE Bashful…. MAYBE an inexpensive ad in the church bulletin might pay off???  Print media, in general does not payoff. 

High production capability - Modest quantities, with quick re-loading, and clean trim outs are High Production features. Jobs with these characteristics will get you the most profit for your work.  Quick re-loading an item or garment requires you to buy at least 1 extra hoop of your most used size.  While an item is sewing, you have the next hoop ready to “pop in” when it stops sewing. Then un-hoop, and clean up.

Contract Embroidery … Get Help!
What is contract embroidery?  There are 2 versions to this statement. 1) You embroider something for someone or some company who will resell your embroidered product. 2) You need a company to embroider an item that you intend to resell.  In both cases the cost of embroidery is below the retail selling price so both parties have “margin room (aka profit)” for the retail selling price.  Again, both instances require the support and help of a contract embroiderer (with numerous heads) to produce the product.  A perfect example on how to make money and never touch the garment.  Client comes to you to embroider 120 hats, needs them in 10 days.  You call NNEP for help. If you have to ask who or what is NNEP – you need help – go to the VENDOR section.  They say, call XYZ company, XYZ company orders the hats, sews the hats, and ships you the hats in 5 working days.  You deliver the hats ahead of schedule, client loves your service and pays you your asking price.  (less deposit –see lessons learned).  They don’t know you had the hats sewn at XYZ company – they don’t care.  You made a couple of bucks and didn’t drop a stitch. 
Important points:
· When the job is too large… get help – carefully
· YOU Deliver & Pickup from the contract shop.
· YOU Recheck the quality of the job.
· YOU Remove all signs of contractor work.
· YOU Get paid your fee from the customer
· YOUR customer does not know the contractor
· MORE contract work, defines future expansion
· Get full price options i.e. Unpackaging, Embroidery, Steaming, Repackaging, etc

· References of his work and timeliness

· Who is responsible for losses or damages?

· Will the contractor sell his work to your customer?  (Cautious point here - Selling behind your back! Get it in writing.)

· Consider travel distance from YOUR location and hours of operation
Great Customer Service
See example of Contract Embroidery…. Great customer service.  Delivery of product to the customer, on time, they ordered a shirt, you delivered a shirt and a hat.  (bet you get an order for hats too next time)!!  Did a sew out first for approval, then sewed the order to match the proof the customer approved… no mistake in colors or quality. (see lessons learned).

· What does the customer want?  Thread color, placement, border designs, whatever is reasonable and practical, and you can price it to meet the demand.
· Pickup and delivery are equally important.  
· ALWAYS meet the delivery schedule!
Item/Garment Sales with Embroidery
Customer want his logo on 10 shirts.  He brings you the shirts, you sew his logo (see lessons learned on logo sewing!!). you sew the logo on 10 shirt, get $5.00 per logo and collect $50.00. 

Same customer comes to you to sew his logo on 10 shirts and tells you the sizes of the shirts he needs.  You order the shirts (probably pay $15.00 for a good quality shirt), sew the shirts and get paid $300.00 for sewing 10 shirts that cost you $180.00 (price includes shipping from supplier).  Yep there’s a buck to be made in the business.  (back to lessons learned re: deposit on order).

Competitive Pricing (a little high is ok)
There are pricing software packages which include a recommended starting point for new embroiderers.  It is a starting point for your consideration. Eventually, you may adjust the prices to be more in-line with your area, or price policy. It’s a start…. 
Time Management
· A time to sew
· A time to make calls
· A time to order garments
· A time to market your business
· AND DO NOT FORGET…. A time to plan a family function!
· Organization will become a large part of your success!  Where did you put those red hats? Anybody seen my scissors?
TO Digitize…. Or NOT to Digitize?
Digitizing is a mastered art-form.  You may want to buy the software to learn the basic features of sewing-pattern-characteristics for future use – just in case you need to “widen a stitch, or improve the sewing capability”. Equipment and software sales may want to bundle the package for sales leverage.  You decide what is best for your production environment. Contract digitizing is available from some excellent sources.  Scan the image, send the image to a digitizer, and get the image back – digitized in the format and specifications you provided – in 24 hours or less.

· If you are just beginning in this business – Do not digitize your customer designs.
· Purchase your digitizing service from good commercial digitizers.  You may want to buy the software – if you can get a good deal. You will need to practice this feature, both for lettering and for custom logos or special designs.
· It takes time to acquire digitizing expertise.  You need time to practice.
· When you are digitizing, you are not sewing, and when you are not sewing                    you ARE NOT making money!
Niches or ???
What is NICHE embroidery?  For example, if you specialize in embroidery of baby (new borne products, blankets, hoodies, bonnets) – that is a niche for hospital / gift shops / new parents sales. Maybe you sew and monogram doll clothing – another niche. Niche embroidery is a specialized art and it can be profitable.

· Determine if you need specific designs for your sample sew-outs.  I.E. are you going to specialize in monogramming, or equestrian sew-outs, and then you may want to purchase specific design packages.  The Internet has several free designs available for downloading.   OR you may want to contact the design houses for your specific items of interest. GO BROWSE!
Pricing…You Need it
You need a pricing formula and price list for services rendered – your sewing time.  You must setup your retail price structure for garments and items you provide your customers.  If an item’s wholesale cost (your cost) is $8.00, what are you going to charge your customer?  In the retail industry, the term “Keystone” pricing refers to the doubling of the wholesale costs.  So, the $8.00 item would be sold for $16.00 PLUS embroidery.   Or you may want to say $16.00 and it includes embroidery. (variables here include stitch count, extra effort tasks (steaming or folding). Pricing software should include a price chart and guide to allow for cost of goods markup, embroidery fees, and several ancillary charges, ie digitizing fees, delivery charges, and sales tax.  (Don’t forget the gov?). Get a pre-printed invoice form for pricing details – look professional, and be sure to sign and “Thank you” on the invoice.

TAXES
You may need to contact your state department of revenue or taxes to establish a business license to collecting sales tax.  You must learn what is taxed – 
· just the items you bought to be sold to the customer
· the decoration of the item you bought to be sold to the customer
· the labor of sewing the design on the garment you bought to be sold to the customer
· JUST the labor of sewing the design on the garment the customer brought or supplied to you
· additional services (like the digitizing you purchased from an outside source and added a fee) 

You need information – each state and/or county is different.  Suggestion, get in touch with a local CPA Accountant for specific details and enlist his / her help on this subject.
Networking… A Must!
Visit members your local business community.  Ask to attend a chamber meeting – you’re considering joining…. Most chambers have sliding dues amounts. Bargain for the economy package… you still get access to the chamber membership.  Is there another embroiderer there all ready?  Friendly competition doesn’t hurt.  You may make a friend in the other embroiderer too! (Remember – shy – aggressive put it in use here).  Also, get on the www and search for groups with your embroidery characteristics, machine type, special software features, etc. Attend trade shows for embroidery or garment decoration.  Join the NNEP!!! www.nnep.net  – check it out – a great network of information.
· You need to establish suppliers for garments, threads, and backings 
· Collect catalogs
· Find the thread that you like best
· Sew different samples of backings
· Try to get case prices
· Look for NNEP,  buying discounts
· National Network of Embroidery Professionals www.nnep.net
Time and Money
Let’s establish a baseline for time and money:

· In an 8 hour day there are 480 minutes, which correlates to a sewing head running at 600 stitches per minute = 288,000 stitches which may be sewn in a single day. 

· Some embroiderers sew at $1/K ($1 per thousand stitches sewn) – so you would make $288 – working full time, non-stop smash mouth sewing – 

· NOT PRACTICAL!  But using the base of 288,000 stitches of sewing potential in a day, let’s proceed.
· Let’s say you actually sew 50% of the day.  The rest of the day is; set-up, tear down, phone calls (placing orders for material, and taking customer orders), eating, and various interruptions.  That presents the possibility of making $144 per day.

                   $144      daily income

                  x     5      days in a week

                   $720      Potential income in a week

                   x   52     Weeks

               $37,440     Estimated Gross Annual Income
· The reality of embroidery is you may sew an item (left chest design with 5,000 stitches) for $8.00. (This depends on your local community demographics for pricing and availability.)
· At $8.00 for a left chest with 5,000 stitches – it just exceeded your $1/K estimate.  
· How many $8.00 charges can you sew in a day to make $144.00?    Answer 18
· Running at 600 spm, = 90,000 stitches = 150 sewing minutes = 3 hours a day (with sewing overhead i.e. hoop swaps, thread breaks, etc). 
· Yep – even with one head sewing at 600 stitches per minute – 4 hours per day!  YOU CAN MAKE MONEY WITH A ONE HEAD MACHINE.
· There are various ways to present this information, but the most fundamental is broken down to the total capability of the equipment – regardless of the job and/or customer.  
· If you do not have the output capacity, you cannot evaluate the “IF Syndrome”!
Additional Pricing/Expense Considerations
· Printing expenses will be incurred.  
· Most of your material can be created on your computer.  
· Don’t make it look cheap; you want to show quality workmanship.  
· Use a professional to provide good marketing images.  
· Go barter with the printer!  
· Create a line item for advertising material expenses.  
· Get prices so your estimates are valid. 
· Determine operating costs, daily, monthly
· Charge a SET UP Fee (optional consideration)
· If “Extra Services” are needed – charge for it
· Keep records of production, quantity, number of stitches per job, per day.
· Costs / Production output (number of stitches) = Cost per K stitches  (compute with daily figures) 
· In all practicality, You will work (sew) more than half speed! 
· The bottom line of making money with a single head machine is focus!  
· You have to take small steps – get small wins, and stay focused for each challenge.
· Learning the software and machine.
· Meeting new people who may become customers, learning the concept of embroidery and what CAN and CAN NOT be embroidered, and building a support network of fellow embroiderers.
· Each task must be accomplished with dedication and the conviction that “Embroidery is my Life!” 
And you will make money.
The Reality of Embroidery
You need to practice with your equipment 2 – 3 weeks of good hands on for hooping, sewing, threading the needles, setting the timing, oiling the equipment, clearing thread jams and overall operational traits. Basic grab it and learn to take care of your investment. It’s gonna feed you…. Treat it nice! 
Room Space
How much space do you need to embroider a shirt on a single head machine? Answer – all the space you can spare!!!  With computer tables and systems, to hooping areas, and sewing/trimming, and shipping space for boxing up the items…. Bigger than a closet, smaller than 2,000 square feet basement!!  You need space to moving around the equipment without straining or injuring yourself.  Embroidery and any support equipment need space to “lie flat” and be workable, whether it’s a box in which you are placing finished embroidered goods for packaging and shipment, or a space to trim out and fold completed garments – be realistic and life will be a little easier in “YOUR OFFICE”.
Hardware
You need a single head unit –a multi-needle sewing head.  Based upon the supplier – everything may be included in the price!  Hoops, enough thread to sew several designs, design packages, sample garments or non-wearable items, etc, etc.  Shop around.  
Be sure your purchase negotiations include:

· Inside delivery of the equipment be specific – floor and room.   

· Training – how much, when, where, local?

· Warranty specifications – “carry in”, on site (maintenance done at your place of business Or  your home?)

Software
In today’s world of the public’s eye of embroidery and embroiderers, “ya just put the picture in da computer and it makes the thread picture – right?”.  Your quickest explanation is “YES”, I can do that”.  And our world runs on software from several vendors and suppliers of editing, imaging, design transferring, sewing, and shipping – all of which are needed to “makes the picture – right?”.  Most hardware vendors (sellers of embroidery sewing heads) also sell a particular level or levels of embroidery software. Each vendor claims, “their software is the best – and easiest to learn and use” – of course.  Before selecting your embroidery software, see more than one demonstration of various suppliers of software operation.  The following topics can be placed in a matrix for your evaluation purposes.  These topics are ONLY a few of the several features and/or benefits of embroidery software.  Pick the topics you NEED that will best fit your sewing intentions.
· Lettering fonts (which are supplied)

· Lettering formatting

· File format extensions ie EMB, DST
· Saving features

· Image digitizing from a bitmap/JPG

· Image imports

· Screen sewout imaging

· Other features you like? ______

Call your friends or associates in the business for hands on recommendations.  What do you like about your software? Would you buy it again? And, what don’t you like about it?

Be sure to take good notes.
Support Equipment
Your most trusted item of support equipment is – YOUR SCISSORS. Select one or two pair you can easily use to quick trimming, thread cutting for needles re-threading, design single thread removing, and for bigger jobs, like cutting backing squares – yep, it’s the scissors.  You’ll need some other equipment also.  Definitely a box cutter to open shipments of garments to sew, a steamer for garment cleanup  of hoop wrinkles, a hooping system (either pressure or magnetic – or both?), some tools for frame adjustments (probably metric wrenches [“L” or “T” types], and USA [adjustable] sizes), a couple of marking pencils for hoop centering, and equipment oil for the once-a-week shot of machine lubrication.  You will need a sense and place of organization for these tools. Keep them handy and in the same place every time.
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Support Services and Organizations
Our most important customer came to us from an association located in Washington DC.  A phone call asked about our capability to embroider “a glove”. Of course our response was “of course”. And the client shows up with a baseball GLOVE!!  It took a little creative hooping and testing, but ultimately we provided the product on time. And I might add, we were paid well beyond the quoted price, because the client appreciated our work and effort. 
Garment/Item Vendors – trade shows
This topic is best described as the trade show circuit.  Bring a box or bag on wheels, visit lots of folks, get lots of catalogs, and learn what is available for you to decorate.  Experience will only be gained by getting out in the arena and visiting with the populace and vendors.  Which vendors have show specials, who offers free shipping (a very important point when computing the actual cost of the item/garment), is there a minimum order quantity or what is the price break for x-quantity? Who has 1 day shipping and is located NEAR you?  What is the retail price of the item, and what’s a logical markup value?  Again, lots of questions to ask in your first year of the business – make notes and keep records of who you speak with from each vendor.  Collect business cards. 
As for the trade shows themselves, the embroidery industry has about 6 to 10 trade shows a year located throughout the United States. Some are better than others, all have and share information you can use to your benefit. Find out what is best for you in the way of travel, lodgings, go with a friend/spouse, bring money and keep to a budget – what do you need? And what is on the “gee – it’s nice to have wish list”.

The most important point of attending a trade show and to keep current in the industry for equipment and garment-vendors are trade show magazines.  Sign up for everything you see and build an information library.  Eventually, you will sort out what is important to you and your business. Most trade show magazines are free and have no subscription costs.
Do not go to a trade show empty handed! Have lots of business cards to pass out. Let folks know you are a “rookie and new to the business”.  Ask for samples, or ideas to make your embroidery business successful. Be pleasingly bashful.  Attend seminars at the shows – really great information is available for the asking. Get business cards from other embroiderers. Keep track of the good seminar speakers – you’ll want to visit their lectures again.
Design Companies
Where can I get a design of “A Pig wearing lipstick?”  How about a “Canoe on a lake”?  There are thousands of designs available for the embroiderer. The trade shows will have to more popular and well established design vendors with various “show specials” and design packages, ie special alphabets, or Halloween sewouts. The sell full sets of their products, or point you to the WEB for individual design purchases.  You decide what’s best for your budget and customer base – horse folks, boaters, sports people, etc.  Be cautious about web base suppliers – have a virus protection software package installed on your equipment as a precaution. 
Formats
Embroidery software saves a digitized image in a specific format. The format is identified as a file extension.  There are several extensions – 3 characters following the design file name.  IE - You have used a file from a design company named “DOG”.  You imported the “DOG” file, put “rover’s name” under the dog image and now what to save the image file.  Your particular embroidery software may use one of the following design extensions – EXP, DST, EMB, STI, STX, CND (not all extensions are listed here).  They are unique to your embroidery system software.  A good point to know – MOST systems have the ability to import other design file extensions – initially, you’ll have to ask your supplier – but the “SAVE AS” feature of your software will identify what format extensions are allowed with your embroidery software.
Training
As in life – the more you do a single thing, the easier it is to do that thing!! Practice does make perfect – especially in the embroidery world.  When you buy a new system, get the training provided, learn, take notes, do it again, change the needle plate, feel comfortable about handling a screwdriver, or removing and installing a new needle.  It is not JUST the software you must deal with in this business – it is a full service business you must be comfortable in handling numerous subjects.  Find a way to thread a needle that is comfortable for you if you wear bi or tri focal glasses.  NOT a JOKE – some men have bulky finger structures and can’t hold a piece of thread easily – use a tweezers to help.  LOTS of options to accomplish the same feat – not sure – ask someone – back to networking again.

Using embroidery software is nothing more than repetition and practice. The more lettering you add to a design – the easier it is to adjust the density and sewing characteristics. Again, the more you use the software, your mechanics of embroidery will be an automatic function.  The execution is relevant and applicable to the digitizing activities also. 
Marketing hints
Embroidery marketing is an oxymoron…. Similar to “Military Intelligence” or the ability to fertilize an idea with a “manure spreader” – hints come from several places and situations.  
For example, (do not make a cold call – going into a place of business you have never been in before and “try to sell your embroidery services”.)  Maybe it is possible to obtain the business logo, get it digitized and go into the establishment with a sample hat, business cards, and introduce yourself and provide the owner with a sample of your work. NOW you have his interest and a discussion will give you an opportunity to discuss your embroidery support for his company.  
A second scenario places you in a restaurant and you notice each wait-staff member has a embroidered apron. You meet the manager, and ask if you can provide an embroidery quote for future aprons? You see the restaurant uses embroidered goods, you want an opportunity to quote on the items. 
Each embroidery environment is different and is addressed separately – the hint is in the observation of the event. How creative can you be? Do you have the capacity to provide the embroidered services?  In the second scenario, you would be hard pressed to find out the owner has a chain of restaurants and needs 100 aprons in a week!!  Realistic – nope – but given what you have read about for networking – a possibility – now define the delivery parameters, etc.

The single largest hint in marketing anything is to be flexible in the sale of your product, whether it is in price, delivery, packaging, or ????  What are your options, and how do you address and present your options to the buyer.  If you need help, or a sounding board for this exercise – your network of associates might be able to add a glimmer of light to the discussion.  Press on – gingerly.
Tricks
Soda Straw
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You have a modest sized working space, backing, threads and hoops align your walls – and you’re running out of storage space for additional spools or cones of thread.  Rolls of backing are equally becoming clumsy to manipulate.  You do have thread racks to hold your spools. 

A simple soda straw – cut to just under twice a spool height will increase your spool storage space.  See photo example.
Notice the peg board frame mounted to the firing strip on the wall, the peg board silver hook holding the thread rack, and the soda straw double stacking the red spool of thread.
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Backing can be held up by closet poles braces and clothing poles cut to length. The braces are different sizes so there is a stackable effect when screwed to the wall.  Tie wrap straps also reduce the brace from sagging downward.
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Thread racks & frames

Thread racks can be bought from your local sewing shop or from thread suppliers.  Mounting the racks on frames is a simple matter of using a 4 foot by 8 foot peg board, cut in half (yielding 2 peg boards 4 foot by 4 foot).  Using building firing strips ¾ by 1.5 inches, cut to length around the peg board squares, securing the peg board to the strips with screws, then leveling and screwing the peg board (mounted on frames) to the wall, will provide adequate space for the peg board clips to hold thread frames, hoops, and an assorted array of embroidery/stuff on the walls.
Binder clips

Lessons Learned

Deposit comes with the order

You have taken an order for 8 shirts, logo left chest with specific colors and sizes.  You quoted $25.00 per shirt, to be delivered next week.  No problem, you leave, come back in a week and the owner says, “I got them cheaper from ABC company, thanks don’t want your shirts – good bye.”  You, embroidery person, are screwed out of the cost of the shirts (probably about $100.00) and your time and effort.

Under the category of Lessons Learned – 4 points. 1) Write the order down in front of the buyer. 2) Ask the buyer to sign the order. 3) request a deposit for the order (usually 50% or enough to cover the cost of the shirts – wholesale price). 4) Tell the buyer when you will be back with a sample sewout of the logo for his approval.

The “I’m sorry story” will not occur again if you follow the 4 points because the buyer has spent money (the deposit) for you to buy his shirts.  He will approve the sewout color proof so he cannot say, “That’s not my color scheme” because the buyer approved (and you had the buyer sign the back of the proof sheet) so all his colors match the specs.  And you delivered ON TIME.  This is a tough lesson learned… I will happen at least once in your embroidery career… and sew it goes!!
Sew-out a proof for a large order (more than 1)?

Similar to the lesson learned about I got a cheaper price, the next method of getting you to reduce you price AFTER you sewed the shirts, is the story of – those aren’t my colors, I wanted a deeper red, but I’ll take those off your hands for $x.oo (or you will be stuck with lots of shirts!!!!).  Don’t say it won’t happen – it does frequently by some unscrupulous buyers. They get your shirt for a much reduced price, or you eat the deal, leave and kick yourself driving home.

Lessons learned in this case are 3 fold. 1) When taking any order ALWAYS have a color chart on hand.  How do I sell embroidery when I am color blind!! - Hold up the color chart and say, “What color do you want on your shirt? – pick one, Write the number of the color down on your order.”  THEY PICKED THE COLOR – not me. 2) Always come back with the color chart and a sample sew out for the customer’s approval – sign here please. 3) Learn about Photo Matching System (PMS) color numbers…. My PMS number is 185 – just match that –OK you say (most color charts today have a cross reference number of PMS to their color number system. PMS 185 is a deep red – easily matched off the charts.  
When presenting a proof sewout, it is a replica of the actual sewout, trimmed, cleaned up and inserted into a glued wooden hoop – suitable to hang on a wall or sit on a desk. It’s perfect or I don’t present it, or we sew it again.  Small wooden hoops are less than two bucks at a hobby store (we keep them on hand just for this reason).  Do not tell the customer, oh we’ll clean that up later…. etc….. 
Marketing Information
Mobile Embroidery – what a trip!

By Jim Serritella 

E-Z Stitches, Inc. 

INTRODUCTION 
And you want to do Mobile Embroidery… and you’re not sure WHY! This article is for people who may be thinking about Mobile Embroidery and are not exactly sure what to do, who to see, or where to go for ideas, concepts, and lots of questions! Mobile Embroidery is not for the faint of heart. It definitely is a two-person (or more – three is nice) effort, to load, roll, and service the masses of folks stopping at you’re trailer (or mobile office). This article could be dry and boring, but I will not allow that – so I tender a little quip –every now and then. 

First the facts. E-Z Stitches has been in business over 20 years. We entered the rolling world of Mobile Embroidery just over 2 years ago. We are, what is known as casual Mobile Embroiderers. We go out two or three weekends a month for outdoor or indoor shows. There are Mobile Embroiderers who make a living doing Mobile Embroidery full time. 

If you are a retired couple, and want to see the USA in your BIG towing vehicle, you could do this full time. It’s a little more difficult to explain, but you get inventory shipped to a local holding agent or show office. It takes good logical planning to do this, but it is absolutely possible to do. 

You will see the Pros and Cons of Mobile Embroidery. But just like the saying “Beauty is in the eyes of the beholder”, I do not want to judge your vision for what you may know is a lucrative effort, just ripe for a Mobile Embroiderer. 

This is a lengthy article. But it covers what I feel, are needed topics for the people considering going Mobile. Here is of subjects that you’ll find in “Sew It Goes” part 1. 

• Two stories 

• Is it profitable? 

• Full cost analysis 
• Expensive toys 

• Cons 

• What event should you really go to? 

• Smell the keyboard smoke? 

• What is Mobile Embroidery? 

• We embroider YOUR material – here 

• Tear-down / Set-up time 

• Can you fix it? 

• How much, and what type of apparel do you bring? 

• Questions – that need answers 

• Travel Distance 

• Be ready – Just in case 

• Events 

• Need Help? 

• Production Control 

• New trailer concept 

• Storage 

• Heavy it up 

• What does it take to be a Successful Mobile Embroiderer? 

• More questions 

TWO STORIES 
I want to relay two true stories to you, so you can see the depth of the Mobile Embroidery environment. These stories, or their related principles, will appear throughout this article. 
· It was a Saturday morning; we’re pulling into the driveway of an outdoor horse show – a schooling show, lots of novice riders all ages. We had placed the trailer the night before, so all we had to do was “open up” – place and turn on the generator, open the concession window, set up the computer, put out the hat displays, and finish putting up the tent. All in all – about 20 minutes work. I looked at the possibilities and said to my wife, Betty, “We aren’t gonna make $20.00 at this show. It’s empty!”. Grumble, grumble….. We parked the Bravada, (Oldsmobile, like an Explorer- good weight distribution to pull the trailer.), and began setting up the trailer for the looooong day. I had to work, and walk, around a gentleman standing near the trailer. Pardon me, excuse me, and oops didn’t mean to bump you, “By the way can I help you?” “Yes, I was wondering if you sell embroider tee shirts.?”, “Sure, What would you like?”, “4 dozen gray, in these sizes. I need them by Tuesday, AM.” As luck would have it, we just got in 5 dozen gray tees, in the sizes he needed the preceding day, Bingo - $500 sale. And we were not even plugged into the generator yet!! I kept my mouth shut the rest of the day! 
· We went to an event that was supposed to be “big business” in the world of Pony Clubs. Small horses, small riders, and lots of expected business.  WRONG! $20.00 1 sale all day! Bad vendor placement. PERIOD. The vendors were up on the opposite end of the event pathway. And as a result, everyone lost out. And we don’t go there anymore. 

Why do you want to do Mobile Embroidery? Let me tell you, MONEY, We like people, and to have a little fun! I’ve heard those lines before, “Come here often?” What seems a little cynical is in your best interest, and it should let you look inside yourself for a more reasonable answer, that YOU can live with. Are we having fun yet? 
The reality of Mobile Embroidery is a double edge sword. You work hard, make a little money, and try to be upbeat when things go wrong. You meet some great people. From the elderly farm-dressed (polite expression there) gentleman who wanted a hat to match his granddaughter’s riding colors, and eventually spent several hundred dollars outfitting his granddaughter in her colors, to the lady who reeked in diamonds and wanted the lowest price available for a hat embroidered on all four sides…. You will meet them all, and you won’t see them coming - until it’s over! There are stories to tell that will tell you lessons to learn. Do you like to “People Watch”? 
IS IT PROFITABLE? 
Is there money in these events? IS IT PROFITABLE?! Cut to the chase they all said… OK – here are the facts. I sell embroidered hats in the Washington DC metro area from the trailer for $28.00 each (front side only, add $5 for each other side). Can you do that? Will your market tolerate those prices? ONLY you can tell. But – do not under estimate yourself, your product or your new feature of “Being Mobile”. We sell that same hat from our shop for $12 - $16. What did it cost you to get to the event? What was the space rent? Lodgings? Meals? Extra expenses to park your tow vehicle. Are you paying for the expenses of your help at the event? How much do you think that event will yield in gross sales? Is the effort realistic for the profit? And that answer will give you the answer to the second question of this paragraph. In most cases – the answer is yes, BUT, and I must reiterate, BUT sometimes, it’s a loss. BUT, you made good future contacts that will provide good sales. AND there is the subjective answer of, It is profitable! Read on. 
· A man ordered a 6-panel hat with a U.S. Marine insignia. He was local. I delivered it to his office. Not a problem, when he handed me his business card, I learn he is the president of a large company. Within two months, his firm ordered, over $2,000 in merchandise. Was the Mobile Embroidery day a success? It was questionable when we drove home. BUT – look at the overall results. 

FULL COST ANALYSIS? 
If you do not have the ability to perform a full cost analysis of this business venture, then I would suggest you get some assistance from an accountant, or banker. You are about to embark on an expensive effort. Cost estimates are from $8,000 to $25,000 to buy and equip a trailer. If you rent a trailer to sell already embroidered material, the financial outlay is substantially less. How often do you want to go mobile? Can you sustain a $300 to $700 expense each month? Is it reasonable for you to expect $400 weekend revenues? What happens if the event is postponed or cancelled? Lots of financial questions here, and you (and some help) should be able to answer them and make a sound financial decision. In this area, not to bore you – I could write a book! 
EXPENSIVE TOYS? 
To revisit the profit picture, and your goal is to make a buck or two, Let me put an image in your mind of “EXPENSIVE TOYS”. (Work with me a minute… you’ll get the picture), EXPENSIVE TOYS… Antique Cars, Horses, Boats, Fishing or Hunting (outdoors men and women sports), Planes, Guns, Motorcycles, Dogs, Cats, Ham radio “Hamfests”, and Race Cars, Tournaments (all types – Martial Arts, Soccer) get the picture… These people spend money, on their toys, themselves, their spouse (don’t let him see it yet), their children, and on their animals (cars and boats included). AS OPPOSED to, much larger crowds, of fairs, and carnivals that the more affluent people walk by with their charges, in order to get to the rides. Ladies and gentlemen, there are magazines on every one of these topics. And magazines lead to lists of events and local clubs, and that leads to a human to talk to about being a vendor at the next show…and on and on it goes…. You want to go to an event. Do research, just like Sherlock Holmes, you have to dig a little to get a lot. AND DON’T forget the WWWW – Wonderful World of the Wide Web! Got questions, Ask Jeves, Dogpile.com, Snap.com, and all those other browsers out there. Lists of events are there for the looking. Church bulletins, community events, craft shows (show the embroidery colors… meet people), yellow pages, country clubs (not so much for the Mobile Embroidery, but general stuff too), Do you have a fair grounds in your area that rents its facility to “Special Clubs”?, A Convention center? (Watch for hidden setup costs from unions to set you up to plugging in your systems). I’ll bet there’s a web site for the fair grounds or convention center. How ‘bout rodeos? Yep, pard, we even stitch up the ripped shirts too. Don’t forget a straight needle to mend buttons. (Seems too logical doesn’t it?) There are countless events to go to? 

CONS 
AND now the CON…. Do not go in over your head. Do small shows first, get a system going and expand from there. Who takes the order? Who sets the design? In what box is that style hat? Where is the yellow hat? This secret will appear in a few more minutes. Our first show was a 10 day county fair. What a mistake that was!! We jumped in at the same time they were handing out rocks to go to the bottom. WOW... What a lesson in pain, strain, and over estimating in inventory, under estimating in staffing, and no lesson at all about rain control. (Learned that lesson – got it whipped now!) 

WHAT EVENT SHOULD YOU REALLY GO TO? 
Do you know anything about horses? Can you tell a Trakenner, from an Arabian, Do you know the difference between a ’57 Chevy Belair, and a ’58? What do YOU like to do? What do YOU have expertise in? YEP – or you can fake it, and learn real fast!! But you better learn, or the natives will know there’s a tenderfoot in the arena. And when they look in the design books for that special horse image, don’t point to a hunter jumper going over a fence and say “steeplechase?” And that’s not to say you can’t learn, ask around, talk to friends, get breed emblems for horse shows (they are thoroughbred design symbols), and long thin things at car shows are called “Rails”. Can you say, “Street Rod”? Clue, it’s not a gun! It is possible to fit in, just takes a little more learning on your part. Another clue, … WWW again, damn those computers! Think bigger here. Dogs, cats, any type of show have their idiosyncrasies, you just have to be patient and it’ll come to you fast enough – if you try! 
WHAT IS MOBILE EMBROIDERY? 
Mobile Embroidery can be presented as two concepts. 

· First, You fill up your trailer with goods already sewn, put out a table of nice garments, sell them, take orders for special orders, AND you’ve got Mobile Embroidery. 

· Second, You fill up your trailer with one or two sewing heads, take blank goods (and some already sewn stuff), put out a design book, take orders and sew on-the-spot. 

I think you get the picture. Why take a machine(s) to do Mobile Embroidery? You would be amazed at the number of people who stop by “just to look at the machine”. And be ready for more questions. How much does that cost (They are talking about the sewing head. We have Toyotas.) Looks heavy? (It is!) Do you buy those designs or do they come with the sewing machine? And you will hear lots of questions! Keep talking; there’s an order in there someplace! And most people want to buy it now, also known as the instant gratification syndrome. 

If it’s possible, and you decide to take your machine – YOU HAVE TO READ next month’s article. It will teach you what you need to do to “take your machine on the road” and to the show. 

WE EMBROIDER YOUR MATERIAL – HERE! 
Another reason for taking your machine is to embroider material the customers bring to you. Sign says, “We embroider your saddle pads”, (or pertinent information to the event, i.e. racing suites). We use an easel white board to post this and 2 or 3 other specials. Be reasonable what you accept to embroider. Is it clean? Is it practical to put 3 initials on a biker cap – just where he/she wants it? Do you really want to embroider that horse blanket NOW? (it just came off the horse – got the picture? Horses shed an awful lot!) Can you put my initials on this saddle pad? It used to take a long time to hoop a saddle pad. Secret here – Now, no time at all with Fast Frames! Don’t know what that is – I suggest a little digging on your part. (email me). 

TEAR-DOWN SET-UP TIME 
Are you going to sell (and embroider) – just hats? Or are you going to embroider hats and flats? Consider tear down-set-up time. With one head you have to allocate when you sew each type. “We’ll be sewing hats in about 30 minutes, may I suggest you come back an hour and it’ll be ready for you.” Very important point here – time management – keep it in mind. That is one reason we take two heads, one for flats, the other for hats, and the other, because sometimes a machine may not sew right, and just needs to be unplugged ‘cause it was bad! Is that a good lead-in for equipment repair? 

CAN YOU FIX IT? 
Are you capable of fixing your machine – on the spot! If the answer is no – respectfully - do not consider mobile embroidery with a machine in your trailer. Just sell pre-sewn goods, and take custom orders for new garments. You have to have the ability to fix-it-on-the-fly! Reasonably quickly. Or declare that you have a “dead unit” and can only take orders. BUMMER, but that is part of the reality of Mobile Embroidery. Sometimes the child acts up – and you lose a round because you’re mobile. We travel with reasonable spare parts, extra monitor, keyboard, mouse, computer, full toolbox, and a few other parts in the repair closet. MacGyver and I went to different schools together! 

HOW MUCH, AND WHAT TYPE OF APPAREL DO YOU BRING? 
The first few times you go to an event, don’t bring a lot of pre-sewn stuff. You may want to bring a clothes rack with unembroidered stock, i.e. shirts or windbreakers. You may want to sell seasonal garments i.e. are you going to an event early in the fall and want to display Halloween sweatshirts? Maybe it’s springtime and you may want to show your “Mother’s Day or Father’s Day” wares. It’s OK to run out of the blue sweats – not a problem – take orders and ship it to them. Remember that you ran out and remember the time of year and the event. Do you want to come back to that event again? Make points with the promoter; donate a garment, hat, blanket, or a gift certificate, something to the cause. It will come back as a benefit later. And I have to say this, If you’re going to a horse show – don’t bring shirts embroidered with antique cars! Bring event related material. “We don’t dial 911” sewn on a sweatshirt, under an image of a 357 Magnum, is not realistic at a Western cowpoke, cowgirl, happy trails event. See the Dakota, Floriani, or Great Notions sections of western style sew-outs. Be practical. After a couple of events, you should get the feel of what it takes to sell your goods. You add to the profit picture if you have pre-sewn material there for immediate purchase. “Would you like you dog’s name under that Schnauzer design?” - thank you very much. What product can you bring – already sewn with a design that will sell – because it’s there! Affectionately known as the “impulse purchase”. Tote bag? CD case? Ideas please? Have an eye-appealing tent or selling area, colorful, 1 or 2 chairs, a message easel – for the “specials”, display grids to hang merchandise, etc. 

A very important point in the preceding paragraph to reiterate – Do you want to come back to that event next time? Time being, next month, next year, or when ever the event is sponsored again – just down the road. Sometimes the event is moved from place to place. Car shows (usually put on by the Lions Clubs, or Rotary Clubs) set up in school parking lots or open farm areas. If you want to return next time – impress on the promoter to let you know the next date and time. Make a note – KIT! (Keep in Touch) 
QUESTIONS – THAT NEED ANSWERS 
So you picked an event, and got an idea on what to show and sell, Okay, now it’s time for Q&A. Regardless of whether you sew-on-the-spot and sell or only sell your wares, these questions are pretty generic – and important. I will offer a suggestion to help answer the question, but you’ll have to finalize the answer. 

· Do you need a permit or license to sell your wares? Vendor permits are usually obtained from your county offices. That also goes with sales tax certificates. Need one? 

· Is this an indoor or outdoor show? – It makes a difference on weather precautions, how far you may have to lug your material, tables, chairs, cooler, etc. to your booth area. Need a hand cart? Plan ahead. Can you drive in, unload or load up, and go park? 

· Do you need to bring a power generator? Even some outdoor events have outside power. If you’re indoors, generators may not be allowed due to ventilation factors, or noise. Do you need a long extension cord for a cash register, fan, or extra lighting? Also duct tape to keep the cord “on the floor” and no one trips over it! 

· Any limitations on what can or cannot be sold at this event? Hats only? Or Tees too? There may be someone else selling only flats? 

· Is security provided for the “over 1 day shows”? Do you have to package up everything before you depart the premises, or can it be modestly left out, only covered with a tarp and bungies 

· How long has this event been running? How many people usually attend this event? These give you some idea as to event’s popularity. Is it every year – for how long? 

· Can you capitalize on any pre-event advertising? Flyers? Handouts at the door – “Be sure to see – My Embroidery Company in booth 123”. Check with the promoter for permission to have entrance flyers. 

· Do you want to give a vendor’s discount for the other vendors at the event? You may need a floor runner passing out a vendor flyer, or you can mention it to the potential customer if they are wearing a “vendor badge – like you”. 

· Have you previously attended this event as an observer? Been there before? Familiar with the occasion? Have a friend who was a vendor there? Comments? 

· Is there a food concession near your area? That’s good and bad, we were too close to the eatery, and all day we smelled the BBQ. Ate a late BBQ lunch that day! This is normally a good place to be, ensure there’s adequate space between the food space and yours. Be mindful of people holding drink cups, and then handling your material. 

TRAVEL DISTANCE 
And how far are you willing to drag that trailer to get to a show? (Can you see, Mobile Embroidery is full of questions to keep asking you and your partner?) We travel about 100 miles. After that, I don’t feel it’s worth the road time and effort. But, you may be 100 miles from the next event, so – go sew. The folks in the western USA or Canada may have to go that far for a large scale, 3 day event. Extra costs to consider when pricing and estimating gross profit. Gas, lodgings, wanna eat? All part of the expense numbers. 
BE READY – JUST IN CASE 
And what do you do, if you get there and at the same event and there is another Mobile Embroider? After I came down from the celestial orbits of fury and rage, I went over and introduced myself. Sometime during the first full day of rabid activity, the other embroiderer came over and asked if I had an extra cone of white thread – yep, and I gave it to him too. He had a 10 x 10 spot, and one head and was modestly busy. We had 30 x 10 spot, 3 heads slamming away. At the end, we parted mutual friends. Sometimes you pull up your tent and get the hell out of Dodge, sometimes you stick it out – for better or worse, and like the words imply – longevity holds firm and you get over another small hurdle. After 22 years of marriage, we’re pretty offsetting, and we vote a lot. I vote we leave – Betty votes for staying. We stayed - only because we didn’t have two votes the same. It’s a mathematic axiom. Plus and minus equal minus, plus and plus equals plus. We have to have two votes the same. Had Betty voted to leave, we would have pulled out and left for home. Be ready for the situation, just in case you meet E-Z Stitches, we’ll stick it out too. 
EVENTS? 
While we’re on the subject of events, and how many events do you want to go to, and is there a “circuit or special route” to follow? Here are my thoughts. If you are going to do this full time, you should get associated with circuit of events for your specialty. If you frequent car races or shows, get to know the head people, find the troupe leader, and follow the dust. Be part of the caravan that sets up before the racers come in. You may only want to go to “every other show”. Not a problem, you will establish yourself – and believe it or not – you will create a following for your wares. Do the words; “repeat business” put a smile on your face? Again, we go out about 2 or 3 times a month. You may decide that you have to be out every weekend. Decision time that can only be answered at the time of the planning stage for the spring, summer and fall – or do you like cold too? You have to plan ahead on what events you’ll be doing and when. Driving around “looking for someplace to park this trailer”, is not going to cut it! Keep in mind the entry fees for each event. Sometimes the fees are several hundred dollars for a 10 feet x 10 feet space. Your trailer should be at least 8 feet x 20 feet, and if you put up a tent, you’ll need 30 x 10 area. Do they want cash, check, or equivalent donations? Layout concepts will be presented next month. It’s a good article too, you’ll enjoy it. 
NEED HELP? 
Regardless of whether you pull and sew, or pull and sell material already sewn, how many people are needed to support the selling, sewing, and customer service efforts at this event? Most of the time, we get by with Betty and I. And for the big 3 day event, we bring our son, Vincent (he gets a day off from class – Sophomore at Catholic University of America – Architecture), and we get a much needed set of hands on the keyboard for designs, and setups. If you don’t have a family member to share in the fun, but need to bring an extra employee, it’s an expense that will have to be factored into the profit equation, lodging and meals (when you get a chance to eat) will be your most concern. Think of when you go to Bobbin, or another ISS show, and watch the company personnel doing the sewing on the manufacturer’s equipment – showing you their capabilities. You’ll have an employee there, helping you fill orders. Payment is payroll or contract labor charges. You have to work that out with your staff member. 
PRODUCTION CONTROL 
This begs the next questions, how much can you sew, and how fast can you sew it? Ladies and gentlemen, if you have no concept of production control, and do not know the sewing capacity for a one or two head installation, you are going to have a difficult time determining your profit potential. That is a lesson for another paper. But you will need to be flexible in meeting the orders of your customers. Maybe you cannot sew the order there – for whatever reason – you’ll sew it and send it to them, and YOU pay for postage (shipping). If they ASK you to ship the material to them, OK shipping is an extra $4.50. 
NEW TRAILER CONCEPT 
There are people doing Mobile Embroidery from mobile homes. The biggest problem in mobile embroidery is moving the equipment in and out of the trailer. It is very difficult to tilt the sewing head to fit into a mobile home with a twenty to twenty-four inch doorway. As you know, it’s very heavy, and sometimes it just won’t fit through the doorway. (Unless the sewing head is an EP1 – and I don’t recommend that machine for Mobile Embroidery as a stand-alone unit.) There is a unit I saw last year that open from the rear, (used by car buffs) so they can drive their car into the mobile home. YESSS – roll that 200 pound dog into the mobile home and let’s set up a Mobile Embroidery shop! Well – almost. But the reality is you can now sew from a mobile home environment, and not pull a trailer. Very do-able now. Our trailer is a concession trailer. The equipment is rolled up ramps, and is strapped down on the inside. Customers look through the concession window and view the sewing and work area. They are not allowed on the inside of the trailer. 
STORAGE 
Our inventory is also in the trailer in shelving I made from store fixtures. Boxes of hats slide on the shelving, and these hatboxes are numbered. Remember the earlier part of the article when I asked you to locate the “yellow hat”? SECRET here, as the hat sits on the display rack outside of the trailer, with all the other wares of the day, we tape a hatbox number under the visor, so when someone orders the yellow hat, I look under the visor, write the number on the order form, and Betty pulls the yellow hat from one of the many different hatboxes on the inside of the trailer. Magic, and the customer gets a yellow hat. 
If you rent a trailer to haul your pre-sewn goods, you may not be allowed to install shelving affixed to the trailer frame. Construct a modest shelf device – PUT IT ON WHEELS – and roll it where you need it. Everything in our trailer is on wheels. Test the waters with this rental unit before you dive into the water. We knew (Betty did anyway), we were in the Mobile Embroidery segment of “Sew It Goes”, that’s our Mobile Embroidery logo you see in the beginning of the article. 
HEAVY IT UP 
We tow our double-axel, 20 foot long trailer, with an Oldsmobile Bravada. We installed an extra transmission cooler, and had stronger springs installed on the rear axel of the vehicle. Whatever tow vehicle you have, be sure that you can handle the full weight of the trailer, its contents, and whatever else you put into the tow vehicle itself. SAFETY is paramount. A lot more on this next month. 

WHAT DOES IT TAKE TO BE A SUCCESSFUL MOBILE EMBROIDERER? 
GUTS! Never let’em see you wince when you pull the splinter from your pinky. Be brave, go where no man has gone before, and leave a trail! And remember, Pioneers get the arrows! Sew? 

· Signage, lots of it. Around – on- and in- the trailer. Signboards put 20 to 40 feet away pointing to you trailer. Signage to read “Embroidery done on site”. 

· Balloons, helium filled hanging around whatever you can tie it too. 

· And be ready for the rain. It will rain on your parade, at least once. 

· Have lots of business cards. We pass out colorful pens too. 

· You need an inside person (Betty) working the equipment, and an outside person (me) working the crowd – well 1 or 2 people strolling by, And at the larger shows (no joke) the third person to work the designs, and customer service, “do you like that style of lettering”. 

· Don’t offer too many fonts. Just a few fonts on a felt sew out (laminated in plastic) gives a pretty good representation of font selection. 

· You need a great order form – well designed and helpful for the customer, and the sewing team. Ours has undergone several revisions. Make one you and your team, can work with. Our form is 8.5 x 11, has lots of information for the customer and the sewing team, and pricing too. Keep the pricing simple and easy. 

· For the real pain in the xxxx, there’s always one of them – count on it – they’ll show up, learn to say, “How would you like to pay for that?” You will get a good size order, or they will leave. 

MORE QUESTIONS 
I know someone is reading this saying, “But he didn’t mention (fill in the blank) – yea what does he know!” Well, as in life, it’s just full of learning experiences, every day, in every way, it’s something new. I’ve tried to show you the little, and major concerns related to Mobile Embroidery. The primary key – planning. And that’s where I hope this article leads you. It should help you to be “A master of the obvious”, and the rest will come in time. You have to experience it, to appreciate it. As I have eluded throughout the article, there is more to come. This article does not address the “trailer setup, and getting to the event”. That article will appear next month. What does it take to pack a trailer with equipment, inventory, selling tools, and a whole checklist of things? I’ll bet you thought I forgot the obligatory checklist. It’s in the next issue. 
As you can see, the world of Mobile Embroidery is just a little more than hitch-it-up and tie-it-down. And you do need a good sense of humor to meet the crowd, and a strong sense of creativity to fix the infamous Murphy’s interruption, BUT is it profitable? And that’s where we came in. It all depends on what YOU CALL PROFITABLE? 
THOUGHTS AND CONSIDERATIONS 
These are typical questions that should be answered BEFORE you “Go Mobile”. You’ve heard them long ago, but now you get to ask them before taking the jump into the drive away embroidery operation. 

· Who goes mobile? 

· What am I going to sell – HATS & STUFF 

· Where – Name the events near and around you 

· When – like working weekends? 

· Outside 

· Inside 

· Or how long is the event 1,2, 3 or more days?? 

· Why –exposure, meet more people who need more embroidery 

The world of mobile embroidery is all based upon a single word, PLANNING. How well do you plan? Once you pull off the driveway, it’s very difficult to go back and get something! A lot of planning must go into the entire concept of a mobile operation. Hopefully, this planning is before any thought of the trailer is purchased (unless you’re buying a ready to go trailer – then you’ll modify it until it just suits you to a tee!). This paper will address several topics all related to becoming a mobile embroiderer. These topics include: 

· The trailer 

· The layout 

· Outdoor setup 

· The Checklist 

· Internal traveling 

· Traveling safety 

· Summary 

Before you load up - embroidery equipment and supplies, these are things you need for the trailer. Some are thoughtful planning; others apply after the trailer is purchased. 

THE TRAILER 
· Size – Most events spaces are in multiples of 10 feet. A 20-foot trailer will take up 3 spaces. 30 linear feet is what you’ll use for the trailer, tent and tongue. (You’ll see the tent later in the text.) Vendor space is provided in 10-foot increments. It may be rented, provided for free, provided for a modest donation or contribution of a door prize, or it may be allocated on a first-come-first-served basis. 

· Access – Large barn doors for easy access and ramps. You may want to consider the new style trailers that open from bottom to top and contain a car or truck driving system. Will your trailer have a people-door? 

· Ramps –either built in or removable. GOTTA HAVE RAMPS 

· Power distribution panel (just like at home, a circuit breaker box with 4 or 6 circuits) its best to place the trailer power access plug in the front or rear of trailer. – Where are you going to get the power for the trailer? Mobile power from an electric generator is a must -- 4 – 5 KW should do the trick. Don’t forget the power cords from the generator to the trailer distribution panel. (And a few extra cords don’t hurt either) Some events will allow you to plug-into their power source, be sure to bring enough cord! 

· Tow-ability – What are you going to pull this beast with? Be sure the pull capacity is there in your intended vehicle. Does the pulling vehicle have a transmission cooling system too? If not, consider a transmission cooling system. It costs about $250 - $400 installed depending on the usual particulars. 

· Tow vehicle suspension – Depending upon the age of the tow vehicle, you may need to “heavy-up” the suspension system in the tow vehicle. Your options could include, heavier springs, new springs, additional shock absorbers, and who knows (depending on the vehicle). 

· Outside mirrors – Either the type that go on the car – called outriggers, or the smaller ones that attach to the current rear-view mirrors. If you have never driven a trailer before, please go to Uhaul and rent an empty one for a day and drive it around. GOTTA HAVE MIRRORS. 

· Trailer brakes – There are several versions to consider, manual, electric, or slowing hydraulic weight sensitive. There are pluses and minuses for each one. Listen to the salesman, and then you decide what’s comfortable for YOU. I prefer the slowing hydraulic, less driving trouble – I brake the pulling vehicle and the trailer begins to slow itself. No battery drain, no remembering to pull a manual lever at the same time my foot is working. 

· Axles – either a single or double axel trailer are your options. Double axle trailers work better all the way around. Less bounce – and there will be bounce, more durable and more stable, and you can drive with one tire flat. Double axle trailers are stronger for on and off road towing. A single axle on a 20-foot trailer is not recommended. 

· Concession window – IF you have one -make it big enough for 2 people to stand there and not feel real crowded together. Six feet is OK, don’t forget the concession counter – the computer terminal should sit on it, layout books, a few supplies, (pens, order forms, etc.) OR you may prefer to just tow the equipment to a spot and work on the inside, OR from the rear of the trailer. (Things to think about!!) If you are purchasing a new trailer, check with the manufacturer for concession window options. 

· Mastered locks – You will use 3 to 5 locks on the trailer. You may want to consider mastered locks – so you won’t have to carry 3 – 5 separate keys. It’s a good idea to have 2 complete sets of car and trailer keys every time you travel. One for you and your partner, and put an extra key in the car – that opens the trailer – you get the message! 

· Head cushions – The doorways of the trailer are often short and hurt when you hit your head. And you will hit your head! So, get pipe insulation foam tubing. It comes pre-slit. You have to cut it to the doorway width, then cover the head doorjambs. Use this same tubing (in colors to put around the concession window (if you have one), so people won’t hit their heads, and if it’s colorful, it will add as an attraction device to future customers. 

· Flooring – Usually the trailer flooring is one-half to three-quarters plywood. My suggestion is to double it. Whatever they install, reinstall a second layer of three-quarter inch plywood. You can thank me later. It will add uniform weight throughout the entire trailer, but the extra overall strength it provides the trailer, installed (or tied down) equipment, and your rolling office chairs is a positive benefit for everyone. 

THE LAYOUT 
· Floor plan – Have you given any thought for a operational or workflow floor plan? You get an order in here, put it there, work on it here, sew it and put it on the side for pickup. What “Workflow” concept do you have in mind? It’s a real mess when you get 6 orders and mix up who belongs to whom. We use plastic bags; the material and the order go in the bag. In case we can’t sew the order there, we take it home, sew it and mail it back to the people. Everything is still in the bag when we get home and unload the trailer. 

· Shelving – Be sure you leave enough space for shelving. The type that fits nicely is the grate shelving that fits into vertical holders that are screwed into the trailer frame. These are very useful in tieing everything down with the fantastic BUNGEES…. Learn the word, and get a least 3-dozen of them in various sizes. Take a 14” bungee – put it through the center of a roll of paper towels, stretch it “a little” and put it on the outside of the shelving – a paper towel holder that won’t unroll the towels – except for one at a time! Secret – tie wrap the shelf to the horizontal support bar to eliminate shelf bounce. 

· Placement – Of equipment, of racks, of computers, of text holders, and all the things that you think might go into the trailer. You can use “D” rings, or “O” rings, or “half rings” (what I use – get them at Home Depot). These are bolted everywhere in the trailer into the vertical trailer frame. 

· Ratchet ties – These are long 1” web belts with an automatic ratchet device that tighten the item –something on wheels – to the walls of the trailer and stops it from rolling around inside. A DEFINITE NO NO! 

· “E-BAR”, Straps, and Ties – In the interior design of the trailer, you’re going to roll in your sewing machine(s) [we take two with us – for hats and flats], and you have to secure them to the trailer. We use E-BAR mounted on the sides of the walls with supporting side frame so as not to collapse in the trailer sides when the tension is applied to the sewing machines by the ratchet webbing (2”wide). We also “tie the machine to the trailer floor” using 1” or 2” webbing straps. The machines do not move from either side to side, or up and down – in case of bumpy roads or pastures. (The sewing machines are firmly bolted onto there respective table tops attached to 4 legged rigid tables (or stand). “H” frame table structures are not recommended if you’re going to a horse show out in the fields somewhere…) Note: I only know this fastening system as E-Bar, but it is the commercial system used in most truck transports used for securing their load in the trailer. I bought our bars and straps at a commercial truck supply center. There are other commercial suppliers that will sell pieces of E-bar that can be secured to the flooring as well. 

· Where are you going to put the trailer toolbox? You need one. In the car, or van – OK, just so you have one. Or allow for a little floor space for it. Be sure to include a least 1 carpenter level – more on that later. 

· Computer placement (and monitor) when you’re traveling. Leave space for it on the floor. You can use the Styrofoam containers that the computer and monitor came in, or padded blankets (on the floor, with the monitor face down secured on all sides so it can’t move). Or it may be in the car. DON’T FORGET THE COMPUTER CABLES AND power cords! If you are going to use a computer laptop, you may want to consider an attached external monitor or ease of use and customer visibility. If you do use a computer laptop, don’t forget the security restraint cable! 

· Where is the placement of the terminal, keyboard, mouse, scanner when you’re up and taking orders? Can you work in the small office environment – reasonably comfortable? 

· What about the internal cabling from the computer to the sewing machines? The computer may be on one side of the trailer, and the sewing machine may be on the opposite side. Think about the internal cables. I tie-wrapped ours to the trailer frame, up out of the way, secured and not flopping around. Buy extras, and leave them in place. 

· Where are you going to put everything? Order forms, credit card machine, charge slips, catalogs, books, extra toilet paper (you’ll only forget that ONCE), keyboard, mouse, and on and on…. We use a small 4 drawer dresser (3’wide, 18”deep, 40” tall, mounted on wheels and reinforced drawers, with external handles and a vertical outside 1x2 on hinges to secure all the drawers when we’re moving) and one of these small plastic 1 foot wide, 2 feet tall 4 drawer catch all for the small stuff. The dresser is secured to the trailer walls by the 1” webbing attached to the half circles (presented earlier). 

· Are you going to have a thread rack? Or you could put the threads in a dresser drawer? Or in a box…. Lots of options here… don’t forget it (the thread) of course. If you decide to have a thread rack, here’s another traveling hint – cut a piece of cardboard to cover the entire thread rack and bungee the cardboard to the thread rack to eliminate any bouncing. This will also reduce most of the threads becoming unraveled while traveling. Also, take a small rubber band, loop one end around the spool, and make an “X” with the rubber band before looping it around the other end of the spool. 

· Lighting – Our 20 foot trailer has 4 4-foot double fluorescent light fixtures attached to the trailer frame on the roof. We have 2 over the preparation area and sewing machines, and 2 on the concession counter side. They are installed lengthwise parallel to the length of the trailer. They are on separate circuit breakers. Be sure to put at least two pieces of Duct tape on the underside of the lights (taped to the reflector of the light), just in case a light should come loose from its socket. It will drop onto the sticky side of the tape and stay there until you can tend to it. Also, there are high intensity working lights mounted to each of the sewing machine tabletops. 

· Does your layout include a “people size door”? Where? Ours is at the tongue side of the trailer. It opens “OUT” from inside the trailer. If so, allow for it. AND get some step up boxes or 1-step step. Once the trailer is “in place”, you’ll remember the step up box so you can “EASILY” get into your new office. It’s best to have one on each end of the trailer. 

· Where are you going to put your hat samples while you’re traveling to and from the event? We have hanging hat frames, and let them hang from 2 of the trailer wall areas, and we have hanging lightweight chains hanging from the ceiling frame, on which we attach the hanging hat racks. We also have rolling hat storage shelves for 36 boxes of hats (laying flat). 

· If you are going to carry clothing samples, use large plastic tubs while traveling. Hang the garments on a display rack (foldable) and place the empty tub under the trailer when not in use. Don’t forget to tie the tub down to the trailer with bungies or straps. 

· Flashlights – We put a high beam flashlight next to each door in the trailer. When you get where you’re going, it may be dark. And you’ll know that when you unlock the trailer door (either door) you’ll have a light to further help see the matter at hand. You definitely need this after an event and you have disconnected the generator and you’re on the last step in packing up the wheel chocks – these are the last items packed into the trailer before you pull away for home. The flashlights hang from a bungie attached to the trailer next to each door. They are always there when you open the door in the dark. 

The internal layout of the trailer is VERY important when you think about traveling to and from the event and AFTER you’re there and have to work from your trailer. If, of course, you only use the trailer to “get you there” and you work from outside the trailer, then all the external setup must coincide with the internal layout for packing, unpacking, and repacking. I suggest you sketch the trailer layout for concept and placement design. 

OUTDOOR SETUP 
This setup deals with how you display your merchandise so as to attract customers! Remember why you did this – to sell stuff. What you do and how you do this is up to your marketing abilities. But remember, everything came out of – and has to go back into the trailer – easily! 
Photo is set at a horse show – ready to sell – hats!
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The trailer is packed and ready to travel. Everything must be tied (or strapped down). This view is from the opened rear doors.

[image: image3.png]



· Folding tables, one maybe two. 

· Chairs, we use director chairs, embroidered with our logo, and put a price tag on it, so people know, they can purchase these here, and delivered to them in a week or three…. We carry 3 directors’ chairs, in boxes so as not to damage the chair frames. Put the boxes under the trailer when not in use or back in the tow vehicle. 

· Signs and banners. You need them. You need to let the walking population know you are there to do their embroidery. Tall signs attached to the trailer, short sandwich-standup-boards, or banners tied to a tree. A sign store can best help in this area. Don’t put signs on the trailer ‘cause your hat displays will cover them up. 

· Display racks. We use Grid bars (2 sets of 2, each 5 feet tall). We don’t always set these up, depending on the event. They can make a stand-alone “v” or we tie-wrap them to the uprights of the tent. You often see these types of stands in mall stores. 
Packed and ready to roll. Hat racks hang on the outside of the trailer for display.  They hang on the inside of the trailer for on the roll travel.  3 Toyota embroidery machines in this load.
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· TENT – get one – best of all – an E-Z UP erected in 20 seconds 10’x10’ tent. No discussions here… just do it. Put most of your setup under the tent. For stability, tap the tent pegs in about two-thirds. Secret, put an “S” hook on the tent peg BEFORE you tap it into the ground. Then when it comes time to lift out the peg, put a piece of nylon cord in the “S” hook loop and pull straight up, you’ll have one loose tent peg! 

· RAIN contingency…. Have one (if of course you’re outside –duh), but most important, be sure to include rain gutters on your trailer that extend several inches beyond the edges of the concession window. Also place a rain gutter on the concession window – near the top of the window, so when it rains and the window is raised, the large raised window will catch the rain and send it back toward the trailer. The rain gutter will stop the water flow from going into the trailer. 

· Leveling jacks – hydraulic devices that go under the trailer to ensure that the trailer is level. Sounds simple. Bring blocks of wood (9” long, 2” x 6” type, at least 6 to 8 of them). And learn to level the trailer. Remember the carpenter level in the toolbox. Be sure the jacks have a handle to them. The handle is a security device - explained later. 

· Parking block of wood. This is a large wood block that the trailer tongue stand rests upon after the trailer in unhooked from the towing vehicle. Do not let the trailer rest on the front pad. It may sink into the ground – and possibly below the level of raising the trailer onto the tow hitch. 

· Remember the leveling jacks? Hint – they go in the rear of the trailer and level out 3 points – just like the LEM – Lunar Excursion Module – a tripod. It is recommended that you follow my sequence, or you’ll be doing extra duty in raising and lowering the trailer tongue. 

· Pull into the space you want to park your trailer 

· Put the front parking block under the trailer tongue pad 

· Set the wheel chocks under the tires (in the rear of the tire so that the trailer does not roll away from you, and in the front of the tire so the trailer doesn’t roll toward the tow vehicle when its unhooked). Wheel chocks – use them EVERY time you get ready to unhook the trailer from the tow vehicle. 

· Lower the tongue pad and unhook the tow vehicle 

· Lower the front of the trailer, below the level point 

· Set the rear hydraulic jacks into place, place a block of wood on the ground, put the jack on the wood, raise and balance the jacks 

· Re-raise the trailer front end to level (or just slightly above level) 

· Ensure the rear of the trailer is solid, secure and level (adjust as needed) 

· DONE 

· Optional – if you prefer to use 4 hydraulic jacks, balance the trailer on the three points described above, then add the two front jacks under the front corners for additional stability. 

· Always have a trailer tongue lock – use it every time the trailer is unhooked from the tow vehicle 

· The tow bar hitch should have a lock if you leave the tow bar in the hitch for an extended period of time. We put it in place when we start packing up the trailer, and remove it when we get home from the event. Don’t leave it in permanently. It will rust in place and you’ll have a devil of a time getting it removed. 

· The trailer wheels should have individual tire locks on each wheel; these are called “lug nut locks”. 

· Consider under frame rings. These are 2-inch rings welded to the underside of the trailer frame on all four corners. They are optional but if they are present it makes the next paragraph a little easier to visualize when securing the long chains and jacks. 

· The wheel chocks should be secure on LONG chains. One chain could be short (4-5feet), the other chain should be long enough to reach from the tire it is under to and through the handles of the hydraulic jacks and back to the other chain of the wheel chock. Lock them together. And you have a secure trailer that cannot be easily stolen. Remember, locks only keep an honest man HONEST. Does that say something about insurance? 

· THE PRECEEDING PARAGRAPH IS THE FIRST THING YOU DO WHEN YOU GET TO THE EVENT. I realize that this is substantially buried within the paper, but it had to be put into the proper sequence of setup and display. 

· The next steps are to secure the trailer against theft, from either at the event (if its more than one day, or in the case you leave the trailer over night for setup the day before the event, OR while the trailer is parked on your front lawn ready to go to the next calling) 

· Insurance – get enough. Enough said. 

Spools of thread on nail spikes held down with cardboard… works great!
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Nail spikes on a 1 x 2 each one removable.
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Leveling jacks and security chains…. Gotta have ‘em.
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Our power supply, ramps and water storage.
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Indoor Setup
This photo is of an indoor motorcross event in Pennsylvania. We trailored up to the event, unpacked the trailor into a 30 foot x 10 foot space, and sold our embroidery wares.  It was a very successful show, we even brought home work to ship to our customers.
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THE CHECKLIST 
All articles similar to this should have a “Checklist”. Here is our representation of the obligatory checklist for your consideration. When its time to load and unload the trailer, some of this material can be placed back into the trailer for storage purposes, ie the tent, or rolling stock cart. Some of it you’ll have to lug back to the shop for use with your day-to-day operation. You’ll be able to figure out what you need, and where you need it. So, here’s the checklist…. 

	Backing 

	Binder clips 

	Bobbins 

	Bottled water 

	Bug repellant 

	Bungies – lots of ‘em 

	Business cards & holders 

	Calculators 

	Cash envelope or box 

	Catalogs & prices 

	Cell phone & charger 

	Computer & attachments 

	Computer laptop etc 

	Cooler with ice & ?? 

	Credit card machine & slips 

	Display grids 

	Duct tape 

	Easel & pens 

	Exhibitor information 

	Flares 

	Flashlights 

	Folding chairs 

	Folding tables 

	Generator & gasoline 

	Generator oil & supplies 

	Handouts 

	Hooks to display merchandise 

	Hoops & frames 

	Inventory – hats, shirts, etc.

	Jacks 

	KEYS –trailer &  car 

	Machine oil 

	Manuals – software/hardware 

	Note paper 

	Order forms 

	Padlocks & keys 

	Paper towels 

	Pens 

	Power extension cords 

	Rain gear 

	Ramps 

	Ratchet straps 

	Ropes & ties 

	Rulers 

	Sewing samples 

	Sewing stuff scissors etc 

	Sewn out alphabets 

	Signs 

	Solvy 

	Stapler & staples 

	Step-up boxes 

	Stock designs & books 

	Storage dresser or container 

	Surge suppresser 

	Tent & pegs 

	Threads – lot of it 

	Toilet paper 

	Toolbox – your selection 

	Trash bags 

	Wheel chocks & chains 


INTERNAL TRAVELING 
The internal traveling segment of the paper is to remind you that you are pulling about 1500 to 3000 pound of dead trailer weight. If you have never pulled a trailer before, please get a few lessons. Get refreshed on the following terms: 

· Tongue weight – The amount of pounds being exerted on the tongue of the trailer’s back hitch device attached to the towing vehicle. You want to minimize that as much as possible. You want tongue weight but you don’t want it so heavy that the towing vehicle front tires don’t touch the ground. This weight distribution comes from packing the trailer too heavy in the front or rear, or too much on one side of the trailer. The placement of equipment and inventory will have a bearing on the overall tongue weight and weight distribution. 

· Consider heavier springs in the tow vehicle OR external trailer leveling devices. 

· Take wider turns than you would normally take. SLOWLY – don’t be quick, remember you have your business in the trailer, and you don’t want to shake it up too much, if possible. 

· Is EVERYTHING tied down? If it’s loose in the trailer – you’ll know it after the fact. And that may be too late. Recheck the equipment tie-downs. 

· Backing up with a trailer attached – Do you know how to backup with a trailer attached. Here is the easiest lesson you’ll ever see. Seated in the driver’s seat of the tow vehicle, place your right hand at the 6 o’clock position of the steering wheel (near your lap). For example, consider backing up and wanting the trailer to go to the right. Grabbing the steering wheel at the 6 o’clock position, move your hand (while holding the steering wheel) in the direction to the 3 o’clock position. “Move right- turn right, move left- turn left”! Back up slowly. You won’t handle an 18-wheeler doing this, but you’ll be able to park your trailer when you get there. 

TRAVELING SAFETY 
You cannot be too safe when pulling a trailer. When you are hooked up and ready to pull out for the grand event, do one more safety check. It won’t hurt. 
Recheck the chains and electrical connector for the trailer. Is the trailer ball LOCK secure in the down position? Is there hydraulic fluid in the slow to break system? Are the break-a-way safety chains secure and in place? Are the Break-a-way chain hooks extra durable in the event of a snap-release? (The chain should break apart, not the hooks come off the tow vehicle in the event of a separation). Consult with your dealer or trailer provider to describe the emergency trailer break systems. It varies based upon which breaking system you have installed on the trailer. 
Have your partner (oh did I forget to say that it will take two people – at least to load and setup this animal at the event – therefore your partner should help out with the safety check too) stand in the rear of the trailer. Check your break lights, and individual turn signals. If they’re not right – fix them. Drive to a gas station and get new bulbs. Be considerate of the trailer height – Do you have an air conditioner on top of the trailer? 
Put the extra gas for the generator in the tow vehicle. Do not drive with a full generator gas tank. Half is Ok, but not full – it splashes around with the vented air cap. Fuel the generator when you unload it and place it on-site at the event. Put the gasoline container under the trailer, out of the sun when not in use. 
When it’s time to come home and turn off and unhook the generator, let it cool off at least 30 minutes BEFORE repacking it into the trailer. 
Tie down everything – AGAIN. And if you’re not exactly sure of what you are doing … get advice. It’s usually free, and surly can’t hurt. 
Now that you’re all hooked up and ready to go…. Where you going to go? 

IN SUMMARY 
I hope this helps take the mystery out of “getting there”. You have to take the initiative on “where to go” by contacting lots of groups and letting them know – “YOUR MOBILE Embroidery trailer is available for shows.” Some people survive nicely from place to place with Mobile Embroidery. As with any business venture, there are the pluses and the minuses. RAIN is a minus! You will meet some great people at any event, and there-in is the surprise order for 50 shirts in 3 days…. Or do you scan in logos here… or can you do… Marketing exposure is the ultimate key to mobile embroidery. And that is the biggest of the pluses. 
Another important point that must be stressed is safety. From the wheel chocks, to the step-up boxes, to the power generator, and gasoline storage, you have to keep in mind your safety, as well as your customer (padded concession window corners), ramps – do not lift it – push it, etc. etc. With common sense and a little luck, you’ll be fine. 
If for some reason you would like to chat about your particular mobile situation, I can be reached at E-Z Stitches, 301-253-3971, or email – jim@ezstitches.com 
Best regards to all and - Happy Mobile Embroidering!
Intellectual Property Release – permission to copy a logo

Print on your letterhead

Intellectual Property Release

Including U.S. Trademark and Copyright Designs, Logos, and Symbols

The customer represents to MY COMPANY, that the customer is licensed, authorized, and entitled to use, duplicate, or replicate the design ordered for embroidery, screen-printing or sublimation processes.

MY COMPANY disclaims any liability for the unauthorized use of the customer submitted design protected under U.S. Trademark and Copyright laws.
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Submitted this day,                                              by the customer identified below.

All blocks must be completed:
	Name:

	Company

	Title:

	Address:

	City, State, Zip

	Phone Number:
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 Authorized by:
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 Accepted by: 

For MY COMPANY
Policy for sewing on the customer provide material
OUR POLICY

MY COMPANY will embroider customer provided material for $3.50 each, plus selected embroidery, design, lettering and shipping charges.  

MY COMPANY reserves the right to decline accepting customer goods.  There is NO guarantee or replacements for damaged goods.  Customer signature is required. 

Thank you..... MY COMPANY Management

As agreed to by: ____________________     

Customer signature and date
Item:  ________________

Sewout production approval – customer OK before sewing any order

Your Company Logo (Data) Here

Sew Out Production Approval










Date: _______

	Client Name
	

	Address
	

	City, St. & Zip
	

	Telephone
	

	Fax Number
	

	Email Address
	


We have reviewed the pre-production sew out of the _________________ (design name here).

	Status
	Description

	OK
	No changes required

	Change Coloring
	Design requires thread color changes

	Size
	Size of the design must be  ENLARGED  /  REDUCED  (circle one)

	Location
	Location should be:

	Design Image
	The Design Image must be improve:

Be specific

	Customer: Please circle STATUS and include comments, where applicable.


I authorize the above changes and understand that any changes may affect the unit cost and the total cost of the final production.

Customer Signature & date

All Sew Out Production Approvals MUST be signed by the customer and YOUR EMBROIDERY COMPANY to be valid.  

YOUR EMBROIDERY COMPANY

Laundry / Washing instructions

Washing Instructions 
All embroidered articles should be washed with a mild laundering agent that will not react harshly with the embroidery or fabric. 

Optical bleaching agents or heavy-duty detergents may cause discoloration. 

Machine embroideries should be washed separately and not with other laundry. 

Do not pack embroidery items tightly in washing machine!! Never leave any piece of embroidered clothing soaking in water or lying in a pile of when wet. 

After washing, make sure that embroidery is rinsed in cold water immediately and all residue is thoroughly washed out of the fabric. Do not wring out the embroidered articles. 

In order to obtain the best results from washing, it is recommended you repeat rinsing until the fabric is free of residue. If color residue appears in water, rinse first in lukewarm water and then cold water several times until rinse water becomes clear. 

Stain remover may damage color fastness and consistency of thread, especially when embroidery is rubbed briskly. 

Ironing 
Embroidered fabric should always be ironed on the reverse side. Dampen slightly before ironing fabric with a steam iron at a low temperature setting. It is also recommended to iron embroidery between two pieces of cloth. 

Dry Cleaning 
Embroidery may be dry-cleaned. However, extreme care should be exercised when dry cleaning embroidery. Special care must be taken when shades of red or orange
Company Information

THE COMPANY Policy Manual

1.00 INTRODUCTION

This manual is a statement of the policies and procedures of (Company Name Here) (Herein referred to as THE COMPANY). It is provided for your benefit.

As an employee of THE COMPANY, you are a valuable part of a growing organization. THE COMPANY's aim is to conduct a smooth functioning, efficient and profitable business. Our policies and procedures are given to each employee to assist them in understanding how you should function individually and as a part of the THE COMPANY team. Each employee should understand their responsibilities and respect the responsibilities of fellow employees to provide a pleasant and harmonious atmosphere.

Management is available to assist you in the proper interpretation of these policies and procedures. We encourage your suggestions for revision.

Thank you for your cooperation. Our hope is that your career with (Company Name Here) be pleasant, fulfilling and rewarding to you.

1.10 PURPOSE OF THE CORPORATION

The purpose of  THE COMPANY is - to provide products and services of the highest standards to clients, to provide a pleasant, secure and rewarding environment for employees, and to provide a fair return on investments to stockholders.

1.20 BELIEFS OF THE CORPORATION

THE COMPANY believes in and encourages its employees to: cherish freedom and belief in the free enterprise system; strive for excellence individually and as a team; be lawful and ethical in all practices and strive to be financially secure.

1.30 CORPORATE STRUCTURE

At THE COMPANY, there are three levels within the company personnel classification. Executive Level, Management Level, and Support Staff. The Executive Level contains Corporate Officers of President, Vice President, Treasurer, and Secretary. VALIDATE>>> These Officers are required by (insert state name here) State Law for a company that is "Incorporated".<<<

The Management level of THE COMPANY is comprised of key staff members of each department who are required to report to the Executive level. The individual may or may not have the title "manager". At this level, personnel are required to perform at an exceptional level. They contribute to THE COMPANY direction of growth as well as daily production performance. In a small company, a few people have several responsibilities.

The support staff of THE COMPANY are the personnel directly related to processing the orders received each day. All staff members are paid hourly. They are required to meet production requirements and all encompassing tasks as required by management. Seven to Three, Eight to Four and Nine to Five, are the expected performance periods. At times, you must exceed‑this time frame.

2.00 Personnel Policy

2.10 Conditions of Employment

2.11 Non‑Discrimination

It is the policy of the company not to discriminate against any employee or applicant for employment because of race, color, religion, creed, age, sex, national origin, or ancestry. This policy not to discriminate in employment includes, but is not limited to the following:

2.11.1
The company will employ those applicants who possess necessary skills, education, and experience without regard to race, color, religion, creed, age, sex, national origin, or ancestry.

2.11.2
The company will promote, upgrade, transfer or demote, recruit, advertise or solicit or employ without regard to race, color, religion, creed, age, sex, national origin, or ancestry.

2.11.3
The company will train during employment and select for training and apprenticeship programs without regard to race, color, religion, creed, age, sex, national origin, or ancestry.

2.11.4
No employee shall aid, abet, compel, coerce or conspire to discharge or cause another employee to resign because of race, color, religion, creed, age, sex, national origin, or ancestry.

2.11.5
The company will establish rates of pay and terms, conditions or privileges of employment without regard to race, color, religion, creed, age, sex, national origin, or ancestry.

2.11.6
It is further the policy of the company to take such affirmative action as will insure that the "under employed" will be employed in and/or promoted to all occupations for which they possess necessary skill, education, experience, and interest.

2.12 Disciplinary Policies

Management will always strive to administer discipline in a firm, fair, and consistent manner. Our goal is to develop the abilities of employees in as positive a manner as possible. When the need for disciplinary action arises, management will give fair warning, and try to help the employee overcome his/her problems.

2.12.1 New Employees

New employees shall be on probation until they have completed 90 days service with the company. During this time, employees must prove their ability and willingness to do their job. Such employees, during their probationary period, may be discharged, or laid off, at the sole discretion of the company. Initially, one full week of earned pay is withheld from the new employee's first pay check.

2.12.2 Progression of Disciplinary Actions

After their first 90 days, employees requiring disciplinary action will go through the following steps:

Verbal Warning

When a problem first arises with an employee, the employee's manager will give that employee a verbal warning covering what the problem is, what steps can be taken to correct the problem, and what further action will follow if the problem is not corrected. This verbal warning will be noted on the employee's permanent record.

Written Warning

If a problem is not corrected after the verbal warning, a written warning will be issued, again detailing the problem, corrective steps and further possible action.

The employee will be asked to sign this warning, and will receive a copy if requested. A copy will placed in the employee's permanent record and a copy will be given to the President of the Company.

Probation

If after a written warning, a problem continues, the employee will be placed on probation for a period of not less than 30 days, nor more than 90 days. Probation will be in writing detailing specific conditions the employee must meet to continue employment, and further action that will be taken if these conditions are not met, generally demotion or termination.

During probation, the employee will not be eligible for vacation or pay increases.

The employee will be asked to sign the probation notice, and will receive a copy if requested. A copy will be placed in the employee's permanent record.

The President of the Company will administer placing an employee on probation based upon a meeting with the employee's manager.

2.12.3 Violations Exempt from Warning

The following are considered severe infractions and may result in immediate termination:

‑Use of alcohol or illegal drugs on company property or time 

‑Fighting ‑Willfull destruction of company property 

‑Gross Insubordination 

‑Deliberate sabotage of work or equipment 

‑Sleeping on the job ‑Dissemination of proprietary information 

‑Use of company equipment or data for personal gain 

‑Stealing 

‑Any other action that is in the judgement of management, a gross violation of company rules or policies

2.13 Conflict of Interest
Each employee should avoid outside activities which interfere with their work performance. If such interference occurs, management will discuss the situation with the employee and determine an acceptable decision concerning the continuance of 'employment of outside activities. Incentives, bonuses or special awards by or from company suppliers belong solely to the company. Only authorized employees may make direct contact with company suppliers and/or issue orders for products sold or services rendered. Employees are not allowed to sell products or services other than those being billed by the company.

2.14 Full Time and Part Time Employees

Full time employees are defined as working at least 35 hours per week and part time employees at least 16 hours per week. All Support Staff personnel will be required to record their time in the morning at the beginning of their assigned shift, when going on breaks, when returning from breaks, when departing for lunch, when returning from lunch, before departing for the evening at the end of their assigned shift. The time clock will record the hour of "actually worked hours." Should an employee require personal time off during the work day, the employee must get his/her manager's approval and clock out/in for the time requested. If an employee fails to clock in or out on any occasion, the employee's manager will not the correct time. Any changes to the time card must be initialed by a manager. Employees should clock in and out ONLY for themselves. Clocking in or out for another employee is strictly forbidden, and may result in termination.

New employees filling key staff positions in the management or professional ranks will be required to sign the THE COMPANY corporate employee agreement. This agreement is for the protection of the company as well as the employee, in that the employee and employer must respect, honor, and trust each other with confidential and personal material. The agreement will be part of your personnel file

2.15 Outside Employment

Full time employees are expected to hold only the one full time position with THE COMPANY to the exclusion of employment (full or part time) with other companies.

2.16 Alcohol and Drugs

The company views alcoholism and drug abuse as tragic illnesses. Knowledge of employees with this situation will result in the immediate dismissal of any employee so involved.

2.17 Dependability

The company promotes, encourages and expects commitment from employees in the following areas: Daily attendance; adherence to established office hours; interest and demonstrated effort in learning new procedures; increase knowledge and personal growth in your position; individual performance which reflects excellence in the best interest of yourself and the company. Each department has specific standards that will be explained to you by your Manager.

2.18 Normal Hours

Each employee's normal work schedule will be assigned by the appropriate Manager. The normal work day will be 8 hours with a half hour for lunch and two 20 minute breaks. Each Department Manager will determine break and lunch times in his Department. The lunch time and break times are for the employees benefit. They must be taken by each employee and MAY NOT be used as barter to shorten the 8 hour work day. For example, "I'll work through lunch time ...so I can leave early." Work volume may occasionally require working beyond eight hours in a day, or working weekends. Employees will be given as much notice as possible on these occasions, and regardless of amount of notice given, will be expected to work on these occasions. Failure to do so will be treated as any other absence from work.

Management personnel are paid a monthly salary. Work volume may require working beyond an eight hour day. Salaried employees are expected to work all hours necessary, within reason, to complete their job assignments.

The building will normally be open from 7:00 a.m. until 10:00 p.m. Monday through Friday. Managers are responsible for making arrangements in the event that they will have employees here at any other times.

2.19 Lunch Hours

One person in each department will remain on duty during lunch. Departments may select this person on a rotational basis or other means desired. Employees may not eat their lunch in their work area nor at their desk. Either eat in the assigned employee open area or go out of the building for your lunch.

2.20 Overtime

Overtime applies to full time Support Staff employees only.

2.20.1
Overtime is the time actually worked on the business premises in excess of 40 hours in one week. Overtime pay is based upon the actual number of hours worked ‑ not including the number of hours a holiday, sick leave taken or vacation time.

2.20.2
Overtime hours worked will be paid at one and one half (1 1/2) times the employee's normal hourly rate. Only hours worked in excess of 40 hours in a week will be paid at this rate. Hours worked beyond eight hours in any given day do not necessarily qualify as overtime.

2.20.3
Overtime applies only to hourly employees. Salaried employees are expected to work all hours necessary, within reason, to complete their job assignments.

2.21 Absenteeism

Each employee is expected to report for work on time. Unsatisfactory attendance by an employee may result in dismissal. Unplanned absences should be reported by telephone before shift begins to the Department Manager. Any employee who fails to give notification will be charged with a used vacation day. Three consecutive days of unreported absence may result in dismissal. If notice is given and the company determines the absence is inexcusable and unapproved, the employee will be charged with a used vacation day(s).

2.21.1
Any employee calling in sick for 2 or more consecutive days must present a Doctor's excuse, dated for the days off.

2.21.2
Employees calling in sick must talk to their supervisor. Do not leave messages. If your supervisor is not available, you must talk to either another Manager or an Executive.

           2.21.3 Any of the following occurences of absence will be considered a   violation of attendance policy:

2 absences in a 30 day period

3
in
2 months

4
in
3
"

5
in
4
"

6
in
5
"

7
in
6 
"

Absences older than 6 months will not count against you.

2.21.4
Each violation of policy will result in a warning. If you are still on a warning, the next level of warning will be made. The warning levels are:

‑Verbal Warning

‑Written Warning

‑Probation

‑Termination

Details of the warnings are in Section 2.122.

2.21.5
The following do not count as absences:

‑Vacations 

‑Holidays 

‑Excused days without pay arranged _in advance 

‑Death in the immediate family

2.21.6   The following do count as absences:

‑sick days 

‑inability to get to work for any reason not listed in the above section

2.21.7
Scheduled Saturdays are a regular workday, and will be treated as any other work day.

Tardiness by more than 30 minutes, or leaving more than 30 minutes early will count as 1/2 absence.

2.21.8
Any employee absent on a Friday or Monday will be required to explain his/her absence to the their Manager.

If an absent employee fails to call in to work, he/she will receive a written warning. Failure to call in on 2 occasions in a six month period will be grounds for termination.

2.21.9
Employees with good attendance, who need time off for personal business are encouraged to arrange time off in advance. Every effort will be made to allow for such time.

Employees do not understand the impact of poor attendance. 18°/ decrease in production means lost dollars for everyone ‑the employee missing the time the company's overall financial strength.

2.22 Use of Office

Use of the office facilities after hours and on Saturday or Sunday is permitted for those who have keys. They assume responsibility to close up properly as they leave. Support Staff personnel must obtain approval from their Department Manager.

2.23 Pay Day Schedule

Payroll checks will issued. to employees on the 1st and 15th of each month.

2.23.1
In the event a pay day falls on a Saturday, payroll checks will be issued on the prior work day. In the event a pay day falls on a Sunday, payroll checks will be issued on the following work day.

2.23.2
In the event a pay day falls on a holiday, payroll checks will be issued on the next work day.

2.23.3
In the event an employee is out of town on a company authorized trip or on vacation, the employee may receive one paycheck for the pay day nearest his/her departure when requested by the employee seven days_in advance of that day.
2.23.4
There will be no advances against a future paycheck.

2.24 Payroll Records

2.24.1
Change of Employee Status Policy
Employee personnel records, as required by law and deemed essential for efficient operations will be maintained by the company. Employees are requested to report changes in status, as listed below, to the Office Manager promptly.

Name

Address

Telephone Number 

Marital Status

Name, birthday, relationship and total number of dependents or tax exemptions

Formal education, courses completed and other training or skills acquired

Selective Service status

Person(s) to notify in case of emergency Physical or other limitations

Health or Life Insurance Beneficiaries for company plans

2.24.2
Access to Payroll Information
Upon request, employees will be permitted to review their own records concerning pay and personal data. However, this information is held confidential, and the amount of your pay will not be revealed to any unauthorized person. Management encourages your professionalism and good judgment in the discussion of remuneration with other employees.

Requests for credit information by third parties must be made in writing. We will verify your employment at THE COMPANY by telephone, if you notify your manager that another company wants to verify your employment.

2.25 Performance Evaluations

Performance evaluations include rating in the following areas: Dependability, progress, quality of work, productivity, attitude towards work and co‑workers, initiative, adaptability and cooperation. An employee will receive a 90 day review from the initial employment date. This 90 day period may be extended at the company's discretion.

At the conclusion of the 90 day review period, an employee will receive a review on the anniversary date of the initial employment date, and annually thereafter.

The review will be accomplished by the department manager, coordinated with corporate management and then presented to the employee. Any payroll adjustment will become effective at the beginning of the next payroll cycle.

2.26 Vacation, Holiday and Leave Benefits

2.27 Vacation Plan

It is important to everyone's health to take a break from work sometime on an annual basis. The company encourages the use of vacations for rest and relaxation.

2.27.1 Eligibility

Full time employees who have been with THE COMPANY for one year are eligible to take vacation.

An employee will not be eligible to take a vacation in the calendar year in which they were employed.

At the discretion of the President of the Company, an employee may be granted vacation after nine months service. However, if that employee should voluntarily leave the company before his/her first anniversary, any vacation pay he/she may have received will be deducted from his/her final check.

Employees on probation are not eligible to take vacation.

2.27.2 Accrual

After one (1) year of Service, an employee will earn ten (10) working days of vacation in the form of credit hours per month worked. The employee will earn .833 vacation hours per month.

2.27.3 Part Time Employees

Part time employees will not accrue the benefits granted full time employees.

2.27.4 Vacation Accumulation

Vacation days will be counted on a calendar year basis. Accumulation of vacation days from calendar year will not be allowed. Any earned vacation is forfeited upon termination.

2.27.5 Vacation Days

Vacation days must be full days and not half days.  When a paid holiday falls within a scheduled vacation, the employee may extend his/her vacation by one day and receive holiday pay.

2.27.6 Vacation Scheduling

All vacation requests must be approved by the Section Manager. All due consideration will be given to each request, however, due to work load and staffing requirements, THE COMPANY may not be able to schedule all vacations as requested. Seniority will prevail if the vacation request is made ninety (90) days prior to the vacation. Vacation requests are to be submitted four (4) weeks in advance.

THE COMPANY Policy Manual 2.276 identifies a "Section Manager".  Management personnel vacation time is approved by a Company Executive. Management personnel may not take leave on the last working day of the month and the first working day of the next month without ALL Company Officers' approval.

Vacation time may be requested at least 48 hours in advance of the actual vacation time off. Because of the workload no vacation may be scheduled or taken during (You may want to define your busiest seasonal period here.) i.e.  February through May 31st.

2.28 Holidays

The company grants full time employees nine (9) paid holidays annually. The holiday schedule will be prepared and posted before the beginning of the New Year. The 9 holidays are as follows: New Year's Day, Washington's Birthday, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Day and your birthday!

2.28.1 Eligibility

In order to be eligible for holiday pay, the employee must meet the following requirements:

‑ Must work the last scheduled day before the holiday, and the first scheduled day after the holiday.

‑ If the employee is on vacation or on excused leave, holiday pay will be paid.

2.29 Sick Leave

To prevent an economic hardship, should an employee become ill or unable to work for any medical reason, including pregnancy, the company will provide all full time employees a maximum of six (6) days sick pay accrued at the rate of one-half (1/2) day for each month worked for a new employee employed during the calendar.

Sick leave days are not accumulated from year to year. However if an employee does not use his/her allotted sick leave time, the remaining unused sick leave will be paid to the employee as calculated at the employees hourly rate as of December 31st of that calendar year.

Sick leave will not be paid or reimbursed for any employee terminating their employment either voluntary or involuntary.

Part time employees are not entitled to paid sick days.

Excessive time off to keep medical appointments will be accumulated and counted against the employee's sick leave.

2.29.1 Eligibility

Illness or accident caused by excessive use of alcohol or narcotics or resulting from fights will not be eligible for sick leave.

An employee must have been employed 90 days to use sick leave.

2.29.2 Administration

The Comptroller will keep a sick leave log. Section Manager is to keep a log and turn in the report.

2.30 Leave of Absence

At some time during your employment with the company you may find it necessary to request a leave of absence because of personal illness or some other acceptable reason. This request should be made by you in writing as soon as possible after you are aware of the need for a leave. You will be eligible for a leave after completing one year of employment. No leave will exceed three months, with the privilege of requesting an extension of three additional months for a maximum of six months.

An authorized absence from work shall not exceed seven calendar days and may precede an authorized leave of absence. However, if a leave is granted, the effective date will be your last day of work.

You may report back to work at any time the reason for which leave was approved ceases to exist, depending upon the condition of agreement at the time leave was granted.

You may continue your hospitalization insurance during the time of an authorized leave by making necessary arrangements with the company prior to your departure.

A leave of absence is without pay. Vacation and sick leave days will not be accumulated during the time of the leave of absence.

The company cannot guarantee a return to the same job at the exact time you are ready to return.

2.30.1 Military Leave

Employees who are members of a reserve component of the Armed Forces of the United States or the National Guard shall be granted leave of absence from their positions, without loss of accumulated vacation time or sick leave when ordered to active duty for field training, or training authorized in lieu thereof when the individual is given constructive credit for such training, for periods not to exceed fifteen (15) working days in any calendar year.

Employees who are inducted or ordered to active duty to fulfill their reserve obligations or who are ordered to active duty in connection with reserve activities for indefinite periods or for periods in excess of their annual field training are ineligible for benefits as provided above.

Employees who are ordered to active duty with the Armed Forces of the United States or National Guard and who are ineligible for/or not granted the leave provided for above shall be separated, and subject to the provisions of Civil Service Rules relating to certification, appointments, and reinstatement. All such employees who make timely application for restoration to their former position shall be restored.

2.30.2 Maternity Leave

Maternity will be treated as any other medical leave of absence.

2.31 Jury Duty

The company will cooperate fully with Local, State and Federal courts in allowing its employees to serve on juries without any financial loss. The company will pay salaried employees what they would have earned had they not been serving on a jury, less what they are paid by the courts, subject to these conditions: you report for work on days you are dismissed early or totally from jury duty.

2.32 Bereavement

In case of death in the immediate family, full time employees will be allowed a maximum of three days with pay for the emergency. Members of the immediate family are considered to be: spouse, children, father, mother, brothers, sisters, father‑in‑law, mother‑in‑law, grandparents and grandchildren.

2.33 Inclement Weather

The company does not wish for anyone to take a risk of injury should the weather become too bad with snow or ice.

For salaried employees, please follow these steps when attempting to come to work during poor weather conditions.

1.
Call the office to be sure someone is there and the door is open;

2.
If no reply, call your section Manager at home;

3.
If no one can be reached, repeat the above sequence in one half hour, these persons are probably in transit;

4.
If you feel you cannot at that time make it into the office, call within a reasonable time, and let someone know your intentions. Full time employees receive one and one-half days off, with pay, for inclement weather at the option of the employer.

Inclement weather days begin in January of each calendar year for all employees, may not be accumulated from calendar year to calendar year and will not be paid for if unused at the time of termination.  Should bad weather conditions occur while the office is open, Management will make a decision when the office will officially close.

We appreciate everyone's efforts and conscientiousness.

2.34 Hospital and Medical Insurance

All full time regular employees are eligible to enroll in the Medical Insurance Plan. New employees, joining the company, will be eligible to enroll in the plan as of the billing date following ninety (90) days of service. The company offers employees, after three months of employment, the option to subscribe to the Health Insurance Plan, with (Insert your medical insurance company name here), i.e. Blue Cross Blue Shield/Capitalcare. Both individual and family plans are available. (Insert the specific provisions of your insurance plan here, the following text is for example only).  The company pays 50% of the individual premium and the balance is deducted from the employee's pay check. The coverage is broad and the premium is reasonable. There is a $100 deductiable per person before claims are paid. Claim forms are available. It is the employee's responsibility to file claims and contact the insurance company for interpretation.

2.35 Life Insurance and Accidental Death or Dismemberment

All full time employees who have completed ninety (90) days of service are provided with Life Insurance and Accidental Death or Dismemberment coverage. The cost of the program is paid for by (select who pays for the insurance - the company or the individual). Employees are covered with life insurance. This coverage also includes double indemnity for accidental death as well as dismemberment coverage.

2.36 Disability Insurance

Commissioned salespersons, contract service employees and managers, after (insert the specifics of your insurance coverage) i.e. 90 days of full time service, are eligible to receive the company's disability insurance benefit. This insurance has a 90 day disability waiting period, covers up to 60% of the employee's income (monthly average for the last three years) starting the 91st day of disability until age 65 and is fully integrated with Social Security. Master policy is available to review other conditions and benefits.

2.37 Workman's Compensation Insurance

The company provides insurance for employees due to on‑the‑job accidental injuries. The insurance is provided under the Workman's Compensation Act. Employees sustaining an injury by accident arising out of and in the course of employment which prevents work for over seven (7) days will receive compensation for the time lost as provided for in the Workman's Compensation Act, PROVIDED such an accident is reported to the company prior to leaving work. Employees do not contribute to this program. The company pays the entire cost to insure such job insurance.

2.38 Unemployment Compensation

Unemployment Compensation is a program administered by the State. Eligibility to participate is determined by the laws which govern the service. Employees do not contribute to this program. The company pays the entire cost to insure such job insurance.

2.39 Social Security

All employees are covered under the Social Security Law of the United States. The purpose of the law is to provide retirement, survivors and disability insurance benefits to the employees. Social Security payments are shared by the employer and the employee. All benefits go to the employee.

2.40 Education

Each employee's value to the company, and therefore his/her own career with the company, is dependent a great deal on his/her knowledge of his/her own special function and of the embroidery industry.

From time to time the company will send employees to industry conducted schools or workshops and special courses or seminars on subjects that will increase this knowledge of his/her particular function or knowledge of the industry.

It should be understood that most learning starts with the initiative of each person and is obtained through reading.

Magazines and publications (other than those received by each individual) will first be delivered to the President's desk. After his review, they will be put in his out box and placed on the literature shelves in the conference area. The previous issues then on the shelves will be discarded.

From time to time magazines will be passed around the office with a routing slip or with a note for those identified to read particular articles. It is requested these be read ASAP and passed on to the next person on the routing slip with final disposition as indicated on the routing slip.

2.40.1 Tuition Reimbursement

The company will reimburse employees for 60°% the tuition costs of courses approved by management. Reimbursement will be made when the employee presents the company with a paid receipt and a report card indicating the employee received at least a "C" grade. Reimbursements will not include the cost of books.

To qualify for tuition reimbursements, the employee must have been employed by the company at least one year prior to the beginning of the course and have received company approval of the course prior to the course beginning. An employee terminating with the company within 12 months of having received a tuition reimbursement will have the amount of that reimbursement deducted from his/her last pay check.

2.41 Parking

For your convenience, parking spaces for most employees are in the immediate area.

Parking spaces will be allocated for visitors. The company is not responsible for fire, theft, or personal liability for employees' vehicles or their contents.

2.42 Work Rules

2.43 Confidentiality of Business Information

While performing on behalf of the company, employees will gain knowledge of certain sensitive trade information such as its sources of supply and customer lists. All such matters, including personal salary schedules, should be handled with discretion and kept confidential. This is a common sense policy that requires good judgement and staff professionalism. All computerized lists of clients, forms or plans are to be shredded as per filing policies. No one has permission to ever take such lists off the premises.

2.44 Team Work and Task Sharing

From time to time situations will arise that may require employees to work at tasks that fall outside of their normal responsibilities. These will usually be high priority requirements to meet deadlines, provide an unusual customer service, etc. In such instances, the company may call upon any or all employees to work on extra assignments. Every effort will be made to assign such tasks on an equitable basis.

2.45 Dress and Behavior

The personal appearance of the employee should reflect an image of professionalism. The company is a service organization as well as an embroidery company and employee appearance should bear that out. Quite frequently clients are brought to the office without notice. Please consider your dress even if your are not leaving the office to face the public that day.

Common courtesy is necessary to good human relations. Drinking, or under the influence, gambling, fighting, use of foul or abusive language, or other disorderly disruptive conduct can reflect a poor image on the company, as well as the individual, and will not be tolerated. Please consider your fellow employee's desire to be productive.

2.46 Noise

When working with fellow employees it is requested that attention is given to voice levels. This is a detail business and it is imperative that others not be interrupted by extraneous noise. Use the telephone for inter‑office contact. For the concentration of others, employees may play radios, the television or tapes in the office area provided the volume is reasonable and does not disrupt the intended work assignment. From time to time it is necessary to have the radio on for news bulletins.

2.47 Housekeeping

Each employee is responsible for the appearance of his/her working area. Desk, files, and all other furniture/equipment in the employee's office or work station should be kept neat and free of unnecessary clutter. All employees are expected to keep common areas looking orderly and businesslike.

At the close of each business day, desks should be straightened, and coffee cups washed and put away. On Friday afternoon, and before holidays, extra attention should be given to working areas so that the office has a fresh neat appearance at the beginning of the next working day.

Frequently we have visitors who we hope will leave with the feeling we are not only creative and productive, but also neat and clean.

2.48 Utilities

The company wishes for everyone to be comfortable and work in healthy conditions. The company has gone to a great expense to create a very open and well lit working area with expansive windows and clean heating and air cooling. Light ‑your cooperation is requested to conserve energy and hold down power costs. Desk lamps and office machines are to be turned off as the employees leave their office.

2.49 Personal Visitors

Brief visits by immediate family are permitted to the extent that they do not interfere with the employee's work or disrupt others. The company expects employees to exercise good judgment and prudence in this sensitive area of office policy.

2.50 Personal Use of Office Equipment

Employees must secure permission from the company prior to the personal use of any office equipment. Such personal use, when permission is granted, will be restricted to non‑working hours.

2.51 Charity Drives and Contributions

In the effort to make everyone's days at THE COMPANY pleasant and efficient ones, employees are not permitted to solicit fellow employees for any charity drives or contributions. The company does support several charities in the name of all its employees, but does not desire to become involved in any employee solicitations, or to increase its list of charities.

2.52 Outside Solicitors

Outside solicitors are not permitted on company premises unless invited in by management.

2.53 Suggestions

As a growing, changing and progressive organization, the company looks to its employees for input and ideas. The course of each working day, the employee is encouraged to objectively observe and analyze the company, both in terms of its overall effectiveness and the job they perform. Better ways of doing things can always be found and that which might appear to be an insignificant suggestion becomes an invaluable contribution. Suggestions may be filed in written form with the company at any time. They need to be signed to be considered. Verbal suggestions during company staff meetings are welcomed. All suggestions received will be openly recognized unless the contributor requests anonymity.

2.54 Grievances

Any employee who has a question about the job, salary, hours or anything connected with his/her work related responsibilities is encouraged to speak freely and frankly with the company.

In order to assure objectivity, fairness and prompt action, all work related employee grievances will be handled as follows:

1.
Discuss the concern, problem or situation with your immediate manager. If still dissatisfied. . .

2.
Outline the problem in writing and submit one copy to your manager, and the President.

3.
A meeting with be arranged with the employee, his/her manager and the President.

4.
President to present final decision in writing to employee, with a copy to his/her manager and/or others involved.

2.55 Employee Area

For those who enjoy the luxury and convenience of "dining in," THE COMPANY has provided the office with an employee area, including a refrigerator, coffee maker, and a microwave.

Everyone is invited to bring in his/her own groceries, however, all of you should be aware of what our policy has been concerning "in house food". That is, anything put in the refrigerator or cabinets becomes "fair game" unless plainly identified by your name.

THE COMPANY will furnish the coffee, tea, cream and sugar.

The kitchen has been provided for your convenience and will take everyone's cooperation to help keep it clean. Therefore, it will be each person's responsibility to clean up the mess that they make cooking. The lunch table should be cleaned after each use.

2.56 Building Emergencies

Should a building emergency arise, please remain calm and evacuate the building. Fire extinguishers are provided. Those on the front warehouse walls are for general fires. The fire extinguishers in the computer room are for the use of that particular machinery only. Under no circumstances should an employee expose themselves to injury to save any office property or files.

2.57 Security

THE COMPANY would like everyone to feel his/her personal belongings and the company's equipment is secure. Therefore, the following steps have been taken to provide security.



(describe your level of effort to illustrate Security coverage)

1.
An alarm system has been installed.

 2.
Security warning signs have been inscribed with the county security number systems.

 3.
The computer room has a cipher combination lock.

The last person leaving each day must check:

1.
The warehouse entrance door.

2.
Be sure the overhead door is locked.

3.
Activate the alarm system.

4.
Never let anyone else use your key or make duplicates without the prior approval from management.

2.58 Community Relations

Every effort is made to see that we treat our neighbors with respect and cordiality. Employees are encouraged to get to know our neighbors and be friendly. Keeping our building area clean and uncluttered is a continual job and your cooperation is requested.

2.59 Bulletin Boards

The bulletin boards,. both in the general office area and in the individual offices are for the display of information. Employees should refrain from using these boards for jokes, cartoons, or distasteful material.

Personal tack boards are for employee efficiency and should be used for only business‑like material. Papers or other objects are not to be pinned or taped to the office furniture or the front door.

2.60 Flowers and Plants

Plants have been provided in the office as part of the desire to make the office as pleasant as possible. Please check with your Manager, whose responsibility these plants are, before attempting to be our plant doctor. We hope everyone enjoys the plants and respects the care needed to flourish. Please talk to our plants . . . . They need love, too!

2.61 Authorized Travel

2.61.1 Use of Company Vehicle

Use of company vehicles is restricted to the conduct of company business only by those licensed drivers designated to operate the vehicles. Personnel normally designated would be officers, managers, sales representatives, and delivery personnel.

2.61.2 Rental Cars/Vehicles

Use of rental cars is authorized when traveling on company business provided travel has been approved by management. Rental car expenses will be reimbursed with other travel expenses. It is expected that the employee will make every effort to obtain the most economical arrangements. Receipts must be submitted with an expense report.

2.61.3 Authorization for Travel

Authorization for travel must be granted by the company before travel arrangements are made.

2.61.4 Traveling

The employee is expected to make every effort to obtain the most economical arrangements.

2.61.5 Travel Expense Report

All authorized expenses are to be reported on an expense report form accompanied by receipts submitted to management within 3 days of completion of travel.

2.62 Company Credit Cards

Company credit cards are issued to officers and managers who have a recurring need to make charges instead of paying by company check. Gasoline company credit cards may be issued to company vehicle operators when deemed necessary. Receipts for credit card purchases must be submitted in every instance identifying the purposes and persons involved.

2.63 End of Employment

2.64 Termination

If you must leave the company, give written notice of your resignation. Support staff, who are terminated in "good standing", will be eligible for re‑employment. A letter of recommendation will be provided upon request.

Wages will be paid through the last hour worked. The last hour worked will be decided by management.

You will receive your final paycheck on the next regularly scheduled pay day. All company property must be returned prior to the final paycheck being issued.

Sick days or inclement weather days will not be paid if unused at the time of termination.

Vacation time approved by the company, taken by the employee and not accrued (2.272) will be deducted from your last paycheck.

Any deduction under the tuition reimbursement benefit policy will be deducted from your last paycheck.

2.65 Retirement

It is the company's intention to comply with all applicable Federal and State laws covering retirement. All employees are covered under the Social Security Law of the United States. The purpose of the law is to provide retirement, survivors and disability insurance benefits to employees. Social Security payments are shared equally by the employer and the employee. All benefits go to the employee.

3.0 Summary of the Policy Manual

I. THE COMPANY does not discriminate against any employee because of race, color, religion, creed, age, sex, national origin or ancestry.

II. Disciplinary actions have three levels; Verbal, Written, and on Probation.

III. 90 Day New Employee probation.

IV. Employees should avoid any conflict of interest situations‑
V. What you learn here‑STAYS here!

VI. Full Time/Support Staff Employee works at least 35 hours hours per week. Both Full & Part Time Support Staff will record the hours worked via a time clock.
VII. Full time employees may not hold part time positions in other companies.
VIII. AM and PM breaks are limited to 20 minutes each.
IX. Lunch is 30 minutes.
X. Overtime must be approved prior to it being performed.

  XI.
Employee work hours are coordinated with each section manager.

   XII.
Pay Day ‑ 1st & 15th except for weekend dates.

   XIII.
Performance Evaluations ‑ 90 day review and thereafter on the anniversary date of initial employment and annually thereafter.

XIV. Vacation Full Time Staff Only.  Not available 1st year, years 1 to 5 on full time basis is 10 days per year. NO time is accumulated from year to year. Must be approved by Section Manager and President. No conflicts within a section.

XV. Holiday Schedule posted in Employee area.

XVI. Sick leave accrues 1/2 day per month, 6 days per year. Cannot accumulate year after year. At the end of the year the remaining days will be paid to employee at present rate.
 
XVII. Leave of Absences are available.

XVIII.
Jury Duty, Bereavement, Inclement Weather are addressed.

XIX. Hospital, Medical and Life Insurance co‑sponsored with Employee after 90 day period.

XX.
Educational and Tuition Reimbursement for Company sponsored or approved courses available.

XX. Work Rules include: Confidential business information, team work & task sharing, dress & behavior‑noise & housekeeping.

XXI. Personal use of Company Equipment requires prior approval.

XXII.
Charity Drive & Contributions are not permitted from fellow employees.

XXIII.
Suggestions‑ Encouraged.

XXIV.
Grievances‑ have a procedure.

XXV.
Security‑ Do Not discuss your work outside the company.

XXVI.
Water the Plants.

XXVII.
Authorized Travel & Company Credit Cards.

XXVIII.
Termination ‑ Voluntary & Involuntary.

EMPLOYMENT AGREEMENT


THIS AGREEMENT,
made this
day of
,

20____ by and between


(hereinafter

referred to as "The Individual") and YOUR COMPANY NAME, and its subsidiary (IF APPLICABLE)___________ (hereinafter referred to as "The Company").

W I T N E S S E T H

WHEREAS, The Company desires to hire The Individual as a (ENTER TITLE HERE) to contact new and existing clients as may be required and to promote and solicit sales of The Company's products within the United States and its territories; and

WHEREAS, The Individual desires to become employed by The Company in the position of  

(JOB FUNCTION HERE) upon the terms and conditions hereinafter set forth; and

WHEREAS, as a result of such employment, The Individual will have access to The Company's customer lists, operating techniques, price and profit structure and other confidential information; and

WHEREAS, The Individual recognizes the confidentiality of such information and the irreparable harm and injury which would result to The Company if The Individual used, or allowed the use of, such information in competition with The Company: and

WHEREAS, The Individual will be eligible to participate in The Company's disability insurance plan as provided in the eligibility provisions of said plans.
NOW THEREFORE, in consideration of the foregoing and the terms, conditions and compensation to be paid to The Individual and other good and valuable considerations, The Individual and The Company agree as follows:

1. The Company hereby agrees to employ The Individual as its representative and The Individual shall be paid a base salary plus incentive bonus (if applicable) for his/her service unto this Agreement.

2. In the event The Individual receives a draw against commissions from The Company and terminates his/her employment, any commission then due The Individual or thereafter accruing shall be applied to the liquidation of said draw with any balance remitted to The Individual.

3. The Individual agrees to devote his/her entire time and efforts to the promotion of The Company's business and welfare and to faithfully endeavor to promote the sale of The Company's products. In connection therewith, The Individual shall perform such duties and responsibilities incidental thereto as may be requested by The Company and as are described in the Policy and Procedures Manual of the The Company, and shall faithfully observe The Company's policies and procedures.

4. The Individual agrees that he/she will, at any time upon request of The Company and in any event, promptly on termination of his/her employment, return to The Company all sample equipment, price lists, quotation guides, outstanding quotations, books, manuals and sales literature and paraphernalia, customers records, cards, correspondence, contracts, orders and other papers and documents in his/her possession which pertain or relate to The Company's business whether furnished to The Individual by The Company or compiled by The Individual in the course of
his/her employment.  It is understood by
The Individual that all such property, books, papers and the like are and remain the property of The Company, that said materials contain confidential information, and that The Company shall not be required to pay The Individual any sums of money then due The Individual until this provision has been complied with.

5. The Individual agrees immediately to disclose and assign to The Company all his/her rights, title and interest in and to all copyrights, inventions and patents relating to processing or products of The Company that he/she conceive or acquire during his/her employment with The Company and for a period of one year hereafter, and to comply with all of The Company's instructions and to sign all documents relative to said copyrights, inventions or patents requested by The Company.

6. The Individual acknowledges that during the course of his/her employment with The Company and by reason of the training provided by The Company, The Individual will come into possession of confidential information concerning, among other things, The Company's selling techniques, special methods of order processing and lists of The Company's and prospective customers, and has, in addition, developed a personal acquaintance with The Company's customers and will develop personal acquaintance with The Company's prospective customers within the Territory. The Individual further acknowledges that as a consequence thereof The Individual occupies a position of trust and confidence with respect of The Company's affairs and its products. Accordingly, The Individual agrees with The Company as follows:


(a) During the term of his/her employment with The Company, The Individual will not accept employment, or engage in any manner, directly or indirectly, in any other business; and any information previously obtained by The Individual concerning the customers of The Company or its operations, property, business, plans, policies, methods or procedures, will be treated by The Individual as confidential information. The Individual will not during the term of his/her employment with The Company, or at any time thereafter, disclose such information, in whole or in part, to others, or use such information in any way or in any capacity other than as an employee of The Company and to further its interests; and

(b) For a period of one year following termination of employment his/her employment, for any reason whatsoever, The Individual will not in any way (i) copy, appropriate, misappropriate or otherwise utilize the original or proprietary software, programs, forms and processes of The Company for a period of twelve (12) months from the date of the execution of this Agreement. (ii) exploit, develop or market any system based on proprietary property of The Company for a period of twelve (12) months from the date of the execution of this Agreement. (iii) contact any clients or customers of The Company for a period of twelve (12) months from the date of the execution of this Agreement. (iv) accept any position with or perform any duties for a competitor of The Company in which The Individual has or is required to have direct or indirect contact with a customer or potential customer of The Company. 

(c) For a period of one year following termination of his/her employment for any reason whatsoever, The Individual will not engage in, either for himself/herself or for others in the manufacture, sale, solicitation, promotion or distribution of any product or services competitive with any product or services of The Company and

(d) For a period of one year following termination of his/her employment for any reason whatsoever, The Individual shall not divulge to any competitor of The Company, whether or not employed by such competitor and regardless of the location of said competitor, any confidential information of The Company obtained by The Individual during the course of his employment with The Company. 

(e) For a period of one year following termination of his/her employment for any reason whatsoever, The Individual is prohibited from working for a competitor within a 100* mile radius of (SPECIFY CITY NAME HERE). The term "working for" is all inclusive of employee status, independent contractors, consultant and related terminology indicating "performing duties for".

7. In the event of a breach or threatened or intended breach of paragraphs 4, 5, and 6 of this Agreement by The Individual, The Company shall be entitled to enjoin, either by judicial arbitration, temporary restraining order, preliminary or permanent injunction, such breach or threatened or intended or intended breach by The Individual, who hereby consents to to the issuance thereof forthwith in any court of competent jurisdiction. Injunction not an exclusive remedy [3 (b)]. The parties thereto stipulate that as between them, the information and materials protected by these paragraphs are important, material, and confidential, and that any breach of the agreements contained in these paragraphs will gravely affect the effective and successful conduct of the business of The Company and The Company's goodwill and will cause irreparable damage to The Company.

8. The Individual shall not have any power or authority to enter into any contract, undertaking or agreement for or on behalf of The Company, or to assume or create any obligation or responsibility, expressed or implied, in behalf of, or in the name of The Company, or to bind The Company in any manner whatsoever. The Individual's authority to represent The Company shall be confined to any client administration

9. This Agreement represents the complete agreement between The Company and The Individual and supersedes all prior agreements or undertakings, written or oral, except that any restrictions relating to The Individual's competing with The Company, contained in any prior agreement, shall be incorporated herein and the time limits relating thereto shall run from the date of this Agreement.

10. Subject to paragraph 11 hereof, this Agreement shall continue in full force and effect for a period of one year from the date hereof, and thereafter for successive additional one year periods.

11. The Individual may terminate his employment with The Company at any time, in which event The Company shall account to The Individual as provided in Paragraph 2 hereof. The Company may terminate The Individual's employment with The Company at any time by giving him/her written notice of such termination, except that if The Individual's employment is terminated by The Company without cause, The Company hereby waives its right to recover deficits in The Individual's draw in excess of commission then due The Individual. The Individual shall not be entitled to any termination notice if he retires or is discharged for cause. Except for agreements and covenants herein specifically provided to be performed or kept following termination of employment, neither party hereto shall, after termination of employment, be under any further obligation to the other. Without limiting the generality of the foregoing, The Individual shall remain obligated to The Company with respect to The Individual agreements and covenants contained in paragraphs 4, 5, and 6, and The Company's rights and The Individual's consent thereto under paragraph 7 hereof shall survive such termination. 
12. Each of the agreements and covenants contained in this Agreements shall be enforceable independently of every other agreement and covenant in the Agreement, and the invalidity or non-enforceability of any agreement or covenant shall not invalidate or render non-enforceable any other agreement or covenant contained herein.

13.
This Agreement, its interpretation and validity, shall be governed by the laws of the State of (SPECIFY STATE NAME HERE). 
14. Upon execution of this Agreement, The Individual shall become eligible to participate in The Company's insurance program with such seniority which he/she may have had with The Company, if any, pre‑dating this Agreement provided, however, that The Individual is otherwise eligible for participation in said programs as said eligibility is defined therein.

IN WITNESS WHEREOF, The Company has caused this Agreement to be executed by a duly authorized person and The Individual has hereunto set his hand and seal, all being done in (your location city, state, zip), as of the day and year first above written.

THE INDIVIDUAL
YOUR COMPANY NAME HERE

_____________________________                  By _________________________

Interesting Articles

Mistakes Embroiderers Make and Wish They DIDN’T
Trial and error are the mother of invention – sometimes you wish invention would leave you alone and things ran more smoothly.  Some problems are man-(or woman) made, others are mechanically originated and the curse of the metallic gnome.  Either way – mistakes happen!!  The following list of 10 mistakes are in no particular order – they happen at an alarming rate, to any and all participants of the trade.  Beware and be cautious.
NITFC – addressed earlier in the text – Needle in the finger club – painful and at times dangerous. During this dumb move, the thrust of the downward motion could piece a bone, or break a needle tip within the finger – go to the emergency room immediately.  Needles collect dirt and grit from the numerous garments sewn daily.  This material may contain grime and bacteria to cause an infection at the puncture point.  Treatment is needed. If the person is an employee in your shop, recall RULE 1 – don’t bleed on the garments!  This problem may require OSHA or Workmen’s Compensation  paperwork.  Follow-up as needed.

“Hey – does that look crooked to you”? – With the hooping table attachments, and pocket liners and mechanical leveling devices… this should not be a mistake, problem, excuse, or any other slang phrase announced by the customer.  Two options, 1) remove the stitches (if possible) and sew over the crooked design with a slightly larger design), 2) avoid step one and replace the garment – get this pain over with ASAP.  RE-hoop, re-measure, and re-assure yourself – you’ll do it better next time.  Use a marking pencil (lightly), use a lazer light, use something – anything to help you “get it straight” – next time.  Do not use eye measurements – that’s what probably got you in this mess to begin with.

Hooping Mistakes – There are several reasons why you use a hoop – and to bottom line is simply – because – isn’t that what your parents used to tell you… because – you just do!!!  Don’t argue, don’t question it – just use it correctly.  By the numbers again, please:

1. Cut the backing larger than the hoop.  Backing stabilizes the fabric.  Backing is inexpensive, customer garments are expensive.  Use backing correctly.

2. Use a hoop that fits the job correctly.  Trace the design in the hoop, be sure the trace function has good edge room for sewing clearance. 

3. The fabric must lay flat when the hoop is placed on the machine – reasonably taut, no bubbles, wrinkles or stretch marks. 

4. Before placing the hooped garment on a machine, check the hooped garment for stray material or anything else that may be caught or snagged in the hoop area. 

Too little space for too many threads to fill the space.  This mistake is usually prominent with embroidering hats. The design to be sewn is too complicated and cramped for the sewing space of a hat front.  This is a mistake of not paying attention to the sizing parameters of the finished product – the hat.  Think of a 2 x 4 inch wall stud.  Stay within the 2 x 4 measurements and you won’t have a problem sizing the design for the hat crown.  You might have a little wiggle room on sizing based on the finished design, but in general 2 x 4 inches fits the hat crown.  Hat sides and back measurements are also limited due to the actual hat measurements. Be sure the hat fits the hat frame comfortably and hat alignment will be a breeze.

Trimming a design and adding a hole to the garment. One of the finer dumb moves made by someone in a hurry and not paying attention to the task at hand.  I got a lesson on this one the hard way.  My wife’s directions were (follow the numbers!!):

1. Turn the garment inside out
2. Grab an edge of the backing only
3. Let the shirt hang freely 

4. Carefully slide the scissors along the edge of the design
5. Do not let the scissor or scissor-point touch the shirt

6. This will slice off the excess backing
7. If the sliding action does not slice the backing, the scissors are dull and need to be replaced

8. AGAIN – don’t bleed on the garment – not good.
Reducing the jacket back design to fit the left chest. In 1992 when we got into the embroidery business, the rule was reduce a design by NO MORE THAN 10% of the original size.   With today’s technology – that rule has not changed.  If you violate that rule, or anticipate a “It’ll be OK” moment – you will pay the price for joining the mistake club.  By compressing the design, you have not reduce the stitch count squeezed into a smaller space.  Keep in mind 10% is ok…everything else – is not!

Sew “unwanted material” together with the garment – This mistake is made by NOT being observant of the sewing area – like hooping two parts of a bath towel together, or hooping paper documents to the back of the backing or garment.  Sleeves are a perfect example of “crawling up under the hoop” while the pocket design is sewing – damn!  Be watchful.

Machine embroidery needle installed wrong.  The needle has a groove from top to point that must be installed facing the front of the machine.  Use a needle nose pliers or tweezers to hold the needle in place while it is securely fastened into place by tightening the set screw at the top of the needle housing. SAFTEY first – turn off the machine before putting your fingers in harms way.  NITFC membership not encouraged.

The sewing needle hits the hoop -  Not good – Did you trace the design first, has the center point of the design shift during the repetitive sewing and hoop placement, did you re-verify your needle spacing with a trace command (trace only traces the outer limits of the design)?  This mistake usually comes from HASTE and you got busy and didn’t check the design point again.  After a couple of needle breaks, and hoop purchases, you’ll get the picture and re-check your before-you-hit-the-start-button routine.

ROOKIES BEWARE Mistake New Embroiderers Make — DO NOT experiment with customer material.  If you think about what you are doing – is this the right thing to do?  One of a kind articles, bulky items, shoes, and leather goods are usually expensive to replace – if even they are replaceable!!  Get creative on your own dime and time.  Try things with embroidery that makes you different and successful.  Use blank stock or test items.  See what happens if you use a bigger needle? Keep in mind the following when someone asks, “Can you embroider this”: 

A. Can I hoop it? 

B. Does it have a inner pocket, snaps, zippers, buttons, Velcro fasteners, etc? 

C. Have you ever sewed on this type of material before? 

D. What does it cost to replace? Can it be replaced? 

E. Is it worth your time in relation to the price the customer is willing to pay? 
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I. SUMMARY

A. Business Description

1. 2. & 3. Name, Location, & Product

This paragraph describes your company….. BRAG!

Your Company was started in 1979 as a sole proprietorship in a 600 sq. ft. basement. Total gross sales were $49K. We are currently located in 14,000 sq.ft. light industrial park in Gaithersburg, MD (25 miles NW of Washington, DC). Our product is "Service". We embroider custom goods for our clients. We are specialists in …… Our smallest order quantity is 1 piece! 

Our facilites are comprised of …… The majority of the work area is either tile or concrete flooring. The primary bay has an electronic security alarm installed and is set each night. There are four offices which are for the administrative staff.

4. Market and Competition

The products offered by MY COMPANY are focused on ………..industry. The concepts and designs are developed for this market are 100% adaptable to all "Service Organizations" of other markets. MY COMPANY has not presently explored other markets due to ….. (customize…. As needed…..the lack of sales force and related customer service support staff.)

The competition must be identified as providing an inferior product to MY COMPANY. There are two other companies, both in (???? Describe as needed) They are, XYZ Company and ABC. We have taken clients away from each of them! 

5. Management Expertise

The singular most important management feature required to run MY COMPANY is ORGANIZATION. Without it ‑‑ chaos prevails. MY COMPANY is a service organization. From the minute an order enters this system, until the finished product leaves, the order must be moved systematically as expeditiously and accurately as possible.

Management expertise is needed in the marketing activities and the corporate functions requiring various considerations and commitments. Product development, marketing and overall company performance is discussed and implemented as needed, between YOU, President and YOUR PARTNER, Vice President. The business partnership is very functional.

B. BUSINESS GOALS

(Define and explain your goals… you have them, now is the time to write them down.)

To Make Money! Via several avenues.

A) Expanded client base & increased sales

B) Company stock offering ‑ over the counter

C) Sale of the Company ‑ we are always for sale

We have put everything we own into MY COMPANY. It is almost time for our payback and achievement of our goal! A very real goal is, to not work seven days a week and enjoy the efforts of our son in baseball, karate, etc.

C. Summary of Financial Need and Application of Funds

The need of additional funds has come about due to (WHY??) the 1990‑91 recession. We need better cash flow for day‑to‑day operations. We must modernize some of the existing subsystems and we must reduce some current corporate debts.

The use of the $500,000 will be divided into these categories, Cash flow float, Modernization and upgrades, and Debt reduction. The detail expenditures of these totals will be found in Section VI.

D. Earning Projections and Return to Lender

With the approval and distribution of our loan request MY COMPANY will be able to become more aggressive in the marketplace. Current marketing resources are limited to telemarketing and product dissemination by modest sales calls or shipping of the product via UPS. Occasional marketing trips to pre-qualified potential clients are made to help sell the overall advertising concept and garment decoration concept.

The return to lender will be part of the proceeds of new business combined with increased revenue from existing clients. By expanding our customer service department we will have more frequent contact with our current client base. They will buy more because we will sell more by going direct.

II. MARKET ANALYSIS

A. Description of MY COMPANY

In the world of potential embroidery clients, the industry publications identify several levels of potential clients. The marketplace is open for those presenting the best in products and services. MY COMPANY has the best garment decorating media in the country. This statement will be further expanded upon in the upcoming segment of this section.

B. Industry Trends

After reviewing the last twelve months of the National economic conditions, specifically national economy, the overall trend is UP! MY COMPANY wants to provide embroidered product to our market share.

C. Target Market

There are two definitions of target market. One is the target market of potential clients and their availability to utilize the services of MY COMPANY. The second, is the Target market areas of the potential clients of MY COMPANY. Because MY COMPANY services a versatile market, the marketplace is open to excellent possibilities. 

D.
Competition

MY COMPANY has no competition. Two national companies who have similar products of inferior quality. We are the "S" Class Mercedes. The other auto manufacturers who make cars but nothing matches a Mercedes. Below identifies the other two companies.

WHY DO YOU STAND OUT???

III. PRODUCTS OR SERVICES

A.
Description of Product Line

MY COMPANY's primary product decorated garments and the supporting services needed for my clientele. These garments are ordered by -------------- and we must deliver the product to their satisfaction! That is the short scenario of the product line! 

IV. Marketing Strategy

A. Overall Strategy

HOW do you plan to carry out this expansion?

The marketing efforts of MY COMPANY will be directed toward client retention and expanded services and the solicitation of new clients. The goal of the marketing effort will be to increase market share in the major cities and areas of the top 200 companies. The specifics of how this is planned and implemented are described in Section C, below.

B.
 Pricing Policy       <<<<<<<<<<<   start here >>>>>>>>>>>>>>

MY COMPANY has, over the last 11 years, known these important points about the public clientele concerning embroidery regarding decorated apparel. 

· They are lazy ‑‑ MY COMPANY has built a business on this fact ‑They are "not too energetic in their marketing activities ". 

· They are cheap! For one cent lower, they'll think about leaving you, for two cents lower, they're gone, and for three cents lower they won't even tell you goodbye! 

· The public does not like to buy retail ‑ they have to "Have a special deal" ‑‑ so the pricing policy is simply stated as start high and have several options or discounts from which they can select a redued price for their goods. This technique and application of base price minus options is a good match.

MY COMPANY’s pricing policy maintains a public price (retail) and a contract price.  The retail price is self explanatory.  The contract price structure is for items that will be resold, either by a retail outlet, or by another embroidery company.

C. Selling Methodology

The marketing of embroidered apparel is department and customer service is intended to generate more sales to existing clients and generate leads and new clients. Telemarketing is very important in our planned growth. Key people must be identified and approached for their review of our products and services.

V.
MANAGEMENT PLAN

A.
Form of Business Organization

MY COMPANY is a (specify your state and type of company – Sole proprietor, Sub S Corp, Full Corp, LLC) Maryland Subchapter "S" Corporation. Originally started and  incorporated in YEAR, our intent is to better serve the public with personalized and decorated material.

B.
Board of Directors Composition

MY COMPANY does not have a formal board of directors. Management advice is solicited from our Corporate Attorneys, our outside CPA firm, and other Company CEO's and Executive staff. With today’s technology, we participate in embroidery Internet forums and exchanges of information on a regular basis. 

C.
Officers: Organization and Responsibilities

The
MY COMPANY Corporate Organization is as follows:   (TRY THIS > makes you sound like a big company…. But then you are, you just have to get there!)

President ‑ Company Direction and planning. Systems development, planning and implementation. Marketing as needed.

Vice President ‑ Oversees all Accounting functions. Company personnel administration. Aids in company planning and direction.

The duties and responsibilities of each and line manager are summarized as follows:

Input Processing ‑ Recording, monitoring and fulfillment of all incoming orders.

Customer Service ‑ Handles client inquiries, problems and coordination. Assists input department in resolving errors on incoming orders. Works with marketing on new client startups.

Production Department ‑ Prepares all garments and material for embroidery.  Coordinates and performs required computer and manual operations to fulfill the customer’s order.  Performs initial quality control functions.

Marketing ‑ Solicits new accounts, makes presentations, proposals and distributes corporate literature.

Shipping – Quality controls the order for product inspection, packaging, and shipping as required.  Initiates delivery procedures for order fulfillment

D. Resume of Key Individuals

Name, Position title, Dates, Location, and text regarding your past life before embroidery!  Here’s where you get to brag on yourself.

Education: School name, degrees, years

Awards and honors

Publications and references
E.
Staffing Plan/Number of Employees

The current department staffing plan is as follows:


Current


Customer Service
2

Staffing includes full and part time, as needed, to fulfill client orders.

F.
Facilities and Capital Improvements

(What do you need to do to your office structure or environment?) The current facilities will receive a portion of the loan proceeds. Climate control (air conditioning) units and new walls will be installed to assist the work flow of MY COMPANY. A review of our telephone system will determine the most practical and economical method of upgrading of phone units.

G.
Operating Plan and Schedule of Upcoming Work

The schedule of upcoming work originates in our marketing department. Our marketing efforts are ongoing daily. And in Sales ‑ Persistence Wins. . . And we are persistent!

(Where are you going to get your clients?  Do you have a specific niche for clients, i.e. car clubs, church groups, schools, etc.?) 

VI. Financial Data
a. Financial Projections

First year sales by quarters, remaining years annually



200x
200x
200x




$2,300
$2,500
$2,700


B.   Explanation of Projections
(You must present a rational explanation of the your projected growth.) The 1992 financial projections were determined by an analysis of the current client revenues in addition to projections for new business currently in the decision making process to utilize MY COMPANY Services. These projections are given to a 85% level of closing. MY COMPANY marketing has estimated this level of business with sound judgment and confidence.

MY COMPANY has enjoyed a reasonable growth structure during the first two years. Most of the equipment has been leased to satisfy business performance. By (when?) 1996, the majority of all the leased equipment will have had their leases paid off. Bottom line profits will increase.

C.
Use Of Loan Proceeds
The loan proceeds will be applied to:

(Obviously these numbers are made up!.  But you will have to identify what you plan to do with the loan.)


New equipment ‑‑
Upgrade systems





Hardware
$15,000





Software
$26,000



Press
$17,000



Furniture
$5,000



Telephones
$25,000



Leasehold




Improvements
$25,000



Advertising
$20,000

Inventory
$18,000

Debt consolidation


   $150,000
Total Loan
$500,000

Any saving realized by not spending the full amount for an item will be applied to the general operating fund, Cash on hand.

The effect of the equipment identified will be to service our clients more expediously and accurately. 

D.
Return To Lender
MY COMPANY as projected a modest net income between 4 ‑ 12% of gross sales. The 5 year monthly payback will begin on an agreed due date. The monthly payback will include principal and interest. 

E.
Collateral

The loan will be collateralized by (What are you pledging as collateral? Stocks, bonds, house, ??) a corporate promissory note executed by the officers of MY COMPANY. Additional corporate assets of equipment and furnishings will also be pledged. Your loan will re-stimulate our financial stability. Our ability to repay the loan comes from increased gross sales as illustrated in the spread sheets.

I thank you for your time and consideration of our loan request. I respectfully ask that you honor and grant our request.


Buying a Single Head Machine

 SEW ya wanna buy an embroidery machine? 
Jim Serritella 
Software Developer 
What’s it going to cost? And what do I have to do to be in the embroidery business? Anyone entering the Embroidery business has posed those and many more questions. Maybe I can shed a little light on the subject – the bottom line – it’s a numbers game – the needle and thread are there just for show! The more you have the more you sew, the more you sew, the more you make – get the picture… read on and enjoy . 

I think I want to be an Embroiderer! How much can I make? What are the costs? First, I’ll start small and grow! What’s small? And Grow into what? 

This article illustrates the entry into the embroidery business and growing his/her business into a viable productive company. I have seen several of my friends in the business go through the agony of expansion and growth. I have not seen any embroiderer terminate a business in 10 years. But – the real bottom line – it does not come cheap! You have to work the business – it cannot be an absentee management endeavor. We began with a single head, and have three single head units. 

The article makes some basic assumptions: YOU HAVE THE. 

• Average physical dexterity to hoop, trim, and fold 

• Computer literate – to a point 

• Available funding – either loans or cash 

• Adequate space to house a 180 pound pet – you’re gonna fall in love with this beast, that comes just after “I’ll rip the plug off your face” exercise! 

• You (and maybe the shipper) can get the machine into your preset space. PLAN THIS BEFORE ORDERING ANYTHING! 

• Reasonable ability to meet and greet people – potential customers 

• A mentor or embroidery friend – a definite plus 

Parts of this article use the E-Z Estimator software to illustrate the financial numbers represented throughout the article. This is a tool to assist anyone (novice or experienced user) in performing basic worksheet functions. This article makes no guarantees, or implies specific financial values for items described in this article. Any financial commitment should include proper consultations with knowledgeable accounting and / or legal professionals. The user to further substantiate a clearer representation of the income or expenses may change any and all dollar values presented in the worksheets. With the legalese out of the way…. How much is this? 

What do you need to open an embroidery business? Ladies and gentlemen – the list would fill this magazine, but the essential 3 NON-tangible items are: 
• You need some business savvy - All of your expenses are tax deductible – so keep your receipts and records – put them in a box, individual folders, accounting software – your call…. But keep them. 
• You need to be a shy and aggressive person - Can you introduce yourself to a stranger – “Hi, I’m Jim and I have an embroidery business that specializes in Martial art embroidery. Here’s my card. (and the conversation has begun…)” and remain passive in tone and firm in intent to further discuss the client and his potential embroidery needs. Do you have a hobby or special niche to begin your embroidery marketing efforts? 
• AND you need a little luck too! End of story… we all need this! Like real estate, the ultimate success comes from location, location, location – you have to in the right spot at the right time, “We just order those last week” or “Hey, great idea, I’ll take 12 hats in red” 

Your biggest external marketing tools in the first 90 days – your business card – both sides, and retractable pens. (PICTURE # 1 here) Your best marketing person during that period YOU! Call everyone you know and tell them – I’m in the embroidery business, “Who do you know that may use my services?” Personal circle of friends, social clubs, flower groups, business associates, and the list keeps on coming….. make calls! Calls equal income and that’s what this article is about – the cost of business. Leave business cards EVERYWHERE you go! 

Basic numbers and terms: 1) Income aka, Gross Revenue, Earnings, SALES 2) Expenses aka, Outlay, fees, the cost of business 3) Income minus Expenses = Profit (or loss – the expenses are too high) 

The E-Z Estimator includes 2 financial worksheets. One illustrates the reality of Gross Income and approximately how many units must be sold and sewn per day to meet the annual income. The other is a budget projection worksheet identifying nine primary expense categories that should be considered for a better picture of the cost of business. The following screen images are from the E-Z Estimator. 
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Illustrates a per piece rate of $8.00 you will need to sew 12 garments a day.

Each screen presents the Annual Estimated Gross Revenue. And the income values per month, week, and day to achieve that level of gross revenue. Also, the key value and comment of “If I charge $10.00 per item sewn, I would need to sew ____ that many garments per day to meet this expected income”. This work sheet allows you the flexibility to change the per piece rate and the Income amount as offend as you like – trial and error…. And reality. Print the worksheets and build your plan from some computed values. 
The logical extension from the Income Worksheet is the Budget Projection Expense Worksheet. This can be computed automatically from the Income worksheet, or you may enter monthly amounts without using the automatic feature. This is a tool to help plan, and quickly recalculate your financial picture. It recalculates every time a number is changed and the cursor is moved. The worksheet may be “exported” to an Excel file for further data analysis. 

[image: image10.png]BUDGET PROJECTIONS WORKSHEET
As Of 02-Dec-02

Jan  Feb Mar Apr  May Jun  Jul  Aug  Sep Ot  Nov Dec Total
Enbrodery - [ [1,250 [ 1,956 [ 1667 | 175 | 2083 | 2085 [ 2,083 | 2083 | [ 2,085 | 2,085 | 2083 | | $eters

ooreng |
Total Income 1,094 1,312 1,531 1,750 1,99 | 2,292 | 2,292 | 2,292 | 2,292 | 2,292 2,292 | 2,292 $23,698

Income:

Expenses:
Taxes Sl e [ 262 [ 308 [ sso [ sed [ ase [ ase [ ass [ ase [ ass [ dsa | 4ss [ 4740
Rent L” 229 I 229 | 229 | 229 I 229 I 229 | 229 | 229 I 229 | 229 | 22§| 229 | $2,750

Insurance o] | 200 [ 200 [ 200 [ 200 [ 200 [ 200 [ 200 [ 200 [ 200 [ 200 [ 200 200 [ 4240
Communications dl 50 I 50 | 50 | 50 I 50 I 50 | 50 | 50 I 50 | 50 | snl 50 | $600
adveting <[~ & [ & [ e [ & [ & [ & [ e[ & [ & [ & [ &] & [ w0
Supplies j| 75 | 75 | 75 | 75 | 75 | 75 | 75 | 75 I 75 | 75 | 75| 75 | $900
Machine Lease dl 0 I 0 | 0 | 0 I 0 I 0 | 0 | 0 I 0 | o | n| 0 | $0
CotofGoos || O [ o[ o [To[e o[ o[ oo o[ o0 $0
Other. d|n|o|n|n|n|o|u|n|o|o|n|n| )
TotalEst. Expenses: [ 838 [ ez [ 925 [ 963 [ Lo [ 1077 [ 077 [ 1077 [ now [ 4077 [ Lo77 [ 1077 [ $12,170
TotalNetIncome: [ 256 | 431 | eo6 | 7al | o6 || Lawd | Laie | Lad | L | L | Lae| raie [ $iises
Export Excel | Retrieve Last save Compute Print this it

Record Worksheet workshicer | Worksheet Worksheet





This screen illustrates some of the revenue and expense projections with an estimated annual income of $23,400
The user may change all values preset by the software. For example, being a home based business, you may not want to pay “RENT” – zero out the dollar amounts. There is an expense description – “Machine Lease” with no dollar amount indicated. If you are leasing or making a monthly loan payment, fill in the amount per month (round the amount to the nearest dollar value, do not include cents). Be sure to SAVE the worksheet. 
Along with a Budget Project Worksheet, you may need to prepare a Business Plan. This is a document that defines your business to the lender community. Remember, they don’t know you from apples, and you are approaching them for equipment financing. The E-Z Estimator includes a model business plan. It contains the essential components that must be customized by each individual. This is your bragging paper – flaunt it. The software places a copy of the embroidery business plan on your hard drive in Word format. Open it, print it, modify it and save it. The Budget Projection Worksheet may be printed and included in the final hardcopy of your business plan. 

There are other business documents that may be customized for each company. The information is available for you to change or modify as you see fit. 
Again, the focus of this article is to describe what is takes to make money in the embroidery business with a single head unit. The tools used to develop this article are equally as important to establish the basis of the income and expenses anticipated in this article. 

What hardware, software, and supplies do you need to open an embroidery business with a single head machine? 

1) You need a single head unit – preferable a multi-needle sewing head. Based upon the supplier – everything may be included in the price! Hoops, enough tread to sew several designs, design packages, sample garments or non-wearable items, etc, etc. Shop around. Be sure your purchase negotiations include: 

• Inside delivery of the equipment be specific – floor and room. (see earlier comments about practical location of equipment) 

• Training – how much, location, 

• Warranty specifications – “carry in”, on site (maintenance done at your place of business – your home?) 

2) You need to establish suppliers for garments, threads, and backings. 

3) If you are just beginning in this business – DO NOT digitize your own designs. Purchase this service from good digitizers. It takes time to acquire digitizing expertise. When you are digitizing, you are not sewing, and when you are not sewing – you ARE NOT making money! 

4) Determine if you need specific designs for your sample sew-outs. I.E. are you going to specialize in monogramming, or equestrian sew-outs, and then you may want to purchase specific design packages. The Internet has several free designs available for downloading. 

5) Obviously, you need a computer, scanner, printer, a good size monitor and an Internet connection. These fall into equipment purchases, and communication services. 

6) You need to establish a pricing formula a price list for services rendered – your sewing time. And, you must setup your retail price structure for garments and items you provide your customers. If an item’s wholesale cost (your cost) is $8.00, what are you going to charge your customer? In the retail industry, the term “Keystone” pricing refers to the doubling of the wholesale costs. So, the $8.00 item would be sold for $16.00 PLUS embroidery. Or you may want to say $16.00 and it includes embroidery. Pricing requires an article of its’ own. The E-Z Estimator includes a price chart and guide to allow for cost of goods markup, embroidery fees, and several ancillary charges, ie digitizing fees, delivery charges, and sales tax. (Don’t forget the gov?) 

7) You need to contact your state department of revenue or taxes to establish a business that will be collecting sales tax. And you must learn what is taxed – just the items, the decoration of the item, additional services (like the digitizing you purchased from an outside source and added a fee). You need information. 

8) You need to practice with your equipment 2 – 3 weeks of good hands on for hoping, sewing, threading the needles, setting the timing, and basic grab it and learn to take care of your investment – it’s gonna feed you…. Treat it nice! 

9) See members of the business community. Ask to attend a chamber meeting – you’re considering joining…. (Most chambers have sliding dues amounts) bargain for the economy package… you still get access to the chamber membership. Is there another embroiderer there all ready? Friendly competition doesn’t hurt. You may make a friend in the other embroiderer too! (Remember – shy – aggressive put it in use here). 

10) Printing expenses will be incurred. Most of your material can be created on your computer. But don’t make it look cheap; you want to show quality workmanship. Use a professional to provide good marketing images. Go barter with the printer! Or create a line item for advertising material expenses. Get prices so your estimates are valid. 

But can you make any money? Here are the numbers, beginning with a day’s values… 

Let’s establish a baseline: 

In an 8 hour day there are 480 minutes, which correlates to a sewing head running at 600 stitches per minute = 288,000 stitches which may be sewn in a single day. (tired yet?) 

Some embroiderers sew at $1/K ($1 per thousand stitches sewn) – so you would make $288 – working full time, non-stop smash mouth sewing – NOT PRACTICAL! But using the base of 288,000 stitches of sewing potential in a day, let’s proceed. 

Let’s say you actually sew 50% of the day. The rest of the day is; set-up, tear down, phone calls (placing orders for material, and taking customer orders), eating, and various interruptions. That presents the possibility of making $144 per day. 

$144 daily income 



x 5 days in a week 


        $720 Potential income in a week 

52 Weeks 

$37,440 Estimated Gross Annual Income 

The reality of embroidery is you may sew an item (left chest design with 5,000 stitches) for $8.00. That just exceeded your $1/K estimate. How many $8.00 charges can you sew in a day to make $144.00? Answer 18 – running at 600 spm, = 90000 stitches = 150 sewing minutes = 3 hours a day (with sewing overhead i.e. hoop swaps, thread breaks, etc). 

Can you make any money? Yep – even with one head sewing at 600 stitches per minute – 4 hours per day! There are various ways to present this information, but the most fundamental is broken down to the total capability of the equipment – regardless of the job and/or customer. If you do not have the output capacity, you cannot evaluate the “IF Syndrome”! 

In all practicality, you will work (sew) more than half speed! 

The bottom line of making money with a single head machine is focus! You have to take small steps – get small wins, and stay focused for each challenge. Learning the software and machine, meeting new people who may become customers, learning the concept of embroidery and what CAN and CAN NOT be embroidered, and building a support network of fellow embroiderers. Each task must be accomplished with dedication and the conviction that “Embroidery is my Life!” And you will make money. 

Remember, the beginning of this article, start small and grow… now you have a starting point from which to grow. Another machine – a single head? a multi-head? learn digitizing? From the base of Embroidery, there are several practical options. Before you make the leap, test the water, with your newly found network of embroidery friends. We’re always glad to speak with you. 

Beginners Guide to Profitable Embroidery
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Glossary of Embroidery Terms
A

Appliqué - Embroidery process that involves using cut pieces of fabric in place of large fill stitch
areas. The fabric pieces are sewn into the design. The process is used to reduce stitch counts in large designs and/or to create a unique appearance.

Appliqué Iron - Device used to fuse heat-sealable items, such as appliqués, emblems and lettering, to fabric. Also known as an Tacking Iron.
Automatic Thread Trim - An automated machine process that cuts the top and bobbin thread when directed by data stored in a design file. This function is usually used after a jump or a color change. This process eliminates the need for manual trimming.
B

Backing - Woven and non-woven material used underneath the item or fabric being embroidered to provide support and stability. Can be hooped with the item, or placed between the machine throat plate and the hooped garment. Available in various weights and in two basic types: cutaway and tearaway. Also referred to as Stabilizer. May be referred to as Pellon, which is actually a brand name.
Bean Stitch - A type of running stitch composed of three stitches placed back and forth between two points. Often used for outlining because it eliminates the need for repeatedly digitizing a single-ply running stitch outline. Sews much heavier than a single ply or two ply running stitch. Sews in a pattern of two stitches forward, one stitch back, two stitches forward, one stitch back, etc.
Birdnesting - Collection of thread between the material being sewn and the needle plate, resembling a bird's nest. Formation of a bird's nest prevents free movement of goods and may be caused by: inadequate tensioning of the top thread; top thread not through take-up lever; top thread not following thread path correctly; or flagging of goods.
Bitmap Images - Paint and image-editing software such as Corel Photo-Paint and Adobe PhotoShop generate bitmap images, also called raster images. Each pixel in a bitmap image has a specific location and color value assigned to it. Bitmap images reproduce the subtle shading found in continuous-tone images, such as photographs. Bitmap images are resolution dependent. They represent a fixed number of pixels; as a result, they can lose detail and appear jagged if they are scaled on-screen. (The most common file types .bmp, .jpeg, .gif)
Blatt Stitch - Schiffli term meaning to feed more yarn, therefore producing a long zig-zag stitch with threads laying close together. Adapted for multi-head use: See Satin Stitch.
Bobbin - Spool or reel that holds the bobbin thread, which helps form stitches on the underside of the fabric. A stitch is formed when the upper thread and bobbin thread are joined together through the sewing process.

Boring - A production process in which a sharp-pointed instrument punctures, or bores, the fabric. This is followed by stitches being inserted around the opening to enclose the raw edges, leaving a bordered hole or eyelet.
Bouncing - Up and down motion of goods under action of needle, named after the motion of a waving flag. Often caused by improper framing of goods, flagging may result in poor registration, unsatisfactory stitch formation and "birdnesting". Commonly referred to as Flagging.
Bridge Machine - Type of embroidery machine with heads suspended from a bridge or beam, allowing the pantograph a wider range of movement from front to back (Y-axis) of the machine table.
Buckram - Coarse woven fabric, stiffened with glue, used to stabilize fabric for stitching. Commonly used in caps to hold the front panel erect.
C

Cartoon - Enlargement of original artwork which is used in tablet digitizing as a template for finished embroidery. This artwork usually contains notes relating to stitch type, density and color order. Usually six times larger than finished design size, based on art to stitching ratio of schiffli machines. (Not used with on-screen digitizing methods.)
Ceeding Stitch - See Fill Stitch (used interchangeably).
Chain Stitch - (1) Stitch that looks like a chain link. A flat stitch created on a chenille machine usually used as outline to define moss (loop) areas; (2) also used to define chevron stitch used in standard embroidery.
Chenille - Type of embroidery in which a loop stitch is formed on the topside of the fabric. Uses heavy yarns of wool, cotton or acrylic which are pulled up from reverse side of the fabric using a hook. Also known as loop piling. Created by a Chenille machine.
Colorfast - A thread’s ability to retain its color during normal wear and laundering.
Column Stitch - Formed by closely arranged zig-zag stitches. Often used to form borders and letters. See Satin Stitch.
Complex Fill - A digitizing capability that allows void areas to be designated as such when mapping perimeter points, allowing digitizing of fill areas without sectioning.
Condensed Format - Method of digitizing in which a proportionate number of stitches are placed between defined points after a scale has been designated. With a machine or computer that can read condensed format, the scale, density and stitch lengths in a design may be changed. Also referred to as Outline Format. The Condensed File Format is associated with Melco Software and is identified by the .cnd file extension. However, most commercial embroidery software programs have their own proprietary outline formats .
Copyright - A legal form of protection provided to creators of “original works of authorship” including literary, dramatic, musical, artistic and certain other intellectual works. It is available to both published and unpublished works. (Visit www.copyright.gov for more information about copyrights.)
Cording - The attachment of any type of round, decorative cord. Can be achieved by adding a cording device to a machine.
Cross Stitch - Two stitches that cross at the center to form an X. Traditionally associated with a hand process that creates pictures or images using "cross-stitches."
Cupping - The curling of dense designs on fabrics that are improperly stabilized. (See puckering.)
Cylinder Arm Machine - A machine with a structure that makes it possible to embroider curved or unusually shaped articles, such as caps, sleeves and pants legs on finished garments.
Cylindrical Frame - The cylinder frame allows sewing to take place on narrow cylindrical shaped
items such as pants legs, shirt sleeves, socks, wine bags, golf club head covers, Christmas stockings, etc. This type of frame is available for most machines. Also known as a Narrow Cylinder Frame.

D

Denier - Unit of weight used to measure the fineness of thread. Equal to weight in grams of 9000 meters of thread. Deniers are represented by the weight of the strands of thread, a slash, and the number of strands per thread, 120/2 Den.
Digitizing - Modern term for punching reflecting the computerized method of converting artwork into a series of commands to be read by an embroidery machine's computer. See Punching.
Downloading - The transfer of designs/data from the Internet to a computer. The transfer of designs/data from a computer or network to a machine.
E

Emblem - Embroidered design with a finished edge, commonly an insignia or identification, usually worn on outer clothing. Historically an emblem carried a family crest, motto or verse, or suggested a moral lesson. Also referred to as a patch.
Embroidery - Decorative stitching on fabric. Generally involves non-lettering designs, but can also include lettering and/or monograms. Evolved from hand embroidery, to simple one-head manual sewing machines, schiffli machines with hundreds of needles, to high-speed multi-head machines. Evidence of embroidery exists during the reign of Egyptian pharaohs, in the writings of Homer, from the Crusaders to the 20th century.
Expanded Format - Individual stitches in a design that have been specifically digitized and are fixed in place. Generally, designs digitized in this format can't be enlarged or reduced more than 10-20% without distortion because the stitch count remains constant. Also referred to as a stitch file.






F

Facing - Material hooped or placed on top of items to be embroidered that have a definable nap or surface texture, such as corduroy and terry cloth. The facing compacts the wale or nap and holds the stitches above it. Includes a variety of substances such as water soluble plastic "foil", and open weave fabric which is chemically treated to disintegrate with the application of heat. Also referred to as Topping. May be referred to as Solvy which is a brand name for water soluble material manufactured by Gunold & Stickma.

Fill Stitch - Series of parallel running stitches commonly used to cover large areas. Different fill patterns can be created by altering the angle, length, and repeat sequence of the stitches.
Finishing - Processes performed after embroidery is complete. Includes trimming loose threads,
cutting or tearing away excess backing, removing facing, cleaning any stains, pressing if needed, and packing for sale or shipping. Sometimes referred to as Cleaning.

Flagging - Up and down motion of goods under action of needle, named after the motion of a waving flag. Often caused by improper framing of goods, flagging may result in poor registration, unsatisfactory stitch formation and "birdnesting". Sometimes referred to as Bouncing.
FOX Test - Method of testing thread tension and soundness of timing. Sew the word FOX in 1 inch satin block letters with each needle, then examine the reverse side for skipped stitches and correctly balanced ratio of top thread to bobbin thread. The correct balance is generally considered to be a one-third ratio of bobbin to two-thirds top thread. These letters are used because they require the movement of the pantograph in all directions, increasing the likelihood that the beginnings of timing irregularities will be discovered. May be referred to as the "THIRDS" test, since it refers to the relationship of the thread balance.
Frame - Holding device for insertion of goods under an embroidery head for the application of embroidery. May employ a number of means for maintaining stability during the embroidery process, including clamps, vacuum devices, magnets or springs. Examples: cap frames, cylinder frames, clamping devices, border frames, etc. Though hoops are used for framing purposes, they are not considered to be frames, though the terms often are used interchangeably.
G

Geflect - A fill pattern in which all lines of stitches are parallel to each other. It was commonly used in DOS-based digitizing systems and is rarely used today, having been replaced by the complex fill.
Guide Stitch - A series of stitches used to line up placement of subsequent embroidery in multiple hooping situations, or assist in placement of fabric pieces for applique.
H

Holding Fixtures - Devices used to hold or frame small or unusually shaped items, such as socks and gloves. Commonly used for delicate goods, rigid goods, gang loading applications, or to speed up the framing process to achieve production efficiency. Also see Frames.
Hook - Holds the bobbin case in the machine and plays a vital role in stitch formation. Making two complete rotations for each stitch, its point meets a loop of top thread at a precisely timed moment and distance (gap) to form a stitch. Sometimes referred to as a bobbin hook.
Hoop - Device made from wood, plastic or steel with which fabric is gripped tightly between an
inner ring and an outer ring. It attaches to the machine's pantograph. Machine hoops are designed to push the fabric to the bottom of the inner ring and hold it against the machine bed for embroidering.

Hoop Burn - Permanent marks that remain on a fabric after the embroidery hoop has been removed. Unlike, hoop marks, hoop burn cannot be removed. It is the result of crushed fibers caused by a hoop that is too tight.
Hoop Mark - The temporary marks that remain on the fabric after the embroidery hoop has been removed. Also referred to as a Hoop Ring. Such marks can typically be removed using steam or Magic Sizing spray.
Hooping Device - Device that aids in hooping garments or items for embroidery, for hooping multi-layered items and for uniformly hooping multiple items. Sometimes referred to as a Hooping Board.
I

I Test - A thread tension test in which one 1 inch capital letter I is stitched out in each of the color
threads available on the machine, after which all I's are compared for consistent and correct tension. See also FOX Test and Thirds Test.

Interlock Stitch - Two or more rows of overlapping satin stitches. The point of overlapping can be straight or curved. Also known as thread blending or random stitch.
J

Jacquard - Joseph M. Jacquard invented of the Jacquard loom, which used a punch card to instruct
the loom to weave a pattern in color. This process was later applied to punching 64mm jacquard for automated embroidery machines.

Jump Stitch - Movement of the pantograph without needle penetration, commonly used to get from one point in a design to another. No sewing occurs during a jump stitch.
K

Keyboard Lettering - Embroidery using letters or words created from computer software, which allows variance of letter styles, size, height, density and other characteristics.
L

Lettering - Embroidery using letters or words. Lettering commonly called "keyboard lettering" may 
be created from computer software, which allows variance of letter styles, size, height, density and other characteristics.

Lip Hooping - This technique is also known as "Recessed Hooping". It is useful when hooping bulky or slick fabrics, such as insulated jackets. The inner ring is pushed past the edge of the outer ring, so that the outer ring sticks up higher, forming a lip. This helps prevent the inner ring from being pushed up during the embroidery process, and places the goods flatter to the machine table.
Lock Stitch - (1) This stitch is formed by three or four consecutive stitches of at least a 10 point movement. It should be used at the end of all columns, fills and any element where a trim will follow, such as color changes or the end of a design. May be stitched in a triangle or a straight line. (2) Lock Stitch is also the name of the type of stitch formed by the hook and needle of home sewing machines, as well as computerized embroidery machines.
Logo - Short for logotype. The name, symbol, or trademark of a company or organization.
Looping - Threads that are raised unevenly on the surface of a stitched design. Most common cause is upper thread tension being too loose or bobbin thread tension being too tight.
M

Manual Stitch - A stitch that has been created manually, one point at a time. With traditional stitches, the Digitizer plots a series of points to define the segment, then the computer automatically creates the necessary needle penetrations based on the designated property settings. With a Manual Stitches, each point that is plotted in a segment, defines the needle penetration. Thus, the stitches are created "manually."
Monogram - Embroidered design composed of one or more letters, usually the initials in a name.
N

Narrow Cylinder Frame - The cylinder frame allows sewing to take place on narrow cylindrical shaped items such as pants legs, shirt sleeves, socks, wine bags, golf club head covers, Christmas
stockings, etc. This type of frame is available for most machines. Also known as a Cylindrical Frame.

Needle - Small, slender piece of steel with a hole for thread and a point for stitching fabric. Machine embroidery needles come in sharp-points for piercing heavy, tightly woven fabric; ball-points, which glide between the fibers of knits; and a variety of specialty points such as wedge-points, used for leather.
Needle Up - Digitizing term, similar to jump stitch, whereby pantograph movement does not entail needle penetration.
O

Outline Format - Method of digitizing in which a proportionate number of stitches are placed between defined points after a scale has been designated. With a machine or computer that can read condensed format, the scale, density and stitch lengths in a design may be changed. Also referred to as Condensed Format. (The Condensed File Format is associated with Melco Software and is identified by the .cnd file extension.)

P

Pantograph - Holding device for frames, frame sash, and hoops which controls movement of
embroidery fabric in the X-and-Y directions, to create a embroidery design while the needle remains in a stationary position.

Paper Tape - Continuous roll of paper or Mylar tape defining x and y coordinate information through the use of punched holes. Paper Tape has been almost completely replaced by computer disks.
Pellon - Pellon is a brand name. However it is commonly used to refer to woven and non-woven material used underneath the item or fabric being embroidered to provide support and stability. Can be hooped with the item, or placed between the machine throat plate and the hooped garment. Available in various weights and in two basic types: cutaway and tearaway. Also referred to as Stabilizer or Backing.
Pitch - Degree of slope or angle of stitches in relation to a base line. 
Points - Unit of stitch density measurement. 10 points equal to 1 mm.
Presser Foot - L-shaped mechanical lever with a large opening in the base through which the needle must pass when sewing. For each stitch penetration, the presser foot comes down and pushes the fabric flat against the machine table, holding it steady for the needle to penetrate. After the needle raises back up, the presser foot rises as well, allowing the pantograph to move the garment to the next stitch point.
Puckering - Result of the fabric being gathered by the stitches. Many possible causes include loose hooping, lack of backing, incorrect tension, or dull needle.
Pull Compensation - A software function that changes the width of the stitches to compensate for the "give" of a fabric. Adjusting the pull-compensation setting is useful if you are sewing on knit fabrics because these fabrics tend to stretch. Suppose that you have punched a design with a Satin border. You sew the sample and realize that there is a gap between the Satin border and Fill stitches. To solve this problem, you increase the pull-compensation. (Similar to Column Width Adjustment.)
Punching - Conversion of artwork into a series of commands to be read by an embroidery machine's computer. Derived from an early method of machine embroidery where paper tapes or jacquards punched with holes representing stitches.
Punching technically refers to the method described above, whereas Digitizing technically refers to the modern methods of scanning images and then converting them into sewable designs using computer software. However, the terms often are used interchangeably.

Push-Pull Compensation - Digitizing technique which takes into account the distortion of the design that will occur because of the interaction of the thread with the fabric. "Push and pull" will
cause a circle digitized perfectly round to sew out with the sides pulled in, resulting in an egg shape. Generally, it is necessary to extend horizontal elements and reduce vertical elements.

R

Recessed Hooping - This technique is also known as "Lip Hooping". It is useful when hooping bulky or slick fabrics, such as insulated jackets. The inner ring is pushed past the edge of the outer ring, so that the outer ring sticks up higher, forming a lip. This helps prevent the inner ring from being pushed up during the embroidery process, and places the goods flatter to the machine table.
Registration - Correct registration is achieved when all stitches and design elements line up correctly.
Running Stitch - Consists of one stitch between two points. Used for outlining and fine detail. Also known as walk stitch. There are various forms of running stitches, including the bean, the half bean, two-ply and programmed.
S

Satin Stitch - Formed by closely arranged zig-zag stitches. Can be laid down at an angle with
varying stitch length. Adapted from the blatt stitch used in schiffli embroidery. See Blatt Stitch. Also known as a column stitch.

Scaling - Ability to enlarge or reduce a design. In expanded format, scaling should be limited 10 to 20 percent because of the fact that the stitch count will remain constant. In outline or condensed format, scale changes may be more dramatic as stitch count and density may be varied, but unlimited resizing is not practical and should be limited to 10 to 30 percent.
Schiffli - Type of machine used to embroider yardgoods, such as intricate laces, emblems and appliqués. Developed in Switzerland in the 1800s, schiffli means "small boat", which refers to the boat-shaped shuttle used with the machine. Some schiffli machines weigh 10 tons and have hundreds of needles. The goods are spanned vertically, as a wall, rather than on a flat table as in multi-heads.
Sewability - The determination of whether a thread, fabric, backing, etc. can perform under normal embroidery stitching
Short Stitch - A digitizing technique wherein you place short stitches within the outside perimeter of a curve or 45' angle to balance outside and inside density in a satin stitch, to avoid unnecessary bulky build-up of stitches.
Solvy - Solvy is a brand name for water soluble material manufactured by Gunold & Stickma, which is hooped or placed on top of items to be embroidered that have a definable nap or surface texture, such as corduroy and terry cloth. The facing compacts the wale or nap and holds the stitches above it. Includes a variety of substances such as water soluble plastic "foil", and open weave fabric which is chemically treated to disintegrate with the application of heat. Also referred to as Facing or Topping.
  SPI - Stitches per inch. The imperial measurement for density of stitches.

SPM - Stitches per minute. System used to measure the running speed of an embroidery machine.
Stabilizer - Woven and non-woven material used underneath the item or fabric being embroidered to provide support and stability. Can be hooped with the item, or placed between the machine throat plate and the hooped garment. Available in various weights and in two basic types: cutaway and tearaway. Also referred to as Backing. May be referred to as Pellon, which is actually a brand name.
Steil Stitch - A type of satin stitch. Formed by closely arranged zig-zag stitches. The Steil stitch differs from the Satin stitch by how it is created during the digitizing process. With a satin segment, the width of the segment can vary, with a steil the width is fixed. The satin is created by defining the opposing parallel sides of the segment. The steil is created by defining the center line of the segment and designating a specific segment width. When a design is resized, satin segments automatically resize in proportion to the design, whereas steil segments retain the specific width setting which was designated during the digitizing process.
Stitch Editing - Digitizing feature that allows one or more stitches in a pattern to be deleted, lengthened or altered. This applies only to stitch or expanded files such as .dst and .psf.
Stitch Gap - The area(s) of a design without stitching, where stitching should have occurred.
Stitch To Outline Conversion - Software feature that allows you to convert a stitch file to an outline file or any parts of a stitch file to an outline file format. Also known as STO.
Stitches Per Minute - Stitches per minute (SPM). System used to measure the running speed of an embroidery machine.
STO - Stitch To Outline Conversion - Software feature that allows you to convert a stitch file to an outline file or any parts of a stitch file to an outline file format.
Stock Designs - Digitized generic embroidery designs that are readily available at a cost below that of custom digitized designs.
Swiss Embroidery - (1) Satin stitch embroidery;
(2) Also recalls the origin of automated embroidery in Switzerland where the schiffli embroidery

machine was developed in the 1800s by lsaak Groobli. Embroidery remains a government-supported industry in Switzerland today.

T

Tacking Iron - Device used to fuse heat-sealable items, such as appliqués, emblems and lettering, to fabric. Also known as an Applique Iron.
Tackle Twill - Letters or numbers, cut from polyester or rayon twill fabric, commonly used for athletic teams and organizations. They have an adhesive backing to tack them in place while the edges are sewn with zig-zag stitches to attach them to a garment.

Tatami - Another term used to describe fill stitches. (See Fill Stitch).

Tension - Tautness of thread when forming stitches. Top thread as well as bobbin tension needs to be set. Proper thread tension is achieved when about one-third of the thread showing on the underside of the fabric on a column stitch is bobbin thread. (See also FOX Test, I Test, Thirds Test.)
Thirds Test - Method of testing thread tension and soundness of timing. Sew the word FOX in 1 inch satin block letters with each needle, then examine the reverse side for skipped stitches and correctly balanced ratio of top thread to bobbin thread. The correct balance is generally considered to be a one-third ratio of bobbin to two-thirds top thread. These letters are used because they require the movement of the pantograph in all directions, increasing the likelihood that the beginnings of timing irregularities will be discovered. Also referred to as the FOX Test. NOTE: The same test methodology can be performed using different combinations of letters besides FOX. Another common version is the "I" Test which utilizes only the letter I.
Thread - Fine cord of natural or synthetic material made from two or more filaments twisted together and used in stitching. Machine embroidery threads come in rayon, which has a light sheen; cotton, which has a duller sheen than rayon, but is available in very fine deniers; polyester, which is strong and colorfast; and metallics, which have a high luster and are composed of a synthetic core wrapped in metal foil.
Timing - Relationship between the embroidery machine's hook and needle. To form a stitch, the hook and the loop formed by the top thread must meet at a precise moment or else improper stitch formations, thread breakage, skipped stitches, or broken needles could result.
Topping - Material hooped or placed on top of items to be embroidered that have a definable nap or surface texture, such as corduroy and terry cloth. The facing compacts the wale or nap and holds the stitches above it. Includes a variety of substances such as water soluble plastic "foil", and open weave fabric which is chemically treated to disintegrate with the application of heat. Also referred to as Facing. May be referred to as Solvy which is a brand name for water soluble material manufactured by Gunold & Stickma.
Trademark - Any word, symbol or device used to distinguish goods and indicate the source of those goods. A trademark registered and visible on the product protects the owner from others producing something similar and fraudulently marketing it as the original.
Trapunto - This embroidery technique uses a minimum number of stitches and relies on the positive and negative space in a design to give it a classy, upscale look. Your goal is to stitch the negative areas so that they lay flat, allowing the positive areas of the designs to puff up to produce a quilted effect. Not only does this give you a very unique design, but it helps reduce stitch counts as well. It’s often an excellent technique to use when stitching large fronts and jacket back designs.
When working with trapunto, choose simple designs with large, open areas. Thin lines and details get lost with this technique. As for digitizing, you want to place stitches in the background of the negative areas and outline the positive areas. This will push the positive areas into the foreground. Also, keep in mind that the most eye-catching designs are done in monochromatic color schemes.

Thick fabrics tend to lend themselves better to trapunto; however, you can use other methods to obtain a puffier appearance. One way is to place some batting between the fabric and a layer of cutaway backing. While the stitches will cause the batting to flatten out, the lack of stitches in the positive areas will enable the batting to produce a fluffier look. A more traditional way of producing the same results is to use a trapunto gun, a device that uses compressed air to shoot special yarn into the area between the back of the fabric and the backing. If you use either of these methods, be sure to use cutaway backing to ensure that the material stays in place. Tearaway backing will not hold up.

Trimming - (1)Operation in the finishing process that involves trimming the reverse and face sides of the embroidery, including stitches and backing.
(2) Machine process in which the automatic trimmers activate and trim both the upper and lower threads. (See Automatic Trimmers)

Tubular Machine - See Cylinder Arm Machine.
U

Underlay Stitch - A stitch laid down before other design elements to help stabilize stretchy fabrics and tack down wales or naps on fabrics such as corduroy, so the design's details don't get lost. May also be used to create such effects as crowned, flat, raised areas in the embroidery, depending on how they are laid down.
Uploading - The transfer of designs/data from a machine to a computer or network. The transfer of designs/data from a computer to the internet.
V

Variable Sizing - See Scaling.
Vector Images - Vector images are images created by programs such as Adobe Illustrator (*.ai), CorelDRAW (*.cdr, *.cmx), and AutoCAD (*.dxf). Vector images are also referred to as line art or object-based graphics. Vector images are defined by mathematical equations and, as a result, can be scaled to any size while retaining their crisp outlines and details.
Verify - Sample sew-out of a new embroidery design to make sure the pattern is correct.
Z

Zig Zag Stitch - A true zig-zag stitch is generated by a zig-zag sewing machine and is created by moving the needle left to right or in the X direction while the pantograph moves the fabric and creates the design. Modern commercial embroidery machines are straight stitch machines, meaning the needle only moves straight up and down, not left or right. A satin stitch is created by moving the pantograph back and forth while sewing, and a zig-zag stitch is created by sewing a satin stitch with a very low density that looks like a Z.
Needle & Backing Reference Chart

	FABRIC
	Needle Size and Type
	Backing

	Canton Fleece
	75/11 light ball point
	Light tear-away

	 
	 
	 

	Coated or waterproofed
	75/11, 80/12 sharp or light ball point teflon
	Light to heavy tear-away

	 
	 
	 

	Cotton Sheeting
	75/11 light ball point
	Heavy cut-away or tear-away

	 
	 
	 

	Dress shirt (woven)
	75/11 or 70/10 light ball point or 80/12 for detail
	Heavy cut-away or tear-away

	 
	 
	 

	Golf shirt
	75/11 light ball point
	Light to heavy cut-away

	 
	 
	 

	Lace
	70/10 sharp
	Water soluble thermogaze

	 
	 
	 

	Leather
	75/11 or 80/12 light ball point on stiff/spongy leather 70/10 or 80/12 sharp on soft/supple
	Light tear-away

	 
	 
	 

	Lycra/Spandex
	70/10 medium ball point
	Medium cut-away or water soluble tear-away

	 
	 
	 

	Rayon
	70/10 ball point
	Light cut-away or heavy tear-away

	 
	 
	 

	Silk/Lingerie
	60/8 or 75/11 light ball point
	1 Layer waffle weave

	 
	 
	 

	Sweatshirt
	75/11 light ball point
	Medium to heavy tear-away or cut-away

	 
	 
	 

	Taffeta
	70/10 ball point
	Light cut-away or tear-away

	 
	 
	 

	Velvet
	70/10 ball point
	Light cut-away or heavy tear-away

	 
	 
	 


The information presented here is a guideline only. Fabrics, backing brands, needle brands, thread type and size vary from company to company. This guideline is meant to give the novice user a general guide. Sharp or ball point needles are used for most embroidery. Many other types are available for special use, leather points, TeflonTM coated, and titanium to name a few. Whatever brand, type or size you are using, the thread should easily pass through the eye of the needle. The needle creates a hole for the thread to pass through, sharp points cut a hole, ball points separate the fibers to create a hole without cutting the fibers. What you are sewing plays a big part in the needle size you select. Usually heavier fabrics require larger needles to prevent needle breakage and punch a big enough hole for the thread to pass through. Commonly cutaway and tearaway backings are used. Backings come in a variety of weights and stability. Cutaway is normally used for knit fabrics and tearaway for woven fabrics. The key to selecting the correct backing is remembering why backing is used: to stabilize the fabric so the machine can form a stitch. The less stable the fabric the more the need for backing. Experiment with different combinations. You might also try laundering your experiments. Different designs can also affect the need for changes in needles and backings.
Backing FAQ

How important is backing? What does it do?

Backing stabilizes the material, when a material needs stabilization to support the embroidery the backing is very important. Backing stabilizes both while the sewing is taking place and after the goods are released from the frame, it continues to stabilize during laundering and wearing. There are some cases when no backing is needed. If the material is stable enough both during and after the embroidery no backing may be necessary. Examples would be heavy denim or some quilted jackets. Sometimes backing is used to stabilize the thread tension by bulking up the fabric and creating a little more resistance on the thread resulting in a more stable thread tension. It is most important to remember that the backing will stabilize both during and after the embroidery process.

Generally speaking backing should be non

directional, meaning it has no stretch in any direction. Use 1 layer because of the economics and try to use a softer backing whenever possible. Often heavy

backings are used because there are too many stitches and too much tension being used.

What is backing made of?

It is made of many things but predominately polyester, rayon, wood pulp or cellulose. Filler materials are normally made of wood pulp.

What are the basic types of backing? What is each used for?

Tearaway is usually used for woven or stable

materials that do not stretch. Cutaway is normally used for non-woven or unstable fabrics such as knits.

What can happen if the wrong backing is used? 
Distortion during or after embroidery.

What components are considered when choosing a backing? Is it the type of fabric, thread, stitch or needle?
Predominately the type of fabric. Thread is not a big factor and the needle has little effect, except that you could say a ball point needle may not cut a tearaway as much as a sharp point would. Stitch type can have considerable effect, but most important is the stitch density and tensions, both on the thread and on the hooped goods.

How does an embroiderer decide they should have pre-cut backing or bulk backing (roll)?

It would be determined by the amount of production of a given size of backing.

What are some tips you have on reducing backing waste and making the most of what an embroiderer has in stock?

Look at the yield you are going to get out of a given width of backing, something as simple as cutting the backing a 1/2 inch smaller may give you more pieces but yet give you cut sizes that are plenty big enough to hoop comfortably. Keep the larger pieces of the trimmed backing to use in smaller size hoops.

What are the best ways embroiderers can educate themselves on the correct backing for a job?

Do lots of samples, most companies will send sample backings to you. Try them on various types of fabrics with designs of varying stitch densities. Wash test your samples. Consider using different combinations of backings, 1 heavy and 1 light together on a single embroidery may give you a better effect. I

recommend you try to use 1 piece when ever possible though, it is usually more economical, 1 piece is less expensive than 3 pieces of a different type/weight. It is also usually easier to handle 1 piece instead of 3 pieces, and less time consuming to cut 1 than 3.

Backing Types Pros & Cons
Water Soluble Backing 

Pro: Creates a clean look on the back because the edges are washed away. 

Con: May not have enough stability after continuous washings.

Adhesive Backings:

Pro: Can stabilize unstable material with fairly loose frame tension or can be used without a hoop in what is called hoopless embroidery

Con: Expense 

Fusible Backing:

Pro: Stabilize an unstable material with fairly low frame tension.

Con: Time consuming to apply and sometimes difficult to remove

Heat Disintegrating Backing:

Pro: Primarily used for creating bulk within the embroidery to make the embroidery stand out, creates dimension. Commonly used for free standing embroidery.

Con: Time consuming to remove. Expense. 
Plastic Film:
Pro: Good stability and appearance of no backing commonly used in all over embroidery.

Con: Time consuming to remove, usually removed with a hot iron. 

Using Woven Fabrics as backing:
Pro: Fairly good stability although once laundered some may lose the sizing and become too soft. Often gives a soft hand to the embroidery.

Con: Loss of sizing after laundering may cause distortion with repeated launderings. Must be cut away. Expense.

Heat Cut Nylon Gauze:


Pro: Good stability both during and after embroidery, often used for free standing embroidery.

Con: Expense and time consuming to heat cut.

Water Soluble Gauze:

Pro: Good stability often used for free standing embroidery and lace work.

Con: Must be boiled in hot water to remove, time consuming and not applicable for all types of embroidery. No stability after washed. Expense.

Paper (phone books, newsprint, paper bags, cap dividers, etc): Pro: Inexpensive paper has been used for years by many embroiderers.
Con: Very little durability in washing, printed paper inks may run in cleaning process.

Wax Paper:

Pro: Excellent for lubricating the needle on some fabrics, particularly coated fabrics.

Con: Not good for stabilizing during embroidery or after.

Toppings:

Water Soluble:

Pro: Used for stabilizing and clarifying the embroidery to create clear, sharp embroidery.

Con: Relative expense and time consuming to remove.

Dry Cleaning Bags:

Pro: Inexpensive method of holding down the nap on certain fabrics.

Con: Difficult to remove for detailed work, may show through the stitching after washing.
Adjusting The Thread Tension

Thread tension is one of the most critical elements of machine performance. In order to form a stitch correctly and ensure quality sewing, the amount of tension or drag placed on both the upper thread and the lower thread must be precise and balanced.

Think of the stitch process as a tug-of-war between the upper and lower threads. 
The desire is that neither overpowers the other. Too much tension on the upper thread, (or too little on the bobbin thread) will result in bobbin thread being pulled up from below, such that it’s visible in along the edges of the area being stitched. Too little tension on the top (or too much on the bobbin thread) leads to loops forming in the area being stitched. For the beginner, setting thread tensions can be a frustrating chore, as adjustments will have to be made periodically depending upon sewing conditions.
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Setting The Upper Thread Tension (Using the a Tension Gauge) 
Each time you install a new cone of thread, you must check the tension for that specific thread. Also, you may need to make some adjustments for different types of garments being sewn.

1. Pickup the thread tension gauge and hold it so that you can clearly see the numbers.

2. Verify the gauge is set to Zero.  If not, turn the middle knob near the hook end of the gauge to unlock the gauge adjustment knob. 

3. Turn the inner knob until the red line is at the zero point.

4. Adjust the middle knob to lock the adjustment knob in place.

Bobbin Reference Guide

Spun Poly vs. Filament Poly - Most of our bobbins are constructed of polyester thread. The "spun" polyester uses shorter fibers that are spun together to form the thread. This economical type has good strength with a coarse texture and tends to leave a lint  buildup in the bobbin case. The "filament" on the other hand uses much longer fibers and  has a very smooth consistency with increased strength over the spun poly. The filament poly needs to be run with an increased bobbin tension compared to spun and will leave a "powdery" residue.
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Winding and Spool Types - Coats bobbins use a cardboard disposable spool and are wound in a "criss-cross" fashion, the NEB bobbins use a "parallel" winding and use a clear plastic spool which aids visibility of the bobbin thread.

Sizes - Most machines use "L" size (3/4" diameter) bobbins with the "M" jumbo bobbins (1" diameter) used only on a few Tajima and Brother machines.
With or Without a Whiplash spring? - It is not necessary to use bobbin cases that have a whiplash spring (the semi-circular disk inside the bobbin case) when using cardboard-sided bobbins. The whiplash spring is necessary to slow down smooth-sided bobbins (such as aluminum-sided) inside the bobbin case to prevent backlash.

Thread Tensions FAQ

Q. Why do we set thread tension on embroidery machines with the 2/3 – 1/3 rule?

A. "He who knows the theory can make up his own rules."

Embroidery, unlike regular lockstitch sewing is looked at from the front, or right side. It is undesirable in most cases to see the bobbin thread on the right side. In regular lockstitch sewing we balance the tensions so the lockstitch is ideally in the fabric, in most cases top and bottom threads are the same color when we do lock stitch sewing. In embroidery we want to look at the pattern of the thread and not see the lockstitching, which is rough looking. If we balanced the thread in a 50/50 case like regular lockstitch sewing we would sometimes see the lockstitches and bobbin and sometimes not. If we adjusted the tensions so the top thread was pulled all the way around and only a thin line of bobbin ran down the center of the back of the satin or column stitch the bobbin thread would be easily pulled out. We need the "zig-zag" to maintain the "lock". In many cases a 60/40 split would be fine, but to be on the safe side most tensions are set with the 2/3 - 1/3 split. Because tensions will vary, the wider the cast the less likely the bobbin will be pulled up, the narrower the cast the more likely the bobbin will show on top, 1/3 became the industry standard. Using a 2/3 - 1/3 ratio in most cases allows us to do a variety of satin widths without the bobbin showing on top.

So we have two reasons, first we don't want the bobbin to show on top and second we don't want the bobbin to pull out easily as it would if we set it with a 95/5 and had a sliver of bobbin on the back.

There are some types of embroidery where we do not use this rule, reversible embroidery, for those familiar with the American Flag it is a very good example, the stars are embroidered in a 50/50 ratio, not the 2/3 - 1/3 we are used to. Want to do a reversible jacket, reset your tensions to a 50/50 (and don't use lettering!).

Even though your tension may appear balanced with the 2/3 - 1/3 you may have them too tight or too loose. It is a common mistake to assume that 2/3 -1/3 means good tensions. When the embroidery thread appears loopy or loose or if the goods pull and distort when removed from the hoop, both can be indications of tension problems. There are a variety of gauges available to aid you in setting your tensions; bobbin case gauges are one type.

Having no bobbin showing is not going to give you perfect tensions, but does increase the likeliness that the embroidery can be easily removed. The "zig-zag" is needed to maintain the lock. Hand embroidery does not use a lockstitch produced on a rotary hook machine, unless when you speak of hand embroidery and mean embroidery moved by hand on a machine or free hand embroidery. Which in most cases is being done on a rotary hook or shuttle machine and would have the same tension requirements as a commercial machine. On very narrow satin or columns we may not see much bobbin thread, but try to pull one out by slipping a seam ripper under the bobbin thread, don't cut the thread just pull on it, it can easily slip out of the "lock".

The 2/3 - 1/3 came about due to someone's understanding of the theory and practice of embroidery using a rotary hook.

Take-up Spring 
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The take up spring has three functions. As one function it acts as an electrical contact for the thread break detector for the upper thread (above). It also holds the thread as the needle comes down into the fabric until the eye of the needle penetrates the fabric. This prevents the thread from flopping in front of the needle. In the third function the take up spring acts like a little shock absorber while the stitch is being formed. When the hook is in the six o'clock position (below) the take up spring lets out the thread being pulled by the hook and relieves the strain on the thread. The spring continues to act like a shock absorber as the loop of the upper thread is being pulled into the fabric by the take up lever (bottom). This prevents the take up lever from pulling too hard on the thread.
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The six o'clock position of the hook, the point at which the maximum thread is 
being pulled off by the hook.
Upper thread tensioning and take up lever. The take up lever lets out thread according to the demand of the hook.
Both the length of the movement of the take up spring and the strength of the spring will affect how the stitch is formed. Too long of a movement and the take up lever does the pulling and the spring is collapsed too much. Too strong of a spring and the machine will pull up a tight stitch but it may break the thread at the six o'clock position.

With Polyester thread that is looping often adjusting the spring to a longer and stiffer movement will help control the looping. Looping is caused by the poly thread stretching and not returning to its original shape. By increasing both the length of the movement and the strength of the movement, the take up spring moves instead of the thread stretching, thus avoiding the creation of a loop.

Looping and Birdsnesting

Birdsnesting is usually caused by the inability of the top thread to pass around the bobbin or the lack of control of the top thread. Inability to pass around can be caused by such things as little or no lubrication, or the top thread catches, it can catch on a damaged part, a sensor that is damaged or out of position, it can catch on a positioning finger that is incorrectly set or damaged, a hook that is damaged with either visible damage or damage between the hook and the bobbin case basket, it can catch on a cracked or damaged needle plate too. The thread can also catch on the goods being sewn if the goods are "pinching" the thread, more about this below.

Lack of control can range from too little tension on the top thread to pull up a stitch, not threaded correctly or improper take up spring adjustment.

Looping can be caused by all of the above too. A birdsnest is a form of looping, the first stitch gets caught somewhere in the path below the needle plate, the stitch is not pulled up correctly and the "loop" is caught. The next stitch can't pass around the bobbin case because the first is still stuck in there, so on and so on, until you have a "nest".

Looping, when caused by the above problems is a birdnest that didn't get going completely, the first stitch did get pulled up, though not correctly.

Thread stretching can also cause looping. Polyester thread is not as elastic as rayon, when it stretches as the stitch is formed, it may not return to its original length. Increased "spring" on the take up spring often helps reduce this problem. A good brand of poly can help too. While the increased spring most likely will work fine if you go from poly to rayon, if your machine was originally set with rayon you might need to adjust the take up spring for poly. Once adjusted you should be able to go from poly to rayon without trouble. Again a good brand of poly is essential.

Thread can be pinched by the goods when the diameter of the needle is not

sufficient. The needle comes down into the fabric to it's lowest point, then it rises 
back up a certain amount. If you look at your needle you will see a long groove going down the front and a "flat" area on the back above the eye (called the scarf). When the needle comes down to the lowest point the thread lies in the long groove on the front of the needle, the thread is held against the needle on the back by the fabric. the needle rises a bit and a loop of thread is pushed out the back side of the needle, forming a loop from the eye in the scarf area. At this point the hook passes by and enters into the loop. The hook pulls the loop around the bobbin case that is inserted in the hook basket (bobbin basket). A great deal of thread is pulled off to form the big loop that goes around the bobbin case. The needle rises out of the fabric at the same time as the take up lever and take up spring are doing their parts to pull all that top thread back up into a nice tight stitch (not too tight!). IF the needle did not make a big enough hole in the fabric for the thread to pass freely as the loop is being pulled up, guess what? The loop doesn't get pulled up all the way! Some fabrics can also grab the thread, corduroy, vinyl and other "coated" fabrics are notorious. Wax paper or silicone lubricants often help.

Ball points vs Sharp when looping: remember that a ball separates the fibers and a sharp cuts. If you use a ball on a heavy canvas you may see looping, although I would imagine an 80 to be big enough in most cases, if it is a ball and simply pushing the fibers aside the hole from the needle may not be formed right for the thread to pass freely, maybe a sharp is the answer!

And your design too can cause both looping and birdsnesting. Too many stitches being put into the same area and the machine starts having a hard time pulling up the thread. There are a number of reason we want to avoid tiny stitches in designs, a bit of movement from one stitch to the next is important, not only do you not want to put holes in your goods but when forming a stitch you don't want to drive the stitch you just completed back into the formation of the next stitch. Too much density or stitches in the same hole must be avoided too!

The bobbin has a little to do with "forming" the stitch. Mostly it just sits there with or without the correct tension, assuming the case is not damaged, it's threaded right and in properly. The top thread passes around the bobbin case basket, the bobbin thread is being pulled off the bobbin by the top thread forming the stitch and by frame movement (movement of the goods). Erratic bobbin tension can give you birdnesting and looping because the top thread is unable to pull any bobbin thread out as it forms the stitch, leaving the top thread loop caught. Erratic bobbin tension that pulls and releases sporadically can cause you problems with over-spin although rare on pre-wound with sides. I have also seen bobbins that pull and feel fine until you stick them in the case and then in the hook, only then you can feel that it is not pulling right. Erratic bobbin tension can be caused by dirt or lint under the tension spring or a groove worn in the case too. It can also be caused by a poorly wound or over-wound bobbin. Or  lubrication (get the theme here?) :>)

For birdsnesting/looping I look first at my upper thread path and tension, next bobbin and then needle, on the assumption that I thought I had the correct needle for the job. If I am sewing a fabric that is known to cause problems I may change the order of what I look at. Always assuming I have lubricated my hook as specified by the manufacturer FIRST! Sorry but a lot of looping can be corrected by lubrication. If you don't lubricate on a regular schedule you might look there first. Understanding how a stitch is formed can vastly increase your success when dealing with looping and birdsnesting.

Pricing
A Sample pricing guide:

	Embroidery Application Fees (with Product Purchase)

	Quantity
	1-11
	12-23
	24-143
	144+

	Stitch Count
	 
	 
	 
	 

	< 1000
	$4.46
	$2.36
	$2.00
	Call for the best quotes in the business. We love large orders.

	< 2000
	$4.63
	$2.41
	$2.10
	

	< 3000
	$5.25
	$2.45
	$2.15
	

	< 4000
	$5.77
	$2.46
	$2.20
	

	< 5000
	$6.30
	$2.95
	$2.55
	

	< 6000
	$6.82
	$3.24
	$3.18
	

	< 7000
	$7.35
	$3.57
	$3.47
	

	< 8000
	$8.40
	$3.92
	$3.59
	

	< 9000
	$9.00
	$4.75
	$4.11
	

	< 10000
	$10.50
	$5.53
	$4.71
	

	10000+
	Call for Quote
	



                                     SAMPLE  ONLY!!!!
How to Sell Decorated Embroidery

This chapter of the Embroidery Handbook has been presented many many times in various embroidery conferences going back to the early 1990s.  It has been revised on numerous occasions.  The chapter is primarily JPG images from the power point slides – you will surely be able to understand the presentation with the speaker’s words and class participation.  This was the primary message of the Embroidery Handbook – if you don’t sell it???

The slide sections include:

· Prospecting

· Planning the Sale

· Opening the Sale

· Making the Presentation

· Overcoming Resistance

· Closing the Sale

· Personal Management Ideas

· The Secrets of Marketing
· Tips & Tricks…. Neat stuff!
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[image: image13.jpg]l. Prospecting

Homework — Prepare for any cold call — that is a
contradiction, but you'll learn that preparation usually
wins out.

Better Presentation of the product — your embroidery
services

Anticipate questions (and you have the answers)

Visit the client — either personally or on the web, or
thru friends

Marketing Tips — cars, cards, pens, and YOU




[image: image14.jpg]Marketing Tips... Car Signs

EMBROIDERY
B0L-283-39M





[image: image15.jpg]Marketing Tips... Cards and Pens

3012633971
301-263-3971





[image: image16.jpg]“GOOD IDEA”

Have you thought of an improvement to an
image or design?

e Make a prototype or a sample

e “Coffee to Go” — Non-spillable cup lid patent
3,800,999 owner James J. Serritella!
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WHAT’S IN IT FOR ME

You have to
broadcast
YOUR
message!




[image: image18.jpg]Sales on the Lighter Side

e Mankind is divided into two classes:

- those who earn their living by the sweat of their
brow,

- those who sell them handkerchiefs, cold drinks
and electric fans.




[image: image19.jpg]Your GOLD Mine Has 5 Shafts

Present customers — referrals
e Similarbusinesses — directories, lists, groups
e Inactive accounts — special needs

e Ask around - suppliers, friends, family

e “COLD CALLS” — homework again!
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e To make sales
e You have to make Quota
e The more you make....

e The more you makel!




[image: image21.jpg]Does the prospect...

e Need your service
e Have real potential
e Authority to buy

e Pay his bills!




[image: image22.jpg]Prospecting Also Involves...

e Technical competency
e Embroidery knowledge
e The latest of How To...
e PLUS - Knowing the BASICS
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e Yes | Can... Self confidence
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e Don’t waste your time
e Don’t waste your client’s time
e IT’S costing you BOTH MONEY!




[image: image25.jpg]Sales on the Lighter Side

e The chemist who invented pills must have
been a genius,

e But the man who really sold the idea was the
chap who put the sugar coating on them.




[image: image26.jpg]Always be UP for your calls

Hi — how are you
Firm handshake
Good eye contact
Direct and to the point
Eager — enthusiastic
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e Feeling sick
e The dog died
e Hung over

e Rambling

e Whatever...
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e Beautiful design
e Sews out well
e Nice coloring
e Complementary





[image: image29.jpg]| think it needs a littleclean up

Maybe we could shift the lettering
That would look better in green

Belittle your work......




[image: image30.jpg]Selective Hunting
Chambers, Groups, etal





[image: image31.jpg]How to Get New Clients!

Is he happy with competition — Why?
e You sell the difference

- Speed

- Appearance -same colors, different threads
- Quality

- Cost - less, maybe even more?

e Sellyourself and the company
e Ask for a trial order....




[image: image32.jpg]How to KEEP Your Clients!

e Keep In contact
o Keep good records

e Answer complaints promptly
e Show appreciation

e Give GREAT service

o BE INDESPENSIBLE




[image: image33.jpg]Captive and Happy Customer





[image: image34.jpg]Gain the Client Confidence

e Show him past quality work
e “Show & Sell Time”




[image: image35.jpg]Sales on the Lighter Side

Fortunes are:
e TOLD with playing cards....

e MADE with calling cards!




[image: image36.jpg]More on Thank You Notes....

e Not all 6 go to the same client.
e DO NOT OVERKILL THE ISSUE

e Thank you for their time and interest in
your company

e SENT WITHIN 24 hours of the event

e Not a CANNED pre-printed card

e BEST in your own hand writing

e 2" pest — typed but SIGNED BY YOU!




[image: image37.jpg]A Secret Weapon
Thank You Notes

e \Whento send them.....
- After setting up an appointment
- After making a sale

- After a sales presentation that requires unusual client support
i.e. providing additional information that assists you in your
efforts.

- Afterthe delivery of your product.
- Afterreceiving a referral.

- Aftera prospect declines your offer — but you feel that there is
good potential with that client.




[image: image38.jpg]Beware of the “Negotiator”

e “Takeitor leave it” — that’s what I'll pay

o “Let’s split the difference”
e A good offense is the best defense... Win win

situations.

e Beware, and practice potential scenarios
e Remember your fine points —

- Quality

- Service

- Price (maybe)
- Performance
- “Tryus out”




[image: image39.jpg]KNOW When to Say NO

e When all else fails....

e Say thank you for your time, I'll consider my
bid and get back with you.

e Find some way to say NO politely....
- And leave




[image: image40.jpg]Sales on the Lighter Side

e The “buy-angle” is equal to the square of
the “try-angle”.




[image: image41.jpg]Selling is a Service AND an Art

e The Service
- To learn the customers needs

e The Art
- To meet those needs!
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e Chinese Definition

Luck is when

Opportunity Meets Preparation




[image: image43.jpg]Make your Good Luck

e Don’t let fear hold you back... or being shy
o Immediately act on a new lead
o Networking works... use it

e Recognize and ACT on the capacity within
yourself.... One sells, one sews...




[image: image44.jpg]The Business Card

e Pushy.... “Take my card — Please”

e Soft sell...

- “May | have your card”
- Can we chat next week?

e Write on the back... Time, date, place —
subject

e Then make the call....





[image: image45.jpg]Benefits of Embroidery

e Attraction Name Presentation
e Name recognition and display

e Quality Workmanship
- (of the embroidery reflects on your company)




[image: image46.jpg]Business Cards - again

e Youfile it
- Company nhame
- Contact name
- Need extra cards.... Ask for more
- PDA... create a link feature
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Make it by phone — short call
e Note — brief note, please confirm
o Email — new age contact

e Directly, through a secretary, or network
friend
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[image: image49.jpg]Basic Buying Motives

e Profit or gain.... Save money
e Fearof Loss... safety health
e Pleasure... enjoyment

e Avoidance of Pain... relief

e Pride... High quality, style, beauty

e Desirefor Approval... Prestige, acceptance

Applies to Embroidered Apparel




[image: image50.jpg]What’s In A Name?

Does your company name say.....

Embroidery

Screen Printing
Decorated Apparel
Promotional Products

e NO....
e WHY NOT




[image: image51.jpg]Il. Planning the Sale

e Do selective Prospecting
- Cluster selling
- Target concentrated sales ie karate schools
e Business to Business (B2B)
- Research, referrals, (5 shaft points)
e SIC help

- Standard Industrial Codes — Thomas
Register




[image: image52.jpg]More on Planning the Sale

e Simple folders for presentations
- Logos
- Mascots
- Monograms
- Large designs
- Specialty designs




[image: image53.jpg]More on Planning the Sale

Objective — Introduction to get an appointment

e Ask questions — Did you ever have embroidered
products before?

e LISTEN FOR PROBLEM ANSWERS!! — yea but the
guy was ripping us off on price....

e Decide what to show... your special folders
o Make the appointment — and be there on time




[image: image54.jpg]The Single Most Powerful
Book of Leads!

e Your Yellow pages
e And a map!

o “The Cluster Selling Technique




[image: image55.jpg]lll. Opening the Sale

e Show and sell
e Ask questions

e Show samples

e Ask more questions

e Get facts... Sizes, colors,

delivery time, Quantity




[image: image56.jpg]more.. Opening the Sales Call

e Sincere Compliments — | see your plant just
won the XYZ award for .....

e Third party testimonials —
- Mr. Jones suggested | call you...




[image: image57.jpg]more.. Opening the Sales Call

Customer benefits —

- I'd like to show you how to increase customer
satisfaction....

e Probing question —

- “Would you like to shorten inventory transit time?”
e Facts and Proof -

- Here is the report that shows...

e Example —

- Here is a sample of our work for the ABC
Company....





[image: image58.jpg]Sales on the Lighter Side

e Confucius say:

“Salesperson who cover chair instead of
territory, always on bottom”.




[image: image59.jpg]IV. Making the Presentation

e Ask questions WW W Ws
e Show your samples (just like your rehearsed)

e May be one-on-one, or in a group (be
prepared)

e Answer questions and any objections

e Don’t wing it!! Not a crime to say.... “I'll get
back with you ..... -
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Listen to any objections

e Client may self-destruct before your eyes
- Lightweight Nothooded No pocket why??

e If | fix the problem... are you ready to buy now?

e After you address the problem AND
- ASKED for the order....
- DONOT SPEAK... It's up to him to finalize the talk
- The next one to speak.... Looses!




[image: image61.jpg]V. Overcoming Resistance
“The Price is TOO High”

e Why do you think the price is too high?
- (get to his concept of too high)

e Do a one-for-one comparison
- Pockets, stitch size, extra hoopings.....

e Minimize the price difference
- “$2.00 more for better quality — large logo....”

e Emphasis on SERVICE
- We’'re local, we pick up and deliver for N/C...




[image: image62.jpg]The Price is TOO High

e Don’t panic
o Get the facts — reaffirm the specifications
e Check both quotes for errors

e Sell value over price

e |s the client bluffing?
- May | see the other quote?

- You want to be sure your making a true
comparison.




[image: image63.jpg]The Price is TOO High

Do you need to modify the item — no pockets?
Did they forget the add-on price for xxxxlg?

Special incentives... we do not charge for digitizing
orders over $300.00

Be flexible... make changes if needed
Sell your company... we’re here for the long run.

Consider the future of this sale
- Onetime customer or bigaccount!!




[image: image64.jpg]Man goes and buys some grapes
45 ¢ please
That’s ridiculous!

If you had a toothache would you pay 45 ¢ for some
aspirin?
Then why not pay 45 ¢ for something you enjoy!

e Priceis relevant!




[image: image65.jpg]VI. Closing The Sale

ASK for the order — don'’t be shy, timid....
ASK for a LARGER order — quantity price breaks
ASK for particulars — size, color, pockets...

ASK for details — Logo on the left chest, sleeve..

e ASK for a DEPOSIT!!! 50/50 is good

e Keep in mind... the trial order if hesitant to order




[image: image66.jpg]VIl. Personal Management Ideas

Get an early start on the day - rise earlier
Minimize emergencies

Minimal handholding

Finish what you start

Plan you NEXT day — executive memo pad




[image: image67.jpg]Executive Memo Pad

e Lunch, coffee, .....
e Planning, notes, TTD.....





[image: image68.jpg]VIIl. Secrets of Marketing

e Show your wares ---- Look what | can do for you
e Network & Referrals & Past customers
e ASK FOR THE ORDER

e \Whatis your niche?
Gardens - Schools - Horses - Teachers

WHO DO YOU KNOW!
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What else do you do?
Sublimation Appliqué Screen Printing  Specialist??

Business Cards — MUST BE 2 sided with color

Car signs

Government & Commercial business

Digitizers --- Web Developers

Use other people to help you — don’t be shy - ask

Optimize your time — what is your time worth?




[image: image70.jpg]Prospecting Suggestions
Tips and Tricks

e Tell everyone and anyone about your embroidery
business. Start out by asking them what kind of work
they do and they will almost always ask you
what you do.

e You can then ask if they have used embroidery to
promote their business in the form of polo shirts, golf
towels, jackets or whatever.

e Do a little name dropping and tell them who some of
your customers are and what you have done for them.
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e Have your logo on the front and a "WOW!"
design on the back.

e People will ask where you got the shirt and you
can say " | have an embroidery business and
made it myself, would you like one too?"




[image: image72.jpg]Donate Items for Charitable Auctions

e Be sure to include your business card with
each item. Try churches, schools, professional
organizations like Rotary etc.

e [t gets your name out there. People like to
support businesses that support their charity.




[image: image73.jpg]Go Knocking on Doors

e Make up flyers with samples of your work small
businesses are great. Introduce yourself and
leave a brochure. If you can meet the owner
and chat for a couple of minutes it will make an
impression.

e Tell them their logo would look great
embroidered on shirts.

Get permission to digitize their logo —
- FORaFEE OR FREE ?7? (you decide)




[image: image74.jpg]Consignment Sales

e Find a gift shop that would be willing to offer
items on consignment.

e Or offer your work on a fee basis — Contract
Embroidery.
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e Contact realtors and stitch a sample of a
housewarming blanket or similar product.
Suggest that they have one made for anyone
who purchases a home as a thank you gift.

e Personalize it with the homeowners name.




[image: image76.jpg]Business Networking

e Give out your card to any business that you do
business with, your doctor, dentist, plumber, hardware
store or anyone.

e Offerto give out their card to others if you are pleased
with their service.

e Networking works.
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Do your kids play sports?

Make a shirt that says soccer mom, hockey dad with a fun design.
Don't forget grandma and grandpa.

Offer t-shirts for your kids team for practice at a good price.
Embroider a simple design with the team name and kids number.
Embroidered equipment bags with the kids number and warm ups.
Dance is huge for girls, they compete and need bags and warm ups.
Visit dance studios and talk to the owners about personalizing items.




[image: image78.jpg]Food Service Companies

e Restaurants that are independently owned use
embroidery on shirts and aprons.

e Do up a sample apron and give it as a gift to
the manager.




[image: image79.jpg]New Business Opportunities

e \Watch for new businesses to open in your area
and welcome them with a personalized gift.

e Call and find out what size the manager wears
and make a polo shirt for them to wear.
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Selling Decorated Apparel

WE COVERED.....

Prospecting Overcoming Resistance
Planning the Sale Closing the Sale
Opening the Sale Personal Management
The Presentation Marketing Secrets

ANY QUESTIONS???




[image: image81.jpg]Thank You... Happy Selling!





The End
In the world of embroidery – there is no end… the cone just keeps unwinding – 5000 meters is about 200,000 inches of thread…. It just keeps coming unraveled!!  

The Embroidery Handbook is a compendium of information you can use to your benefit for the development of your business.  The articles are open for you to customize and adopt for your company.  The entire handbook is a WORD document, so you can change text, wording, imaging to best suit your situation.  All supplied text is a suggestion for your consideration i.e. The Company Policy Manual, or the wording on the Permission to sew a logo form.

Our suggestion is to put the handbook into a 3 ring binder, and add text to it as you see important articles that have a direct bearing or impact on your embroidery life.  New technology is always coming down the road.. embrace it – go with it – and learn from it. You will be a better embroiderer and business person.

Join and organization – NNEP – www.nnep.org  OR a machine users’ group – get involved and ask questions and provide answers (if you can).  Attend conventions and announce yourself ahead of time – meet new friends – face to face…. They’re all lovely people to know.
Maybe this section heading should be “THE BEGINNING” – life has an end, but in the world of embroidery… and contrary to the beginning text…

“In Embroidery-land, there is Utopia!”

Enjoy my friends.

EMBROIDERY [em-broi-duh-ree, -dree] 


1.the art of working raised and ornamental designs in threads of silk, cotton, gold, silver, or other material, upon any woven fabric, leather, paper, etc., with a needle. 
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